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Starfish Software Product License, Limited Warranty, and Limitationof Liability
License for Individual Use
This software is licensed to you for your own individual use.  You may copy this software for archive purposes, to protect your 
investment.  This software is protected by U.S. and international copyright law and cannot be copied or otherwise made available to 
more than one person at the same time, without violating the law.  Starfish reserves all rights not specifically granted. 

More Users
To allow more than one person to use this software, you or your company or organization can purchase additional software for each 
person. 

Upgrades
If this software is an upgrade version of software that you previously acquired, you have not acquired two different rights to use this 
software and its earlier version. This upgrade and the earlier version together constitute just one copy of the software and may be 
used only by you.

Other Limits on Your Use
Except as described in this license, without the written consent of Starfish Software, you may not transfer, rent, lease, lend, copy, 
modify, translate, sublicense, time-share, electronically transmit or receive, or decompile or reverse engineer this software or the 
media and documentation.

Limited Warranty
This product comes with "Philippe's Guarantee," which entitles you to a refund of the amount you actually paid, if any, within 30 
days of your purchase. Contact Starfish for details.

Also, the physical media for this product provided by Starfish (if any) are guaranteed to be free of defects in materials and 
workmanship for 120 days from the date this product was originally purchased. If a defect occurs within this 120-day period, simply 
return the defective media to Starfish along with a dated proof of purchase, and Starfish will replace it free of charge. Starfish 
makes no representation or warranty regarding the content of this product, including its software and documentation. For example, 
Starfish does not warrant that the software or documentation are "error-free" or will meet the needs and requirements of a 
particular user. All information in the software and documentation is subject to change without notice. In addition, Starfish makes no 
representation or warranty regarding products, media, software or documentation manufactured or supplied by others.

ALL OTHER WARRANTIES, REPRESENTATIONS, CONDITIONS, EXPRESS OR IMPLIED, INCLUDING ANY IMPLIED 
WARRANTY OR CONDITION OF MERCHANTIBILITY OR FITNESS FOR A PARTICULAR PURPOSE ARE DISCLAIMED BY 
STARFISH.  ALL OTHER IMPLIED TERMS ARE EXCLUDED.

Limitation of Liability
The only remedy under this limited warranty or Philippe's Guarantee is replacement of the defective media or refund of the actual 
amount paid. Starfish disclaims any liability for damages arising from the use of this product or any other damages, including 
(though not limited to) lost profits or data, special, incidental, or other claims, even if Starfish has been specifically advised of the 
possibility of such claims. Regardless of the form of the claim, the only liability Starfish will have to you or any other person will be 
limited to the amount actually paid for the product.

Miscellaneous
This license and limited warranty can only be modified in writing signed by you and an authorized officer of Starfish. If any part or 
provision is found to be unenforceable or void, the remainder shall be valid and enforceable. If any remedy provided is determined 
to have failed of its essential purpose, all limitations of liability and exclusions of damages shall remain in effect.

Use, duplication or disclosure of this software and documentation by the U.S. Government is subject to the restricted rights 
applicable to commercial computer software (under FAR 52.227-19 and DFARS 252.227-7013). Sale of this software is subject to 
the U.S. Commerce Department export restrictions. This software is intended for use in the country in which Starfish sold it (or the 
EEC if first sold in the EEC).

This license and limited warranty shall be construed under the laws of California, U.S.A.  You have specific legal rights under this 
document, and may have other rights that vary from state to state and country to country.

Copyright © 1984, 1996 Starfish Software, Inc.  All rights reserved. Starfish, Sidekick, TrueSync, and the Starfish and "Built for the 
Internet" logos, are trademarks of Starfish Software. Other brand and product names are trademarks or registered trademarks of 
their respective holders. International CorrectSpell spelling correction system licensed from and portions copyright 1994 INSO 
Corporation, 1986-1994 Microlytics, Inc., Xerox Corp. All rights reserved. International CorrectSpell is a trademark of INSO 
Corporation. 

Starfish Software may have patents and/or pending patent applications covering subject matter in this document, including but not 
limited to U.S. Patent No.  5,519,606.  The furnishing of this document does not give you any license to these patents.

Printed in the U.S.A.
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Introduction

Welcome to Internet Sidekick, the versatile organizer that brings y
the power of the Internet to help you organize your activities and 
coordinate events with others, within your office or anywhere in th
world. 

Internet Sidekick uses a desktop workspace where you manage y
calendar, address lists, expense reports, documents, and 
communications. Its easy and familiar design makes it a snap to le

What’s in
Internet
Sidekick

Internet Sidekick includes many new features, including the 
following:

Internet scheduling—Schedule appointments with anyone who ha
an Internet e-mail account. Internet Sidekick automatically sends 
event invitations to everyone on your list, and collects replies whe
people accept or decline. The group event is automatically placed
your calendar. If some participants do not have Internet e-mail 
accounts, Internet Sidekick can send the message by fax or remin
you to phone them.

Internet resource scheduling—Internet Sidekick automatically 
maintains a calendar for each resource, such as a conference roo
projector, or vehicle. You request a reservation for the resource, a
Internet Sidekick automatically confirms or declines your request,
based on the resource’s availability. 

Activities view—Internet Sidekick provides a central place where 
you can view and manage all your appointments, calls, To Do item
group events, and resource reservations.

Caller ID and enhanced Phone Dialer—Internet Sidekick uses 
Windows telephony support to provide advanced features. Caller 
detects the number of an incoming call, if the number is in your 
current Cardfile, and displays details about the caller. A “While yo
were out” history log records the information about calls that are n
answered. (These features require specific hardware, software, a
phone service—see “Requirements” on page 7.)
Introduction 1
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Launch Web browsers—You can launch your Web browser and 
jump directly to the address (Uniform Resource Locator—URL) o
World Wide Web site stored in your Cardfile.

E-mail address book—Internet Sidekick supports Netscape 
Navigator, Microsoft Exchange, and Eudora Pro (32-bit) address 
books.

Internet Time Synchronization— Internet time servers 
automatically correct your computer’s system clock.

Conversions—Internet Sidekick converts any quantity among 
numerous English and metric (SI) units of measurement, includin
scientific and technical units. 

Synchronize Cardfile and Calendar—With Internet Sidekick, it’s 
easy to keep files on two computers in sync with each other.

New Calendar print format—Internet Sidekick adds support for 
new At-A-Glance forms for Calendar printing.

Enhancements to existing (Sidekick 95) features include the 
following:

Enhanced Expense view—Now you can use folders to organize you
expenses by trip or time period. Internet Sidekick adds new 
categories, flexible reporting periods, and custom printouts, plus a
field for value-added tax or goods and services tax calculation.

Time zone-smart appointments—Your appointments are stored 
with time zone information for the location where they occur. So y
can easily schedule events for your upcoming trip, and view your 
activities in the correct local time when you arrive—as well as see
your home events adjusted for the local time.

Auto spelling check—The Write view checks spelling in the 
background as you type, and unrecognized words are “lined out.”
Right-click the word to see alternatives from the spelling dictionar

Transferring data
from earlier
versions of

Sidekick

If you have installed Internet Sidekick in a different directory than 
Sidekick 95, you can use Internet Sidekick's Backup and Restore
feature to move data files from the old directory to the new one, 
where you can open them in Internet Sidekick.

For details, see the Write file “Internet Sidekick Tips.” There is a 
topic called “How Do I Transfer My Sidekick 95 Data to Internet 
Sidekick,” which explains the process. (You will find other many 
2 Introduction
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helpful information in this file.) If this file is not already displayed 
when you switch to the Write view, use the File | Open command 
open it. It is stored in your default data directory, usually called 
Userdata. 

You can open files from Sidekick for Windows 1.0 and 2.0 as well.
the Calendar, Cardfile and Write views, use File | Open to locate a
open the files you want. When you save the files, they are saved 
Internet Sidekick format. 

In this manual... This User’s Guide and the online Help system are designed to mak
information about Internet Sidekick easy to find. 

To help you understand what you see, here are some conventions
in this manual:

◆ Multilevel menu selections are separated with a vertical bar ( | 
So, where you see File | Save, it is a shorthand way of saying 
“Open the File menu, and then select the Save command in tha
menu.” The menu choices always appear in the order you see 
them: Menu name first, then menu choice, then next menu cho
if there is one, such as Calendar | Events | Daily. 

◆ When you need to type in some information, it’s indicated in a 
different typeface: like this. 

◆ Keys you press are indicated with a different typeface, like this
F10.

◆ Pressing two keys in combination is indicated with a plus sign (
for example, Ctrl+D. Press and hold down the first key (Ctrl), and 
then press the second key (D).

Using online
Help

The online Help system contains detailed information about Intern
Sidekick. Help appears in a separate window with its own controls

Major features of the product, such as the views, are discussed in
series of overview topics. Help topics that explain how to accompl
a task are in windows that you can leave displayed while you follo
the procedure.

To open Help, do one of the following:

◆ Press F1. For help on a particular menu command, select the 
command and press F1. 
Introduction 3



ck 

nd 

h 
u 

n 
t 
tify 

elp 

 

◆ Click the Help button in a dialog box, or press F1, for help about 
dialog box controls.

◆ Choose a command from the Help menu on the Internet Sideki
menu bar.

The following figure shows the Help Contents page, where you’ll fi
a series of book icons. 

Double click a book to “open” it and view its contents—whic
may be other books or topics. Double-click the open book if yo
want to close it again.

Double click a page icon to view that help topic. 

If you need assistance, see the Help topic on how to use Help. 

ToolTips If you pause while passing the mouse pointer over an object like a
icon or Toolbar button, Internet Sidekick displays the name of tha
object. This feature, called ToolTips, makes it easy for you to iden
what you see and find what you need. 

For more
information

Refer to this manual and the online Help system first if you need h
and information about Internet Sidekick. This manual’s index and 
Table of Contents can often help you pinpoint the information you
need.

Double-click a book to see topics
or additional books it contains.
Double-click a topic to read it.

Click Index or Find to search for a 
term. 
Index shows you an index of the 
Help system.
Find creates a list of all words in the 
Help system, which you can search.
4
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Sidekick Tips We have provided a file of helpful hints and tips for using Internet 
Sidekick. In the Write view, open the file called Internet Sidekick 
Tips in the Userdata folder.

Windows 95 basicsThis User’s Guide assumes you have a basic understanding of 
Windows fundamentals—using the mouse or keyboard, working w
windows, and so on. If you’re new to the Windows 95 environmen
see your Windows 95 manual, or take a few minutes to run the 
Windows 95 Tour from the Start menu. Click Start, Programs, 
Accessories, Tips and Tour on most Windows 95 installations, or 
click Help in the Start menu.

Technical Support
options

In addition to extensive printed and online documentation, Starfish
provides other support options. Use Starfish Technical Support to
you help when you need it. The following sections tell you how to 
contact Starfish Technical Support.

Fast Fax Information
For technical and product information sent directly to your fax 
machine in just minutes, any time of the day or night. You can requ
a listing of documents, and then request the document you need.
fax number is

800-503-3847

Free online information services
To discuss your questions and problems with other users and Sta
experts, 

On CompuServe, Go Starfish
On America Online, Keyword Starfish
On Microsoft Network, Go Word Starfish

Be sure to visit our Web site for product updates, companions and
news (no technical support): http://www.starfishsoftware.com

The Starfish BBS
To download technical information notes, utilities, and patches, 24
hours a day, phone

408-461-5930
Introduction 5
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Free up and running support
To receive no-charge assistance for installation and initial 
configuration, phone

970-522-4610 
Monday–Friday, 6 a.m. - 5 p.m. Pacific Time

Support hotline
For all the help you need, at $2 per minute, first minute free, phon

1-900-555-1010, billed to your phone bill
1-800-953-9995, charged to your credit card
Monday–Friday, 6 a.m. - 5 p.m., U.S. Pacific Time

International
support

Information on how to contact Starfish Software outside the U.S
found in Help. See the topic Contacting Starfish Software.
6
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Chapter 1Installing and configuring

Internet Sidekick
Before you begin installing Internet Sidekick, make sure you have 
necessary hardware and software. Some features, such as Intern
scheduling and Caller ID, require special configuring.

This chapter discusses: 

◆ What you need to take full advantage of all Internet Sidekick’s 
features

◆ How to install Internet Sidekick

◆ How to configure your computer to use telephony and Internet 
features

Requirements To use Internet Sidekick, you need

◆ A computer running Windows 95 or Windows NT 4.0

◆ A minimum of 12 MB hard disk space for installation (including 
MB of temporary space on the same drive as your Windows 
directory for installation)

◆ 256-color VGA video and monitor

◆ CD-ROM drive (a diskette set is available by special order)

◆ A mouse compatible with Windows 95 or Windows NT 4.0.

The following equipment is optional but recommended to fully use
Internet Sidekick features:

◆ A modem, to take advantage of the Internet Sidekick Phone Dia
For advanced features, particularly Caller ID support, you need
modem compatible with the Microsoft UnimodemV driver, and 
Installing and configuring Internet Sidekick 7



you must install the UnimodemV driver. Caller ID also requires 
that you have Caller ID service from your phone company.

The UnimodemV driver is available from the Microsoft Web site 
(http://www.microsoft.com/windows/software/drivers/
unimodem.htm). Create a new folder, and copy the Unimodv.exe 
file to the new folder. Double-click Unimodv.exe to expand it. 
Among the files that are created is one called Readme.txt. Double-
click this file to read installation instructions.

You also need Caller ID service from your telephone company 

◆ For Internet scheduling, you must have access to the Internet. (You 
can also use group scheduling locally on a Local Area Network 
that does not have Internet access, or with fax or phone 
messaging.) For details, see Chapter 4.

◆ A sound card is required to play sounds (.WAV files) for 
appointment alarms. 

◆ To use the automatic paging reminder option for scheduled events 
(see Chapter 3), you must have an alphanumeric pager with an 
electronic mail account with your pager provider.

◆ A printer supported by Windows 95 or Windows NT 

Registering
Internet Sidekick

Before you install, take a moment to read the Product License, 
Limited Warranty, and Limitation of Liability printed on the reverse 
side of the title page of this manual. 

You should also be sure to register your Internet Sidekick, using the 
electronic registration option you see during setup.

Installing
Internet Sidekick

Internet Sidekick is supplied on a CD-ROM disk. On most Windows 
95 systems, inserting the CD-ROM in the drive will cause the Setup 
program to run automatically. 

If this does not occur on your system, use the following instructions.

To install Internet Sidekick

1 Insert the Internet Sidekick CD-ROM disk into your CD-ROM 
drive.

2 Click Start on the Taskbar. Choose Settings and then Control 
Panel.
8 Chapter 1



3 Double-click Add/Remove Programs.

4 Click the Install button.

5 Follow the instructions as they appear on screen. The Windows 
Install utility will find Internet Sidekick’s Setup program on the 
CD-ROM, and run it for you.

As an alternative, you can select Run from the Windows Start menu, 
and type the drive letter and directory where SETUP is found. If your 
CD-ROM drive is D, you would type:  D:\DISK1\SETUP

If you have installed an earlier version of Sidekick, it will be retained 
in its original directory. Internet Sidekick will be installed in a new 
directory called Internet Sidekick (unless you change the name). 
After installing, you can open your old files in Internet Sidekick, and 
use Save As to save them in your Internet Sidekick\Userdata 
directory. We recommend not deleting your old Sidekick files and 
directories until you are certain you have all the data you need in 
Internet Sidekick. 

The Readme file Any last-minute changes or additions to Internet Sidekick are 
documented in a file called Readme.txt. When the installation 
program has finished installing Internet Sidekick on your hard disk, 
you will see the README file. To view it later, click the README 
icon in the Internet Sidekick folder (click the Windows Start button, 
choose Programs, and then choose Starfish Internet Sidekick).

Configuring
your system for

Internet Sidekick

Some of Internet Sidekick’s features require that you install specific 
Windows components. The following sections point out some of the 
configuration issues you may encounter. In addition, you need an 
Internet e-mail service to use Internet group scheduling. You are 
asked for information about your e-mail service the first time you 
start Internet Sidekick; see “Starting Internet Sidekick” on page 13.

Phone Dialer
and fax

To use Internet Sidekick’s Phone Dialer you must install the TAPI 
communications feature. To fax documents, you must have Microsoft 
Fax installed. 

TIP

The Tips file has information 
about opening Sidekick 95 or 
Sidekick 2.0 files in Internet 
Sidekick. In Write, open the file 
Internet Sidekick Tips, found in 
your Userdata folder.

☞

NOTE   Internet Sidekick can be installed on systems that have Sidekick 95, 
since they each have separate entries in the Windows Registry, and either 
one can be uninstalled without affecting the other. However, they cannot 
both be run at the same time.
Installing and configuring Internet Sidekick 9
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To add required phone software 

1 Click Start on the Windows Taskbar. Choose Settings and then
Control Panel.

2 Double-click Add/Remove Programs.

3 Click the Windows Setup tab.

4 Click Communications, and then click the Details button. Be su
Phone Dialer is installed, or add it.

5 Click Microsoft Fax in the Windows Setup list, and click Details t
confirm that it is installed or add it.

Caller ID To use the Caller ID feature, you must install the Microsoft 
UnimodemV driver. 

To install the UnimodemV driver
1 Copy the file Unimodv.exe from the Starfish Internet Sidekick 

CD-ROM (or the last disk of the disk set) to a new, empty folde
on your hard disk. 

2 Double-click the Unimodv.exe file to run it. A number of files wil
be created in the new folder. 

3 Double-click Readme.txt for installation instructions.
10 Chapter 1



 

ick 

 
 

om 
Uninstalling
Internet Sidekick

If you decide to remove Internet Sidekick from your computer, use
the Uninstall program. 

To remove Internet Sidekick from your system
1 Exit Internet Sidekick. 

2 From the Windows Taskbar, click the Start button.

3 Choose Programs, and then choose the Starfish Internet Sidek
program group.

4 Click Uninstall.

Uninstall permanently removes all Internet Sidekick program files
and Internet Sidekick entries in the Windows Registry. If you have
personal files in the Internet Sidekick folder, Uninstall does not 
remove them. You can preserve them or remove them manually fr
your data folder (usually Program Files\Starfish\Internet Sidekick\
Userdata), and then delete the folders if desired.
Installing and configuring Internet Sidekick 11
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Chapter 2Overview

This chapter gives you an overview of the many features of Intern
Sidekick that can help you organize and simplify your busy sched

The topics discussed in this chapter include

◆ The Deskpad, icons, and Toolbars

◆ The major “views” of Internet Sidekick

◆ Desktop features, such as the Viewport and calculator

◆ Conversion of measurements

◆ Internet Sidekick shortcuts and preferences

Starting
Internet Sidekick

Before running Internet Sidekick, you must complete the installati
process described in Chapter 1. You should also read the materia
configuring Internet Sidekick in that chapter. 

To start Internet Sidekick
In the Windows 95 Taskbar, click the Start button and choose 
Programs, Starfish Internet Sidekick. Click the Internet Sidekick 
option. 

First-time startup The first time you start Internet Sidekick, the Setup Wizard helps y
provide information about your location and your computer system
The information you provide includes your location and your e-ma
service type.

NOTE   If you plan to use Microsoft Exchange for your Internet scheduling 
tasks, you should be connected to your Exchange Post Office the first time 
you start Internet Sidekick. Doing this will ensure that the Setup Wizard 
detects your existing Exchange profiles.
Overview 13
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Internet group scheduling uses e-mail messaging to send meeting
invitations and collect replies automatically. To use this feature yo
must be using either Microsoft Exchange or an Internet Service 
Provider (ISP) for POP3 e-mail. (POP3 is the Post Office Protoco
version 3, a communication standard that allows your computer to
receive your mail from a remote computer on the Internet.) 

You must have an Internet connection through either a modem or
local area network. If you don’t know your e-mail service 
information, ask your system administrator or Internet service 
provider. For information about the e-mail configuration options, s
Appendix A.

Most of the Setup Wizard panels should be self-explanatory. If yo
need assistance, click the Help button in any Wizard panel. You c
run the Setup Wizard later, if necessary, by selecting it from the To
menu.  

Fill in the information in each panel of the Setup Wizard and click 
Next to continue. You can click Back if you need to change the 
information in an earlier panel. 

Changing your e-mail service
You can change your e-mail and group scheduling options once 
Internet Sidekick is running. To do so, either start the Setup Wizar

NOTE   The first two panels of the Setup Wizard are for your name and 
company information, followed by your city and time zone. These panels are 
required information that must be entered the first time Internet Sidekick is 
run. You can’t select Cancel until you have completed these panels.
14 Chapter 2
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again from the Tools menu or open the Group Scheduling Prefere
dialog box.

To change your e-mail information using the Group Scheduling 
Preferences dialog box 
1 In Internet Sidekick, choose Tools | Preferences | Group 

Scheduling. In the Scheduling page (click the Scheduling tab), 
the options you want for flash sessions and automatic deletion 
messages from your inbox after they are picked up by Internet 
Sidekick.

Flash sessions are automatic e-mail sessions that automatically 
send all your outgoing messages and collect all your incoming 
messages at regular intervals you specify. 

2 Click the Electronic Mail tab to see your e-mail settings. Select
Internet Mail or Microsoft Exchange, as shown in the next figur

3 Depending on which one you choose, click the Internet or 
Exchange buttons to see and change your configuration.

 

CAUTION   Once you set up an e-mail identity, it is best not to change it. If 
you change to a different e-mail name or account, all the subsequent group 
scheduling messages will reflect the new identity.

Create the schedule you want for flash 
sessions, which send and retrieve your 
group scheduling messages.

Check to delete old Activities from the 
display after a specified period.
Overview 15
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The Internet

Sidekick screen
The major components of Internet Sidekick are shown in the 
following illustration, which shows the Calendar view and identifie
the features common to most views.

Click to choose your e-mail type. 

Then click the button to see and 
change your e-mail settings (see the 
following figure).
Check options for scheduling (see 
“Group Scheduling Preferences” on 
page 83).

Enter your e-mail information in the field. 
Click the Help button for information about 
the fields.
16 Chapter 2
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The Toolbar buttons let you do certain tasks quickly, without using
the menus. The Toolbar and menu bar change with each view. Se
“The Toolbar” on page 19.

The status bar displays information about the current view. For 
example, if you are in the Calendar view, the status bar displays t
name of the current Calendar file. 

The working area of the Internet Sidekick screen is called the 
Deskpad. To make changes to the default Deskpad colors and oth
display options, choose Tools | Preferences | General. See “Setting 
preferences” on page 25 for more information. 

Icons and views Click a Deskpad icon to change to a different view in Internet 
Sidekick. The views—and how to use them—are described in det
in later chapters of this manual. Since you’ll probably be moving 
back and forth among different views, here’s a helpful command y
should know: save your work in all views at once by choosing File
Save All, or by clicking the Save All button.

In the Calendar, you can create appointments (events) and use 
Internet messaging to automatically handle invitations and replies
scheduling group events. If you travel with your computer, your 
appointments adjust to the local time zone when you switch to the
new local time in EarthTime. The Calendar helps you organize yo
daily tasks in a To Do list and keep track of calls. You can print yo
calendar in a variety of formats, including page sizes suited to the

Menu bar

Toolbar

Deskpad

Viewport

Deskpad 
icons

Status bar
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most popular day planners, such as At-A-Glance, DayRunner, Da
Timers, and Franklin Planner. See Chapter 3 for more information on 
the Calendar.

EarthTime  tells you the current time in eight locations around the 
globe and provides other information, such as time difference, sta
and end of daylight saving time, and other important facts for ove
540 cities. See Chapter 8 for all the details on EarthTime. 

The Cardfile lets you store names, addresses, e-mail addresses, p
numbers, and other information in your own personal address boo
Or you can keep records of any other type of information, such as
your music collection. The Cardfile works with the Internet group 
scheduling to address event invitations. You can use the Cardfile w
the Phone Dialer to dial your calls and look up information about 
incoming calls using Caller ID. See Chapter 5 for Cardfile 
information.

The Write view provides you with a place to create and format 
documents, organized in folders and binders. Write is a fast, effici
tool for creating most letters and documents. And, if you like, Writ
checks your spelling as you work. Write lets you change fonts and
format your documents, and you can create form documents for 
merging cards from the Cardfile. See Chapter 6 for the details.

The Expense view lets you enter information from receipts. Your 
expenses are printed in a finished expense report, which you can
create by date range, by week, or by folder. You can organize 
expenses in folders. For details, see Chapter 7.

The Activities view presents information about all your group 
scheduling events plus other Calendar activities: your calls, To Do
items, and individual appointments for the period you select. Use 
Activities view to reply to group event invitations and view replies 
group events you have originated.

The Phone Dialer lets you quickly dial a number stored in the 
Cardfile. Simply drag a card from the Cards list to the Call icon on 
Deskpad. Or you can just click the Call icon and type any number 
want to dial. If you travel with your computer, the Phone Dialer 
knows how to dial numbers at your destination as local calls, and h
to dial home as a long-distance call. For incoming calls, the Phon
Dialer can notify you of who is calling (this option requires certain
hardware and software). See Chapter 9 for more information.
18 Chapter 2
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The Delete icon lets you delete items from Internet Sidekick. To 
delete a card, document, or calendar activity, simply drag it to the
Delete icon on the Deskpad. 

The Toolbar Each view in Internet Sidekick has its own Toolbar, which makes 
quick and easy to perform standard actions in that view. 

Tools that are standard to all views appear to the left on the Toolb
Tools that are specific to the current view appear to the right. Poin
a button with the mouse and pause to see a ToolTip identifying th
button.

The Calendar Toolbar is shown here.

The Custom
Toolbar

In addition to the Toolbar, you can display a Custom Toolbar if you
find there are tools or functions you want to add. You can create a
different Custom Toolbar for each Internet Sidekick view except 
EarthTime and Activities.

You can display the Custom Toolbar from the View menu. The 
Custom Toolbar appears by default at the right side the screen. Y
can move it to another area, if you like. You can leave your Custo
Toolbar displayed, and turn off the standard Toolbar.

Special 
DayCut

Save 
AllNew 

CopyPrintOpen Find

Paste

Multi-day 
Event 

Calculator

Contact 
Manager

Add 
new event

Info
Quick 
Letter

Scheduling
Wizard

Send/
Receive
Now

Resource 
Wizard

Select 
Time Zone

True-
Sync

The 
Custom 
Toolbar
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To move the Custom Toolbar
Click in a blank part of the Custom Toolbar and drag it to any side
the screen. You also can make it a floating Toolbar that you can 
position wherever you want on the Deskpad. 

To change the buttons on the Custom Toolbar 
Choose Tools | Setup | Custom Toolbar. The following dialog box 
appears: 

The Viewport In the lower right corner of the Cardfile, Calendar, and Write view
you’ll find the Viewport pane. The Viewport lets you work with 
another view without having to leave the one you’re in. For examp
while working in the Cardfile, you can enter or edit your 
appointments, calls, or To Do items without switching back and fo
between the Cardfile and Calendar. 

The Viewport gives you powerful connections between different 
views. Here are some examples: 

◆ You can mail merge one or more cards with a document by jus
dragging the name from a cardfile in the Viewport to a docume
in Write. 

◆ You can create an appointment with someone in your cardfile b
dragging the cardfile entry in the Viewport to the corresponding
pane in the Calendar. 

◆ Like appointments, you can create a Calls list or To Do list entr
by dragging a cardfile name from the Viewport to the Calls or T
Do panes. If the Call entry contains a phone number, you can t
place a call by simply dragging the entry to the Call icon on the
Deskpad (assuming you have modem dialing enabled on your 
system). 

The following figure shows a Cardfile in the Viewport.

To add a button,
1 Click the button you want to add 

in the Available Buttons list.
2 In the Current Button list, click 

the button where you want to 
add the new button.

3 Click Add Before or Add After.

To remove a button,
1 Click the button you want to 

remove in the Current Buttons list.
2 Click the Remove button.

To add a separator,
1 In the Current list, click the button 

you want the separator before.
2 Click the Separator button.
20 Chapter 2
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The information you can display in the Viewport changes dependi
on which view of Internet Sidekick you’re working in. 

◆ From the Calendar, the Viewport displays cards, the Contact L
of the current card, or the Goals list. 

◆ From the Cardfile, the Viewport displays your appointments, ca
To Do items, the selected card’s Contact Log, or the Goals list.

◆ From the Write view, the Viewport displays appointments, calls
To Do items, cards, or the Goals list.

Internet Time
Synchronizer

The Internet Time Synchronizer lets you set your computer’s syst
time using an ultra-accurate Internet time server. 

To set up your system for time synchronization 
Choose Tools | Synchronize | Time Synchronizer Setup in the 
Calendar, Cardfile, EarthTime, or Activities view. 

The Time Synchronization dialog box appears. Use it to select a t
server and specify a schedule for synchronizing, if desired. (For m
information, click the Help button in the dialog box.)

Click to choose 
what to display 
in the Viewport.

Click to close
or open the

Viewport.

Click to 
select a 
cardfile.

Drag the 
edge up or 
down to 
resize the 
Viewport.

You can drag a card
from the Viewport to the

Events, Calls, or To Do
lists to create

a new entry.

The 
Viewport
Overview 21



 
. 
n in 

ed 
 to. 

 to 

le 

the 
To synchronize your system with an Internet time server
Choose Tools | Synchronize | Synchronize Now, or open the Time
Synchronization dialog box and click the Synchronize Now button
The dialog box shows the results of the latest time synchronizatio
the bottom panel. 

Conversions Internet Sidekick includes a convenient conversion utility that lets 
you instantly convert units of measure. You enter a number follow
by the original units, and then specify the units you want to convert
You can convert back and forth between the U.S. and metric (SI) 
systems, or between units within one system, such as U.S. acres
square feet. The available units include standard measure and 
numerous technical and scientific units.

To convert a value
Choose Tools | Conversions. The Conversions dialog box opens.

The Calculator Internet Sidekick comes with a tape calculator for performing simp
calculations. You can show or hide the calculator at any time by 
choosing Tools | Calculator or by clicking the Calculator button on 
Toolbar. 

1 Select the Category.
2 Enter the value 

you are converting.
3 Select the unit you 

are converting from.

4 Select the unit you 
are converting to. 

The result appears here.
You can specify the number 
of digits you want.
22 Chapter 2
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Shortcuts Internet Sidekick has other features, discussed in this section, tha
simplify the work you can do with your computer:

◆ Shortcut menus. Perform actions in Internet Sidekick quickly by
right-clicking.

◆ Drag and drop. Copy or move items using your mouse. 

Shortcut menus If you right-click certain Internet Sidekick objects, such as a card o
activity entry, a context-sensitive shortcut menu appears. These 
menus provide basic commands such as Cut, Copy, Paste, or oth
commands specific to that object or view. For example, if you righ
click on a word in a Write document, the Spelling Checker launch
and checks the word. If the word is not recognized, alternative wo
appear at the top of the shortcut menu. 

Drag and drop Drag and drop is one of the easiest ways to move and copy entrie
from one area of the program to another.

To save the result of a
calculation, select it and drag it

to any card, document, or
calendar item in

Internet Sidekick.

You can customize up to three function keys for 
special operations.
To set up an operation for the Calculator,
1 Click one of the function keys: F1, F2, or F3.
2 Type a value.
3 Click an operator (*, /, –, or +).
To use a function key, click its button or press Ctrl 
and the corresponding function key on your 
keyboard. 
To reset a function key, press Shift and click its 
button or press Shift and the corresponding 
function key at the same time.

To resize the Calculator,
drag any edge.

NOTE   When you are moving activities to a different type of list, only the 
text description, attached document, and completion status check mark are 
retained. For example, the time and duration of an event are lost if the event 
is moved to the To Do list; similarly, To Do attributes cannot be moved with 
an item to the Events pane. You can, however, move entries between the To 
Do and Goals lists and retain all the entry information.
Overview 23
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Several of the objects on the Deskpad are drag and drop “targets.
example, you can drag a card, call, event, or To Do item containin
telephone number to the Call icon to dial the number. You can drag
entry you want to delete to the Delete icon.

To drag and drop a card or document
Point to it, hold down the left mouse button, and drag the pointer t
the place you want to drop the object. Release the mouse button.
the Cardfile, point to the index line in the Card list; in Write, point 
the subject line in the Documents list; in the Calendar, point to an
activity’s icon. Many of these items can be selected as a group, a
described in later chapters.

In the Cardfile view
In the Cardfile view, you can use drag and drop to

◆ Drag a card to the Delete icon to delete it.

◆ Drag a card to the Call icon to quickly dial a phone number on 
card. 

◆ Drag a card to a Calendar list in the Viewport to insert informati
in the Calendar from that card’s index.

◆ Drag cards to Cardfile tabs to move them from one open cardfile
another. (After you start dragging the card, hold down the Ctrl key 
if you want to copy the card instead of moving it.)

In the Calendar view
In the Calendar view, you can use drag and drop to

◆ Drag an activity to the Delete icon to delete the item.

◆ Drag an activity to the Call icon to quickly dial a phone number
that appears in its description text.

◆ Drag an activity from one list to another in the Calendar.

◆ Drag a card from the Viewport to a Calendar list to insert 
information from that card’s index.

In the Write view
In the Write view, you can use drag and drop to

◆ Drag a document to the Delete icon to delete it.
24 Chapter 2
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◆ Drag a document to a folder tab to move the document to a 
different folder. (Hold down the Ctrl key as you drag to copy the 
document instead of moving it.)

◆ Drag a card from the Viewport to a blank document to insert the
data from the first 10 fields on the card.

◆ Drag a card from the Viewport to a merge template to create a m
merge or form letter. 

In the Expense view
In the Expense view, you can use drag and drop to 

◆ Drag a receipt to a folder tab to file it in that folder.

◆ Drag a receipt to the Delete icon to delete it.

In the Activities view
◆ Drag a Call to the Call icon, to quickly dial the number.

◆ Drag an item from the Internet Events list to the Delete icon to 
delete it. (Deleting an item from the list does not affect your 
Calendar; it simply deletes the item from the list.)

Setting
preferences

You can customize Internet Sidekick by setting its preferences. 
Choose Tools | Preferences | General for overall Internet Sidekick
preferences.  

The individual Internet Sidekick views have their own Preferences
menus, discussed in later chapters. 

Select which view you want to
be the default, or check the box

to return to the last view used
before exiting.

Change the display fonts for 
the Cardfile and Write views.

Set a password.

Check the options you want.

Choose where you want the
Deskpad icons.

Click to change Deskpad
colors.

Choose the key that moves to
the next field in the Cardfile.
Specify the default directory

for your files.
Overview 25
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Using password
protection

You can set a password so that no one but you can open Internet
Sidekick. Check Password at Startup in the General Preferences 
dialog box (described in the preceding section). The Password Se
dialog box appears.  

Don’t forget your password. Once you create a password, it is 
required to run Internet Sidekick.

NOTE   Passwords are case-sensitive. Be sure to enter your password 
using exactly the same capitalization each time. 

Type in your old password (not needed if 
this is the first time you are creating a 
password).
Type in your new password in these two 
boxes.
26 Chapter 2
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Chapter 3The Calendar view

The Internet Sidekick Calendar is a powerful tool for helping you 
organize your events and activities. You can use the Calendar to 
schedule events, set reminders, and maintain a list of To Do items
phone calls. You can schedule group events and resources using
Internet group scheduling (discussed in this chapter and in Chapte4). 
Your events automatically adjust if you take your computer to anot
time zone (and change the Local Clock setting), making it easy to
keep track of events where you travel and back home.

You can merge information from a Cardfile to insert a name and 
phone number in your Calendar item, and you can have Internet 
Sidekick automatically dial the number for you. 

To switch to the Calendar view, click the Calendar icon on the 
Deskpad, press F6, or choose View | Calendar. 

This chapter explains how to 

◆ Enter events, To Do items, and calls

◆ Schedule special days, recurring activities, and multi-day even

◆ Sort To Do items and goals

◆ Search for specific entries

◆ Use the Activities view for personal events

◆ Synchronize two Calendars

◆ Enter time zone information for events

◆ Set Calendar preferences and customize Calendar views 

TIP

Be sure that you have set the 
correct Local Clock in the 
EarthTime view, so the Calendar 
View displays your events based 
on the correct time zone.
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The following figure illustrates the Calendar view.  

Viewing your
calendar

You can view your personal calendar in several formats (including
Daily, Weekly, Monthly, and Yearly views, which are discussed he
and starting on page 48).

NOTE   to Sidekick 95 users: When you open a Sidekick 95 calendar file in 
Internet Sidekick, the event times are converted internally to GMT 
(Greenwich Mean Time), which is used to store all times. Your time zone 
setting (for your Local City) is used to determine how to convert the time. Be 
sure you have the correct time zone set in Windows 95. You can double-
click the time display in the system tray of the Windows 95 Task Bar. Or 
open the Date/Time Control Panel (click Start, Settings, Control Panel).

The To Do pane shows
the tasks you need to

accomplish today—
including any you didn’t

complete yesterday.

Click a tab to select
the view of the

Calendar you want.

The Calls pane
shows the calls you
need to make today.

The Events pane shows 
all the scheduled events 
for today.

The Viewport displays 
another Internet 
Sidekick view (see 
page 45).

Special days and Multi-
day events appear at 
the top.

Toolbar (shown below)

Special 
DayCut

Save 
AllNew 

CopyPrintOpen Find

Paste

Multi-day 
Event 

Calculator

Contact 
Manager

Add 
New Event

Info
Quick 
Letter

Scheduling
Wizard

Send/
Receive
Now

Resource 
Wizard

Select 
Time Zone

True-
Sync
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To jump directly to today’s calendar
Click the Calendar icon on the Deskpad. If you’ve changed to anot
day and switched to another view, clicking the Calendar icon once
returns you to the Daily view, and you can click it a second time to
to today.

Selecting dates
in Daily view

In the Daily view, the selected date is highlighted in the mini-
calendar. The following illustration shows how you can change the
date using the mini-calendar. 

List view and
Time view

You can switch between two views of your calendar’s events:

Time view shows the full view of your day, with booked and 
empty time slots displayed. 

List view shows booked time only.

To switch between Time view and List view
Click the icon for the view.

Scheduling
events

Enter your appointments and scheduled events on the Events list.
can have any number of events scheduled throughout the day (up
maximum of 288 per day—that’s three per 15-minute period for 2

TIP

You can quickly jump to today’s 
calendar from another date, or 
from weekly, monthly or yearly 
views, by pressing Ctrl+G.

Click a date in the mini-calendar 
to go directly to that day.

Change to the previous or next
month or year by clicking the

left and right arrows.
Click the mouse on the 
month or year to see a 
drop-down selection list.

Time view icon
Time view 

List view icon
List view
The Calendar view 29
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hours per day), and up to three overlapping events starting at the s
time. Like To Dos, events can be checked off when completed, by
right-clicking and choosing “Check as Complete” from the shortcu
menu. 

Creating an event
in the Events pane

You can quickly create an event, without opening any dialog box, 
typing in the time slot on the event day.

To create an event by typing in the time slot
Click in the Events pane on the time you want to start your event, 
type a description. You can adjust the event’s duration by dragging
lower edge of the event down or up to lengthen or shorten the tim
When you’re done typing, press Enter. 

To create an event using a Cardfile entry
Drag a card from the Viewport to the appropriate time slot in the 
Events pane (displayed in Time view, not List view). All the card 
fields shown in the Viewport appear in the event. You can then type
edit the information, or adjust the event time, just as you would wit
typed event. For more information, see “Using the Viewport” on 
page 45.

To create an event from a Call or To Do item
Drag a Call or To Do item (discussed later in this chapter) to the 
appropriate time slot in the Events pane. The Call or To Do item 
information is entered in the event information. 

Internet Sidekick automatically places an event icon to the left of t
event text, whether it’s a personal event or a group event.  

Icons indicate an alarm and 
unconfirmed activity.

Create an event by typing in an
empty time slot, or double-click the
starting time to open the Schedule

an Event dialog box.

Double-click the event icon,
or right-click the event and

choose Edit, to edit its details.

Overlapping events appear side-by-side.

To change an event’s starting time,
drag its clock icon up or down.

Click an event and drag its bottom
edge to change its ending time.
30 Chapter 3
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Revising in the
Events pane

To edit an existing event’s description or time
Click anywhere in the event text to revise the description. You can
change the starting time by dragging the event icon up or down in
Events pane. Change the ending time by dragging the bottom edg

To specify time more precisely, add a detailed note, or set an alar
use the Schedule an Event dialog box, described in the next secti

You can use drag and drop to move the event; simply drag the ico
the new time. 

To check off a completed event
Right-click the event’s icon and choose Check as Complete from 
Shortcut menu. Completed events are marked with strikethrough.

Using the Schedule
an Event dialog

box

There are numerous details of an event that you can set or modify
using the Schedule an Event dialog box. 

To create or revise an event using the Schedule an Event dialog 
box, do any of the following:

◆ Choose Calendar | Events | Daily.

◆ Double-click the Clock icon  for an existing personal event.

◆ Double-click the Internet Event icon  for an existing event.

◆ Double-click an unused event time slot. 

◆ Click the Add button and choose Appointment from the Schedu
New Activity dialog box.

The Schedule an Event dialog box contains five tabs (pages) that
provide all the details of your event. Fill in the information you nee
as shown in the following illustrations, and click OK when you are
done.

NOTE   There is a difference between a personal event, for your calendar 
only, and a group event. Internet Sidekick creates an individual event, 
entered in your calendar only, unless you add participants in the 
Participants page. By adding one or more names in the Participants page, 
you tell Internet Sidekick to send invitations to your list. For more 
information about group scheduling, see Chapter 4.
The Calendar view 31



The Date and Time page

When you finish with
each panel, click the

next tab you need
for your event.

1 Type the subject.
2 Select the date by typing or 

using the arrows. The large 
arrow opens a calendar.

3 Type or use the arrows to 
select the start and end 
times.

4 Select the city, and the time 
zone fills in automatically, or 
you can specify time zone. 
See “Help for travelers: 
changing time zones” on 
page 34.

Select participants if you want to 
use group scheduling. 
1 Choose the address book or 

mailing list (see “Using 
mailing lists” on page 75). 
Click the More button to 
open another cardfile.

2 Click the notification 
method for each participant. 

3 Click > to add selections to 
the Participants or CC lists.

The Participants page

Notification methods

Type a message or agenda for 
the meeting.
You can click Message to import 
a text file into the message. Or 
click Browse and specify a text 
file to attach to the message 
(this can be a small text file of 
up to about 2000 characters).
Click Attach URL to enter a Web 
address.

The Message page
32 Chapter 3
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Reminders
The Reminders in the Options page include the following:

◆ Remind Participants—Sends reminder messages to all group 
event participants in advance of the meeting. 

◆ Page me at—Sends an e-mail to your pager to remind you in 
advance of the meeting. (You must have an alphanumeric page
with an electronic mail account from your pager provider.)

◆ Alert me—Sounds an alarm at your computer in advance of the
meeting. Choose the sound you want from the Tone list.

Event Options
The Event Options include the following:

◆ RSVP/FYI—For a group scheduling event, clicking RSVP (whic
means “please respond” in French) indicates you want recipient
reply to your invitation, and Internet Sidekick to keep track of 

1 Select a resource from the 
Available Resources list.

2 Click > to add it to the Event 
Resources list.

The Resources page

1 Specify reminders you 
want: by e-mail message to 
participants, or to yourself 
by pager or computer alarm.

2 Click the RSVP button to 
request a reply, or the FYI 
button to send an 
announcement only.

3 Check other options you 
want (see text).

The Options page

A sound card is required for Tone.
Sound (.WAV) files are stored in the

Windows\Media folder.

When you are done
entering event

details, click OK.
The Calendar view 33
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reply information. If you click FYI (For Your Information), you 
send an announcement of the event, without requesting replies
Use this option for events such as a company meeting that will
occur regardless of individual schedules. 

◆ Tentative—Check for an event that is not confirmed. An icon 
appears next to the event in the Events list. You can later select
event and click the Confirm button to send messages confirmin
the event and removing the tentative icon.

◆ Completed—Check for a completed item. The completed event
will appear grayed in the Event list. 

◆ Type—Specify an event type for your event: Public, Personal, o
Confidential. 

Help for
travelers:

changing time
zones

Internet Sidekick understands that the world isn’t flat. Each schedu
event on your calendar is entered with time zone information, whi
you specify in the Date and Time panel (see page 31). Most of the 
time, this will probably be your Local Clock time. But if you are 
planning a long-distance trip and will be taking your computer, yo
can enter events with the time zone of your destination. Internet 
Sidekick can then adjust your events when you change time zone
Thus, as you travel, you can always check with Internet Sidekick t
find out what’s happening back home, or elsewhere, in terms of th
current time. 

You also can temporarily change the displayed time zone so you 
view events in non-local time. See the next section for details.

Changing the time
zone temporarily

You can temporarily change the displayed time zone, so you can v
events you have made in another time zone. For example, if you a
trying to schedule a meeting for your trip to New York next week, y
can temporarily switch to New York time to see what your schedu
will look like when you get there. 

To change the displayed time zone
1 Choose Tools | Select Different Time Zone or click the Select 

Different Time Zone icon in the Toolbar. 

NOTE   When you create a group event or accept an invitation to a group 
event, Internet Sidekick automatically makes an entry in the currently open 
Calendar. If you use more than one calendar, be sure you have the right 
calendar file open when you create or respond to group scheduling events.
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2 In the Select Different Time Zone dialog box, choose the time zo
you want, or choose the city and the time zone is automatically
selected. 

The time zone you select remains in effect for your current Interne
Sidekick session or until you reset it. It affects your calendar displ
and all time-related activities in Internet Sidekick, except that the 
EarthTime Local Clock is not changed.

To restore your original (Local Clock) time zone
1 Choose Tools | Select Different Time Zone or click the Select 

Different Time Zone button.

2 In the Select Different Time Zone dialog box, click the Find the 
Local Time Zone button. Your Local Clock time zone will be 
selected. Click OK to use that time zone.

When you travel When you travel, be sure you switch to EarthTime and change the
Local Clock time to your destination. Then all events you have 
scheduled there will appear in the correct local time. In addition, y
will be able to see any activities back home in “real time,” adjuste
for your current location.

For example, when you enter the appointments for your trip to Ne
York, you include the city (or time zone) for each one. Then, when
you are in New York, change the Local Clock in EarthTime to New
York time. Your events adjust to display correctly in New York time
whether those events are in New York or back home in San Franc
(or elsewhere). So an event you need to attend in New York at 10 
will appear at 10 a.m. on your calendar. If you need to phone in 
during a meeting in San Francisco that occurs at 2 p.m. (San 
Francisco time), it will appear on your calendar at 5 p.m. (New Yo
time), so you know when to make the call. 

Internet Sidekick makes sure that you always see scheduled even
the current Local Clock time, making it easy for you to keep on 
schedule. 

Entering
To Do items

You can enter tasks into your To Do list, and check them off when
completed. Internet Sidekick forwards any uncompleted tasks to t
next day. You can also give a To Do item attributes like a priority, 
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category, due date, and person assigned to handle it. See the nex
section for details.

To create a new To Do item, do any of the following:

◆ You can click any blank line in the To Do pane and begin typin
When you begin typing, Internet Sidekick places a To Do icon i
front of the text.

◆ Drag a card from the Viewport to the To Do pane. The three ca
fields shown in the Viewport appear in the event. If the card 
includes a telephone number, you can drag the To Do item to t
Call icon to dial the number (assuming you are using modem 
dialing). 

◆ Choose Calendar | To Do Items | Daily, which opens the To Do
dialog box. 

Revising
To Do items

To edit the text of an existing To Do item
Click in the item and edit as needed. Or right-click the item and 
choose Edit from the shortcut menu.

To move a To Do item
Grab its icon and drag it to the new location.

For information on sorting To Do items, see “Sorting To Do and 
Goals lists” on page 46.

Setting To Do
attributes

You can set the attributes (for example, priority, category, due dat
and person assigned to handle the item) for a new or existing To 
item. 

To set attributes for a To Do item
Double-click a blank or existing To Do item’s right column. The To
Do dialog box appears. 

Double-click the right column to add or 
change the details for a To Do item.

Click here to check off To Do
items when completed.

Click any blank line and begin
typing to create a new To Do.

Drag the icon to move the To Do
up or down in the list.

Click to specify what’s displayed in the right 
column.
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The attributes for To Do items are as follows:

◆ Priority. Priorities are set by choosing Low, Medium, or High. 
Click the Advanced button if you would like to set priority using
two levels: A, B, and C, and 1 through 6 (for example, A1, A2, B
and so on). 

◆ Category. Choose one of three predefined categories: Business
Personal, and Other. You can edit or create your own categorie
described in “Creating Personal Lists” on page 47.

◆ Assign. You can assign a task to someone else, and you can 
customize the list of assignable people (see “Creating Personal 
Lists” on page 47).

◆ Entry date. If you use the To Do dialog box, Internet Sidekick 
automatically remembers the date you enter a task. You can ch
to display this date in the To Do list. 

◆ Due date. If you assign a due date to a task, the To Do item turn
red if not completed by that date.

◆ Timer . You can start a timer for a task any time after it has bee
entered. The timer stops when the To Do item is checked as 
completed. The total elapsed time is recorded and saved with t
task.

◆ Regarding. You can save detailed information about a task, up 
640 characters. If a To Do item has Regarding notes, a paper c
icon appears in its right column. 

◆ Recurring. You can make any To Do item recurring, so it 
automatically appears on your To Do list at specified intervals. S
“Recurring activities” on page 40.  

Type additional notes here.

Click to start or stop the timer.

Click to save the current settings 
as default.

Click to set up personal lists (see 
page 47).

Click to create a recurring To Do item.

Click to mark the To Do completed.

Choose priority. To see more 
choices, choose Advanced and click 
the Advanced button.

Choose a Predefined Activity or
type in the text box. See page 47.

TIP

You can use predefined activities 
to create a To Do item using 
information from a cardfile. For 
example, you can create a To Do 
item that automatically includes 
name and phone number of the 
current card. Then it’s an easy 
matter to drag the To Do item to 
the Call icon when you want to 
dial the number. Personal lists 
are also used to define the items 
in the category and assign lists. 
For details on personal lists, see 
“Creating Personal Lists” on 
page 47.
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The Calls list If you prefer to keep your scheduled phone calls separate from yo
To Do list, you can enter them in the Calls list. Like To Do items a
events, calls can have additional attributes—in this case, status a
level of urgency. 

To enter a call item, do any of the following 

◆ Click any blank line in the Calls pane and begin typing. When y
begin to type, Internet Sidekick places a call icon in front of the
text.

◆ Drag a card from the Viewport to the Calls pane. The three car
fields shown in the Viewport appear in the call item. If the card 
includes a telephone number, you can drag the call entry to the 
icon to dial the number (assuming you are using modem dialing

◆ Choose Calendar | Calls | Daily, which opens the Call dialog bo
described in the next section. 

You can edit the text of existing entries in the Calls list by just 
clicking on the text and typing. Or right-click the item and choose 
Edit from the shortcut menu.

Setting call
attributes

To set call attributes 
Double-click in a blank or existing call’s right column to enter or 
change details. The Call dialog box appears.

NOTE   The dates of To Do items are always based on Local Cloc
time, and are not related to a specific time zone the way events a

Check off calls when completed.

Double-click the right column to add or 
change the call attributes.

Click any blank line and begin
typing to create a new Call entry.

Or drag a card with phone number
from the Viewport to Calls list. If you assigned a status to a call, it 

appears in the right column.
The exclamation point indicates that a 
call is urgent.

Drag to enlarge or reduce the Call pane, 
or to open and close it.
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You can set the following attributes for each call:

◆ Call status. If you assign a call status, it appears in abbreviated
form in the right column of the Calls list. The default choices for
call status and their abbreviations are

Busy
Call
Call Back (CB)
Returned Your Call (RYC)
Voice Mail Message (VMM)
Will Call Back (WCB)

You can create your own status choices by clicking the Setup 
button (see “Creating Personal Lists” on page 47).

◆ Urgent. If you label a call as Urgent, an exclamation point appe
in the right column of that call in the Calls list. 

◆ Regarding. You can save additional information about a call, up 
640 characters in length. If a call has Regarding notes, a paper
icon appears in its right column.

◆ Recurring. You can make any call recurring, so it automatically
appears on your Calls list at specified intervals.

Modifying
and deleting

activities

You can modify or delete an Event, Call, or To Do item using the 
shortcut menu. 

To modify or delete an activity using the shortcut menu
Right-click the item, and choose a command from the shortcut me

Click to check as completed.
Click to display the Urgent icon.

Select a status.

Type notes about the call.
Click to define status choices and 
predefined activities.

Choose a Predefined Activity
or type in the text box.

See page 47.

NOTE   Calls are always based on Local Clock time, and are not 
related to a specific time zone the way events are.
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Choose Edit to revise or reschedule the activity, or Delete to remo
it. The Recurring option opens the Recurring dialog box. (Note tha
you can’t have a recurring group event.) Check as Complete plac
checkmark next to the activity to indicate that you have completed

Recurring
activities

You don’t have to type regularly repeated To Dos, events, and cal
one-by-one. You can specify the intervals in the Recurring 
Appointment dialog box, and let Internet Sidekick add these activit
automatically. 

To add recurring activities to the Calendar

1 Choose the type of activity (Events, Calls, or To Do items) you w
from the Calendar menu in the Daily view, and then choose 
Recurring (for example, Calendar | Events | Recurring).

2 Enter the description text, Regarding notes, and other options. 

3 Set the range of days, weeks, or months that the activity will re
on using the From and To dates.

4 Choose the interval you want (see the following section). When
you’re done, choose Add.

If you are modifying an existing
recurring event, select it from this

list before making changes.
Enter the text for your recurring

event.
Types notes or comments.
Enter start and end times.

Check if you want an alarm to
remind you about the event, and

enter information.

Click your choice here...
...and then choose the 
interval in this panel (see 
“Picking the interval for 
recurring activities” on 
page 41).

Specify how long you want 
the event to recur. The 
default is one year.

TIP

Another way to create a 
recurring event is to right-click 
an existing event—not a group 
event—or a blank event time, and 
choose Recurring from the 
shortcut menu.
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Picking the
interval for

recurring activities

You can pick one of four types of intervals for a recurring activity, 
weeks of the month, weekly, days of the month, and daily, as 
described in the following sections. 

Weeks of the month
This option lets you set an activity to repeat on the same day of th
week every month or every number of months (for example, the fi
Tuesday of every month or the third Friday of every other month).

Weekly
This option lets you set an activity to repeat on the same day eve
week, every other week, or any other weekly interval (for example
every Tuesday or every third Friday).

Days of the month
This option lets you set an activity to repeat on the same date eve
month or every number of months (for example, the 1st and 15th 
every month, or the 25th of every other month.)

Click your choice in this panel... 

...and then choose the interval in this panel.

Set the number of months between occurrences. The default is 
1 (every month); the limit is 12.

Choose the week of the month for the activity. You can choose 
more than one week. 1st inserts the activity on the first 
occurrence of the day, whether it's in the first full week or first 
partial week. Last inserts the activity on the last occurrence of 
the selected day, whether it’s in a full or partial week.
Choose the day of the week for the activity. You can choose 
more than one day of the week, but at least one day must be 
selected.

Choose the day or days of the week for the activity. At least 
one day must be selected.

Set the number of weeks between occurrences. The default 
is 1; the limit is 52.
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Daily
This option lets you set an activity to repeat after a day or a numbe
days (for example, every day or every 10 days). 

Modifying and
deleting recurring

activities

Modifying or deleting one instance of a recurring event does not 
affect others. You can, however, modify or delete all instances of t
recurring event. 

To modify or delete an existing recurring activity

1 Choose the type of activity (Events, Calls, or To Do items) you w
from the Calendar menu in the Daily view, and then choose 
Recurring. 

Or right-click a recurring event and choose Recurring from the 
shortcut menu.

2 In the Recurring list, click the arrow and choose the item you wa
to change.

Set the number of months between occurrences. The 
default is 1 (every month); the limit is 12.
Select the dates for the activity from the generic month grid. 
At least one date must be chosen.

Click if the activity recurs on the last day of the month.

NOTE   You can change or delete recurring activities at any time, either 
individually from the Daily view or globally through the appropriate recurring 
activities dialog box.

Set the number of days between occurrences. The 
default is 1 (daily); the limit is 366.
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3 Make changes in the schedule or text information, if you are 
modifying it. 

4 Click Change to modify the recurring activity. Or click Delete to
delete it; you will see a dialog box asking you if you want to dele
all occurrences, future occurrences, or past occurrences.

Using the
Almanac

Internet Sidekick gives you solar and celestial information about t
current day in its Almanac. The information applies specifically to t
Local City set in EarthTime (see Chapter 8). 

To see the Almanac for the current day in the Local City
Click the Almanac Information button in the Toolbar or choose 
Calendar | Almanac.  

You can also see facts about the current Local City by clicking the
Facts tab in the dialog box. See the EarthTime chapter for more 
information.

Select the recurring activity
you want to modify from

the drop-down list.
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Customizing the
Calendar

You can change in your Calendar configuration to suit you person
working methods. 

Setting Calendar
Preferences

To enter or modify the Calendar preferences, choose Tools | 
Preferences | Calendar while in the Calendar view. The Calendar
Preferences dialog box appears.

The Forward Incomplete Items setting determines how far back 
Internet Sidekick looks to find To Do items you have not checked 
as completed. For best results, leave this value set to its maximum
30. If you set a shorter value, for example 2, and then leave your 
computer turned off for 3 days, uncompleted items will not be 
forwarded when you next start Internet Sidekick.

Customizing the
Daily view

You can customize your Calendar’s Daily view in many ways. You
can resize the Events, Calls, and To Do lists by dragging their edg
You can make the Calls list disappear by dragging down its edge 
the bottom of the To Do pane. You can open or close the Viewpor
The size and position of each pane is retained the next time you s
Internet Sidekick.

Set the beginning and ending
times, and the time increment to
display. The range is 12 a.m. to

11:45 p.m.

Set the number of days Internet
Sidekick looks back to check for

incomplete To Do items.

Set the time Internet Sidekick waits
before repeating an alarm.

Check if you want Start and End
time displayed in the event slots.

Set up the arrangement you 
want for your work space.

Click tabs to set preferences 
for other views (they are 
discussed later in this chapter). 
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Using the
Viewport

The Viewport is a powerful feature that provides a window from on
view into another, so you can use the two views together.

In the Calendar, the Viewport can display the Card list, the Goals 
or the Contact Log of a specific card. Select what you want to app
in the Viewport from the list in the lower left corner.  

If you choose the Cards list, you’ll see the index of the active 
Cardfile. And just like in the Cardfile view, you can drag and drop 
cards to the Delete or Call icons. You can also drag a card onto th
Do pane, Events pane, or Calls pane to create a new To Do item,
event, or call containing the text from the card’s index line. If the 
index line includes a telephone number, you can then drag the en
from the To Do pane, for example, to the Call icon to dial the numb
You can also use the Edit | Add Card command to add new cards
the cardfile shown in the Viewport.

If you display a Contact Log, you see the log for the currently 
selected card in the Cardfile. You can edit the log. (See “Using the 
Contact Manager” on page 101.) 

Using the
Goals list

You can set up the Viewport to display the Goals list. The Goals lis
like the To Do list, but for goals or tasks that don’t have specific du
dates, are perpetually on the To Do list, or have due dates in the 

The Calls pane has been
closed (some people prefer

to enter calls in the same
list as To Dos). Drag

upward here to reopen it.
Click to open and 
close the Viewport.

Drag the border to 
change the width of 
the panes.

Click here and choose what
to display in the Viewport.

Click to open or close
the Viewport.

If you display Cards, 
click here to select 
a cardfile.

TIP

Select a card in the Viewport, 
and then create a calendar event. 
Select a predefined activity in the 
event, To Do, or call dialog box to 
merge information automatically 
from the card. See “Creating 
Personal Lists” on page 47 .
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distant future. These tasks might not need your immediate attenti
but you don’t want to forget them. 

Enter and edit goals the same way as To Do items: type directly o
the list to create or edit them, and double-click the right column to
attributes. You can also choose Calendar | Goals to create a new 

Goals have all the same attributes as To Do items, except Recurr
For detailed information on entering To Do items and setting their
attributes, see “Entering To Do items” on page 35.

If an item in the Goals list has a due date, Internet Sidekick 
automatically moves it to the To Do list when that day is reached.
addition, you can move goals to the To Do list manually when the
need attention, by dragging and dropping them.

Sorting To Do
and Goals lists

You can sort the To Do list and Goals list by any two attributes, in
ascending or descending order. You can also place completed item
the bottom of the list. 

To sort To Do items or goals
Choose Calendar | Sort, then either To Do Items or Goals.

Check off goals as completed.

To edit a goal’s attributes, double-
click the right column.

Click to choose which attribute to 
display in the right column: Assign, 
Category, Enter Date, Due Date, 
Priority, or Timer.

NOTE   Completed To Do items are automatically moved to the bottom of 
the list when you click in another part of the Calendar view. Similarly, 
completed Goals are sorted to the end of the list. If you do not want this 
automatic sorting to occur, uncheck the box at the bottom of the Sort dialog. 
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Choose from the following options:

◆ Ascending arranges the list from lowest to highest value (A to Z,
to 6).

◆ Descending arranges the list from highest to lowest value (Z to A
6 to 1).

◆ Blank Indexes First/Last sorts cards whose Primary index field i
blank to the top or bottom of the list.

◆ Sort Completed Items To Bottom moves all completed tasks to 
the end of the list automatically as you work.

Creating
Personal Lists

Personal Lists can be a great time saver when you’re creating eve
calls or tasks. There are several kinds of Personal List items: 

◆ Predefined activities can save you steps when creating an even
call, or To Do item. For example, you might create a predefined
activity that says “Call {Firstname} {Lastname}, {Phone}.” Then
to create a Call entry to phone someone, you select that person
card in the Viewport. Choose Calendar | Calls | Daily, and choo
the item you created from the list of Predefined Activities. When
you click OK, the new Call entry appears with the information 
from the selected card. 

◆ Call status codes are selected in the Call dialog box (see “Setting 
call attributes” on page 38). They appear in the right column of the
Calls pane, abbreviated by using only the first letter of each 
word—such as RYC for Returned Your Call. You can create or
modify the status codes by checking Call Status in the Persona
List Setup dialog box. 

Select the primary and
secondary indexes, meaning the

attributes you want to sort on.

Set options you want (see text).

Moves completed items to the
end of the list.

 TIP

If the predefined activity includes 
a phone field, you can place the 
call by simply dragging the To Do 
or Call item to the Call icon.
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◆ Category and Assign lists are available in the To Do dialog box
You can create or modify the Category and Assign lists by 
checking Category or Assign in the Personal List Setup dialog b

To set up Personal Lists
Choose Calendar | Personal List Setup, or click the Setup button f
an activity’s dialog box. 

The Weekly and
Monthly views

The Weekly and Monthly views display events, calls, To Do items
special days, and multi-day events in standard calendar formats. 
Goals list items don’t appear in these views. 

Switch to the Weekly or Monthly view in the Calendar by clicking 
their view tabs. 

Select the list to set up in the Setup 
Options group.

For call status codes, categories, or 
assign names, type a description (up 
to 48 characters) in the Edit box, and 
choose Add to place it on the list. 

For predefined activities, type text 
(including spaces) and double-click the 
field names you want from the list of 
fields. Choose Add to place the activity 
on the predefined list. 

Up to 127 entries can be added to 
each list.
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Setting PreferencesTo customize the information displayed and printed in the 
Weekly and Monthly views
Choose Tools | Preferences | Calendar. In the dialog box, click the
Weekly or Monthly tabs. 

The display options for the Weekly or Monthly views are as follow

Change to the previous or next week or 
month using the left and right arrows.

Double-click a day in the 
Weekly or Monthly 
views to quickly jump to 
that day.

Weekly view

Monthly view

Click the tab to change 
to another view.

Check all events you want to
see in the view.

Check Summary for number 
of events only, or Detail for 
event specifics.
Check options you want.

This option appears only for 
Monthly preferences.
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◆ View offers a list of what you can choose to display: multi-da
events, special days, events, calls, and To Do items.

◆ Summary displays the daily totals for each type of activity, 
such as the number of calls and To Dos.

◆ Detail displays all checked details for activities.

◆ Completed Items displays activities checked-off as completed
(incomplete activities always appear).

◆ Regarding displays any comments attached to an activity.

◆ Leading Icon displays the To Do, Event, or Call icon in front o
the description text for each activity.

◆ Wrap Text wraps the full description text for an activity onto 
multiple lines, if needed. Otherwise, only as much text as fits
one line appears.

◆ Events With Duration shows the ending time for an event. 
(Events always show their starting times.)

◆ Week Of Year/Day Of Year shows the week of the year in the
Weekly view, and the day of the year in the Monthly view.

◆ First Day Of Week lets you select the first day of the week 
(Monthly view only).

The Yearly view The Yearly view displays the months in either a vertical or horizon
format, or as a yearly planner. Only multi-day events, such as 
vacations and conferences, appear in this view. Switch to Yearly v
by clicking its view tab.
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Setting PreferencesTo set Preferences for Yearly view, 
Choose Tools | Preferences | Calendar, and click the Yearly tab. Y
can choose from a vertical, horizontal, or planner format display.

Entering
activities from

glance views

The Weekly, Monthly, and Yearly views are referred to as glance 
views. 

To schedule daily activities from the glance views
1 Choose Calendar | Daily Activity. The Schedule New Activity 

dialog box appears. 

2 Choose the type of activity to add: Event, To Do, or Call. When
you click OK, the corresponding dialog box appears. 

Using the
Activities view

for Calendar
items

The Activities view brings together your group scheduling events 
with personal events and other entries in your Calendar, all in one
convenient location. This section discusses using the Activities vie
for personal appointments, calls and To Do items; using the Activit
view for group scheduling is discussed in Chapter 4.

To open the Activities view, click the Activities icon on the Deskpa
or choose View | Activities from the menu.

Double-click a day to quickly jump
to that day in the Daily view.

Change to the previous or next
year using the left and right arrows.

Drag the mouse over a range of
dates to schedule multi-day events.

When you point to a multi-day
event, its description appears on

the status line.
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The tabs at the top determine which activities are displayed. The 
tab includes all Calendar items, but not all items that appear in 
Internet Events—only those that have been added to your Calend
The other Calendar tabs are labeled Appointments, To Do, and C

The Activities view helps you manage your appointments, To Do 
items and calls by displaying them for a time period you specify: 
today, tomorrow, this week, next week, this month, next month. Se
the time period in the Show drop-down list.

When you view events for tomorrow, Internet Sidekick lets you 
specify whether you want today’s uncompleted To Do items to app
in the list. This provides a convenient way for you to see everythin
on your schedule for the day ahead, including today’s unfinished 
items.

Adding special
days

Special occasions, like birthdays, anniversaries, or other events th
you want to be reminded of, can be added to the Calendar as special 
days. Special days appear on top of the Events pane in the Daily v
You can add special days to each day of the calendar year and se
alarms to remind you several days in advance. 

To add a special day
1 Click the Special Day icon in the Toolbar, or choose Calendar |

Special Day. The Special Day dialog box appears.

Click a tab to select
activites to view.

Click a column name to sort
on that column.

Double-click a Calendar entry to go
directly to it in the Calendar view.

Select the 
time period 
from the drop-
down list.
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2 Enter a name of the special day into the Description text box, o
choose a predefined special day from the Special Days list.

3 Select the type of special day.

Day of Month is the month and day on which the special day
occurs, such as February 20.

Day of Week is the week of the month and the day of the wee
that the special day occurs. 

4 To add an alarm to the special day, check the Alarm box. You 
set a lead-time for the alarm of up to 31 days. Choose a tone fo
alarm. The alarm sounds the designated number of days ahea
when Internet Sidekick is first opened that day. 

5 Click Add to place the activity in the Special Days list. 

Continue to add other special days following the same steps. All t
special days are listed in the Special Days list. 

To change the settings for a special day 
Select the day in the Special Day list, make the changes, then clic
Change to save the changes. 

To delete a special day
Select it from the Special Day list and click Delete.

Scheduling
multi-day events

You can schedule multi-day events such as conferences, all-day 
meetings, or vacations. Multi-day events can be of any duration (e
one day). 

Choose a day from this list
or enter a new special day here.

Check if this day occurs annually.

Set an alarm if you want to be
reminded several days in advance.

If the special day falls on the 
same date every year, click 
Day of Month and choose the 
exact date.

If the special day is on a 
different date every year, click 
Day of Week and specify 
when the day occurs. (This 
example selects the first 
Tuesday in April.)

NOTE   Alarms use .WAV files, and require that your system have a sound 
card. The .WAV files are stored in the Windows\Media folder.
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A multi-day event appears in the title bar of the daily Events pane
the Weekly and Monthly views, the multi-day event appears as a b
extending from the starting date to the ending date with the 
description centered on the bar. In Yearly view, it also appears as
bar, but its description appears on the status bar in the lower right
the screen as you move the pointer over the event. 

Up to three overlapping multi-day events can be displayed at one
time.

To create a multi-day event
1 Choose Calendar | Events | Multi-Day Event. The Multi-Day Eve

dialog box appears.

2 Type the name of the multi-day event in the Description text bo

3 Select the month, day, and year for the starting and ending date
the event. 

4 Select Full Day, AM or PM (visible in Yearly Planner), and a colo
for the event’s bar.

5 Click Add to place the event in the Multi-day Events list.

To reschedule a multi-day event 
Select the event from the Multi-day Events list and change the sett
for the starting and ending dates. Click Change to save the chang

To delete a multi-day event
Select it from the list and click Delete.

To quickly schedule multi-day events from the Yearly view
1 Place the pointer on the date your event begins. Hold down the

mouse button and drag to the ending date. 

Choose a multi-day event
from this list.

Create a new one
by typing it here.

If you’ve created a new multi-day event, 
add it to your list by clicking here.

Specify the starting and ending
dates of the multi-day event.

Choose the color of the event’s bar 
in the glance views.
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2 Release the mouse button. The Multi-Day Event dialog box 
appears.

3 Enter a description, choose a bar color for the multi-day event, 
click Add.

Publishing
HTML data

The Internet menu includes an option to publish data to the World
Wide Web. This option requires the addition of the Internet Sideki
Web Publisher add-on pack. 

Visit the Starfish Software Web site for more information: 
http://www.starfishsoftware.com/products/sis/publisher/
pub_to_web.html.

Using
Eudora Pro
or Netscape

E-mail

The Eudora Pro Mail and Netscape Mail options in the Internet me
let you send e-mail from Internet Sidekick (you must have Netscap
Mail or Eudora™ Pro Mail installed and configured). 

The Eudora Pro Mail command opens your Eudora Pro (32-bit) e
mail software so you can compose and send e-mail messages. 

The Netscape Mail command launches your Netscape Navigator™
browser, opens the Netscape Mail window, and opens the Messa
Composition dialog. (If you have not configured Navigator for e-ma
this option just opens the Navigator browser.)

Searching the
Calendar

It’s easy to find specific entries in your Calendar by searching for t
in the descriptions or Regarding notes. 

To search for calendar items
Choose Edit | Find from the Daily view, or type Ctrl+F. The Find 
dialog box appears.
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When ready, click Find to search the Calendar. All activities that 
match the search criteria are listed in the Activities Found box. 
Double-click an activity in the list, or select the item and choose G
To to switch to it in the Daily view.

Working with
Calendar files

A single Internet Sidekick Calendar is composed of as many as e
separate files. Internet Sidekick uses part of the filename to 
differentiate the different files. When working with Internet Sidekic
calendar files, it is best to do it using menu commands, including 
Back Up and Restore to copy calendars. See Chapter 12 for 
information about Calendar file names and Back Up and Restore.

Using multiple
calendars

You can create multiple calendars to keep different kinds of calen
information, although only one calendar at a time can be open. Yo
might keep one calendar for yourself and one for your manager, f
example, or you might want separate calendars for your business
personal use.

If you need multiple calendars, you can open and save them just 
any other files. 

Use the commands listed in the following table to work with multip
calendars. 

Select the range of dates to
search in the Calendar. The

minimum time period is one day.

Enter the text for the description or 
Regarding note to find. If you enter 
text in both fields, only those 
entries that meet both criteria are 
found. (See the note on search text 
on page 102.)Select the activity lists to include

in the search.
Select one of the found activities
and click Go To to jump directly

to that event. Choose Find, or
click the Find button, to return

to this list.

CAUTION   Internet Sidekick calendar files are not “sharable” in a network 
environment. Attempting to share them by storing them on a network drive 
and letting more than one user access them could result in data loss. 

Task Command

Opening a Calendar Choose File | Open Calendar and select the appropriate user 
name. 

Creating a new Calendar Choose File | New Calendar. Begin entering data.
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Deleting activities You can free up space in your Calendar files for new entries or de
information that is no longer needed. The activities that fall within 
range of dates you set are deleted.

To delete activities
1 From the Daily view, choose Calendar | Delete. The Delete 

Activities dialog box appears.

2 Select the types of activities you want to delete. You can delete
events, calls, To Dos, or Goals. 

3 Select the range of dates in the calendar from which you want 
delete all activities from the lists selected. One day is the minim
time period allowed. You cannot delete the current year’s Goal
list.

4 Click OK to delete the activities you specified in the date range
you indicated. 

Synchronizing
events

You can combine the events of two Calendar files, reconciling the 
calendars so they agree. Note that this is different from the Backu
and Restore feature, which overwrites one file with another. 
Synchronizing sends data from each system to the other, so that 
end up with matching calendars.

To synchronize events between two Internet Sidekick Calendar 
files, or between a Internet Sidekick Calendar and a calendar of a 
different type 

1 Choose Tools | Synchronize | Appointments. The Synchronize 
Events dialog box appears. 

2 Choose the Calendar file whose events you want to bring into t
open Calendar file. Or choose a different file type in the Files O

Saving a Calendar Choose File | Save Calendar. Or, save changes to a new 
Calendar file by choosing File | Save As, and entering a new 
user name of up to four characters.

Importing a calendar Choose File | Open. Select the format you want from the Files 
of Type list.

Task Command

CAUTION   Before you proceed, check your selections carefully. There is no 
undo option.
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Type list to synchronize an Internet Sidekick calendar with one
from a different product.

Internet Sidekick synchronizes the events between the two files. 

If one file has any events that are identical (same start and end tim
description text, and exact attribute settings) to events in the other
the identical events are not added. However, if they are at all differ
they are added as separate events. 

Importing
Calendar data

You can import calendar data from other products, including previo
versions of Sidekick.

To import data from another product
Use the File | Open command. Specify the file format you want to
import in the List Files of Type drop-down list. The list shows all fil
types you can import. 

Starfish
TrueSync™

The Starfish TrueSync button allows you to add the capability of 
synchronizing Internet Sidekick with portable electronic organizer
and other devices. Visit the Starfish Software Web site for more 
details: http://www.starfishsoftware.com/products/truesync/
truesync.html.

NOTE   Calendars can have up to three overlapping events that start at the 
same time. Internet Sidekick will add events for any block of time until this 
limit is reached. 
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Chapter 4The Activities view:

Scheduling Group Event
Internet Sidekick’s powerful Internet scheduling lets you schedule
events with people within your company or anywhere in the world
Internet Sidekick automatically invites your participants to an even
you schedule, and collects their replies. The event is automaticall
placed in your Internet Sidekick calendar, as well as your recipien
calendars if they accept. You can also reserve resources for your 
event, such as conference facilities, projectors, and other items.

Most of your group event scheduling occurs in the Activities view,
where you can see all group events in list form. Events you sched
or that you accept an invitation to, are also posted automatically in
your Calendar.

This chapter discusses

◆ Using the Activities view for viewing group events

◆ Scheduling a group event

◆ Receiving, reading, and replying to invitations

◆ Creating mailing lists

◆ Verifying the status of a meeting

◆ Scheduling resources

About Internet
Scheduling

Internet Sidekick’s scheduling uses electronic messaging to 
communicate with others to schedule events and book resources
Because it communicates via the Internet or your company’s intra
Internet Sidekick can provide group event scheduling with users 
anywhere in the world at any time. 
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To schedule an event, you enter the details of the meeting and th
of people you want to invite. Internet Sidekick automatically notifie
the recipients and collects their responses for you. 

In addition to Internet messaging for group events, you can use fa
telephone messaging for people without e-mail accounts. If you 
specify a fax number for notification, the event invitation is 
automatically sent using Microsoft Fax software and your fax 
modem. Selecting phone notification puts a reminder in your Calls
list in the Calendar view.

Supported e-mail
systems

Internet Sidekick schedules group events using either of the follow
mail systems:

◆ Internet Mail using a POP3 account (POP stands for Post Offic
Protocol).

◆ Microsoft Exchange with a connection to the Internet if you wan
to schedule group events via the Internet.

If you need to modify your e-mail information, run the Setup Wiza
(Tools | Setup | Wizard) or use the Tools | Preferences | Group 
Scheduling command in the Calendar or Activities views. You sho
change your e-mail address information only if absolutely necess
however, since changes affect all your group event messages. Fo
assistance, click the Help button in the Preferences dialog box; al
see “Group Scheduling Preferences” on page 83. 

Requirements Before you can use Internet Sidekick for scheduling events and 
resources, you need to check a few things about your system:

◆ If you want to schedule events with people outside your local 
network, you must have a modem or direct network connection
the Internet.

◆ You must have an account using one of the supported e-mail 
systems listed in the previous section.

◆ To send fax invitations, you need a fax modem, and you must 
install Microsoft Fax in the Windows Mail and Fax Control Pane

For additional information about these requirements, see Chapter

NOTE   When you initiate a group event or accept an invitation to a group 
event, Internet Sidekick adds the event to your currently open calendar. If 
you use more than one calendar, be sure you have the right calendar file 
open when you create or respond to group scheduling events.
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Scheduling
group events

Internet Sidekick provides a convenient Scheduling Wizard to ass
you in entering event information. It helps you enter all the 
information about the event and identify the participants you want
invite. You also can create a group event using the Schedule an E
dialog box discussed in the previous chapter (see “Using the Schedule 
an Event dialog box” on page 31).

You can include a message with your invitation. Your participants’
replies can include a message and, if the recipient can’t attend at 
scheduled time, a report on free time. 

If you notify some people by fax or phone, you can enter their rep
status manually. 

Using the
Scheduling Wizard

The easiest way to enter group event information is with the 
Scheduling Wizard.

To schedule an event 
In the Activities, Calendar, or Cardfile view, choose Internet | 
Scheduling Wizard. 

The Scheduling Wizard consists of a series of panels that prompt
to enter the information for your event—participants, resources, 
agenda or notes, and options. Enter the information in each pane
click Next to proceed to the next panel. You can go back to earlier
panels if you need to change something.

When you have finished, you’ll see an Event Summary. You can 
review your choices and make changes, if necessary, by going ba
previous panels. When you are ready to schedule the event, the 
Wizard adds it to your queue of outgoing messages and puts it on
your calendar.

The following illustrations describe the Scheduling Wizard’s panel

NOTE   To use Internet scheduling, you must have a cardfile that contains 
properly identified e-mail addresses for the people you will be inviting (see 
“Using special field names for e-mail” on page 91). Or you can use your 
Eudora Pro address book, Netscape address book, or Microsoft Exchange 
address book for addressing (see page 97). 
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1 Click an event category...
and click the event type.

2 When you have completed 
each Wizard panel, click 
Next to continue or click 
Back to return to an earlier 
panel.

Scheduling Wizard
Event Type

Scheduling Wizard
Date and Time 1 Select the date by typing or 

using the arrows. The large 
arrow opens a calendar.

2 Type or use the arrows to 
select the start and end 
times.

3 Select the city. The time zone 
fills in automatically.

4 Type or select the place—
building, restaurant, etc. (It 
can be up to 63 characters.)

Select participants:
1 Choose the address book or 

a mailing list (see page 75). 
Click More to open a 
different address book.

2 Click the folder next to each 
name, and click the 
notification method for that 
participant. 

3 Click one of the > buttons to 
add each selection to the 
Participants or CC lists.

Scheduling Wizard
Participants

Notification method:
Telephone

Fax
Internet
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Scheduling Wizard
Message

1 Type the agenda or notes, or 
click the Message button 
and select a file containing 
the message.

2 Click Attach URL to add an 
Internet address. See 
page 64. 

3 Click Message to insert a 
text file.

4 Select a file to send as an 
attachment to the meeting 
invitation. 

Scheduling Wizard
Resources

1 Select one or more 
resources from the list.

2 Click the > button to add the 
resources to the Event 
Resources list.

1 Check the box to send a 
reminder, and set advance 
notice time.

2 Check Page Me or Alert Me, 
and set the time, if you want 
a reminder.

3 Click RSVP to request a 
reply or FYI to send an 
announcement only. 
Tentative events are marked 
with a “?”.

4 Specify other options (see 
“Event options” on page 64).

Scheduling Wizard
Event Options
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Event options 
The Scheduling Wizard Options panel provides the following even
options:

◆ RSVP/FYI—If you choose RSVP (which means “please 
respond”), recipients can send a reply, and Internet Sidekick 
collects the information for you. If you choose FYI (For Your 
Information), you send an announcement of the event, without 
requesting replies. Use this option for events that will occur 
regardless of individual schedules. 

◆ Tentative—A tentative event is marked with a ? icon in your 
calendar and your recipients’ calendars. You can select the eve
later and click the Confirm button to send a message changing
event to confirmed status and removing the ? icon.

◆ Type—Specify a type for your event: Public, Personal, or 
Confidential. 

Attaching a URL
You can attach a URL (Uniform Resource Locator—the address o
site on the World Wide Web) as part of the message information o
the Wizard Message page. People receiving the URL can click th
address in the Information pane of the Activities view to launch th
Web browser and jump to the site. 

Using the
New button

You can schedule a new event by clicking the New button in the 
Activities view.  When you do, the Schedule an Event dialo
box opens; see “Using the Schedule an Event dialog box” on page 3. 

1 Review your selections. 
Click the Back button if you 
need to make changes. 

2 When settings are correct, 
click Finish.

Scheduling Wizard
Schedule the Event
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(If you are in the Calendar view, use Calendar | Event | Daily to op
the same dialog box.)

The New button, like other buttons in the Activities view, changes 
function depending on the currently selected item type. To create 
new group event, be sure a group event is selected when you clic
New. If you have another item type selected, the New button creat
new item of that type. For example, clicking New while a resource
message is selected creates a new resource reservation.

Participants who
do not have e-mail

You can include participants who do not have e-mail in your list of
event invitees. You have two options for addressing invitations to 
them: fax or telephone. 

If you direct an invitation to someone using a fax address, Interne
Sidekick launches Microsoft Fax and faxes the invitation for you (y
must have Microsoft Fax installed, and Exchange must be your 
selected messaging system). If you select someone’s telephone 
number as the address, a reminder to call that person is added to
Calls list in the Calendar.

When you hear from these people, you can enter their replies by r
clicking on each participant’s name in the Details pane and manu
selecting the appropriate status: Accept, Decline, Reschedule 
Request, Delegate. See “Entering replies manually” on page 72.

Sending event
messages

Once you have created an Internet event, or when you reply to an
invitation or do something else that requires communicating with 
another computer, an e-mail session must occur for the message 
sent. 

If you have scheduled flash sessions in Group Scheduling 
Preferences, the message will automatically be sent during your n
flash session. To send the message right away, click the Send/Re
button or choose Internet | Send/Receive Now. If you
have not scheduled flash sessions, you must use the Send/Recei
Now command (or button) to send your messages. Any unsent 
messages will be sent when you exit Internet Sidekick.

If you are working offline, see “Using Internet Scheduling offline” on 
page 84. If you are using a dial-up connection, see “Using a Dial-Up 
connection” on page 85.
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Incoming event
invitations

When you receive an invitation, it appears in the Activities view in
bold type. An icon in the New column indicates a new event. In 
addition, the Activities view icon on the Deskpad is animated and 
changes color when you have incoming messages.

You will see the incoming event invitation in your e-mail inbox, wit
<SIS>, for Starfish Internet Sidekick, in the subject. You should 
disregard it in your e-mail inbox, because Internet Sidekick will 
automatically handle it for you; do not delete it or make any chang
to it. 

Users who do not have Internet Sidekick can open the message l
any other e-mail; it contains instructions on how to accept or decli
the invitation so the originator’s Internet Sidekick will be able to 
record the reply.

Click the Activities icon, or choose View | Activities, to open the 
Activities view. Then click the Internet Events tab. 

NOTE   The event message may not appear in Internet Sidekick even 
though it appears in your e-mail inbox. Internet Sidekick will recognize it 
after you use the Send/Receive Now command, or after a scheduled flash 
session. 

Click an item to see
information about it in the

Details and Information
panes.

Select the events 
you want to see.

Click an item in the
Details pane to view its

information in the
Information pane.

Click the Internet 
Events tab.

Click a column head to 
sort on that field.

Click to expand the 
Details and Information 
panes.

These buttons change
depending on what kind

of event is selected.

Icons indicate message
type, new message,

unsent message.
See text.
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Status information for Internet events is represented by icons in th
three left columns:

The Type column displays an icon for the event type. The icons
include: 

The New column displays an icon for all new items. When you 
click one of these items to read it, the New icon disappears. Th
icons include:  

The Outbox column indicates queued messages to be sent dur
your next e-mail session. Use the Internet | Send/Receive Now
command to send pending messages immediately. For examp

Reading and
replying to
invitations

When you receive an Internet Sidekick invitation to a group event, 
invitation appears in the Activities view. 

To read the details of the event invitation
In the Activities view, click the incoming invitation (be sure the 
Internet Events tab is selected). You can then

◆ Click the message and read about the event in the Details and
Information panes. 

◆ Click each item in the Details pane to see more in the Informati
pane. For example, click each Participant who has replied, and
check the Information pane for any message sent with the reply

◆ If a + appears next to any item in the Details pane, click the + to
expand the list. Click the - to collapse an expanded list.

To reply to an event invitation
Review the event specifics in the Details and Information panes. T
click your reply choice from the buttons at the bottom of the 

New event you 
initiated

New incoming 
RSVP event

Incoming RSVP 
event you have 
opened

Resource
message

FYI message

New event 
information

Reply has 
arrived 

Canceled
event

Minutes Rescheduled 
event

Message waiting 
to be sent
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Activities view. Or you can right-click an event in the top pane and
choose a reply option from the shortcut menu. Your reply is sent o
to the originator, not to others invited to the event. 

The reply choices are described in the following sections. 

Accept
This option lets you enter a short reply message (up to 2,048 
characters), and then sends your acceptance to the initiator. The e
is automatically added to your currently open Internet Sidekick 
Calendar. 

Decline 
This option sends a reply to the initiator saying that you will not be
able to attend. The event is not added to your calendar. You can 
include a Free Time report that shows your booked and unbooked
time for the next 30 days. See “Creating a Free Time report” on 
page 69.

Delegate
If you cannot attend the event and want someone else to go in yo
place, use the Delegate option to forward the invitation to that pers
The meeting originator is notified that you have delegated the even
someone else.

Reply buttons

Check the box to include a report showing 
your free time for the next 30 days.

Type a reply message. 
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Reschedule Request 
This option sends a reply requesting that the event be moved to 
another time or date. 

Creating a Free
Time report

When you decline or request rescheduling of an event, you can 
include a Free Time report to assist the meeting originator in 
rescheduling the event. Included in the Free Time report is an 
indication of when you are booked and when you have free time 
during the next 30 days. 

No information about specific events on your calendar is sent, bey
the indication that the time is booked. To view this report, see 
“Viewing the Free Time report” on page 71.

Replying for non-
Sidekick users

People who have an e-mail account but do not have Internet Side
installed can still reply to incoming invitations in a way that is 
automatically recorded by Internet Sidekick. 

The event invitation appears in the e-mail inbox. Non-users of 
Internet Sidekick can open it like any other e-mail item and read t
contents, which is stored in formatted text. The body of the messa
includes instructions that briefly explain how to reply. (The reply 
choices for a non-Internet Sidekick user are limited to accepting o
declining the invitation.)

NOTE   If your monitor uses VGA (640 x 480) screen resolution, you may 
not be able to see the Reschedule Request button. You can choose this 
option by right-clicking the event and choosing Delegate from the shortcut 
menu. 

Enter one or more alternate times for 
the event. 

You can include a short message here.

Check if you want to include your Free 
Time report for the next 30 days.
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To reply to an invitation using e-mail software 

1 Open the invitation in your e-mail inbox, like any other message

2 Select Reply, and include the body of the message in the reply. 
not modify the contents.) The subject field of the reply includes
<SIS> indicating a Starfish Internet Sidekick message. Do not 
modify the subject.

3 In the body of the message, find the section labeled Your Reply
Type an X in the brackets next to I Accept or I Decline, so it rea
[X] I Accept or [X] I Decline. You can type a brief message in th
space between the markers reading <BEGIN REPLY MESSAG
and <END REPLY MESSAGE>. 

Be sure not to change anything else.

4 Send the reply. 

The originator’s copy of Internet Sidekick processes the reply 
automatically and marks the appropriate status for that recipient.

Incoming replies Internet Sidekick automatically collects reply messages from peop
you’ve invited to an event and displays the replies in the Activities
view. When you have unread replies, or other incoming messages
Activities view icon on the Deskpad is animated and changes colo

Checking replies
and messages

As replies arrive, an icon in the New column of the Activities view 
shows their status:  

You can click the participants’ names in the Details pane and read
their replies in the Information pane.

To see reply status for an event you initiated
Look in the Details pane in the Participants category to see each 
participant’s status. (If the list is not displayed, double-click 
Participants or click the + icon to see the names.) 

Click the + sign by Participants,
if necessary, to expand the list.

Click a participant’s name
to view the reply in the

Information pane.

Expand the 
Details and 
Information 
panes to full 
screen.
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To read reply messages
Click a participant’s name in the Details pane and read the messa
the Information pane.

Click the Expand button  to display the Details and Information
panes full-screen. 

Viewing the
Free Time report

If a recipient declines your invitation or requests rescheduling, he/
can check a box to include a Free Time report with the reply. The F
Time report shows when the recipient has events booked and wh
times are free, during the next 30 days. The Free Time report is us
in determining an alternate meeting time, especially when severa
people who decline send Free Time reports. 

Accepted
Declined

Reschedule Requested
Delegated

No Reply Yet
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Entering replies
manually

For people you have invited by fax or phone, you can enter their re
status manually in the Details pane. 

To enter reply information manually

1 Click the event in the list.

2 Find the participant’s name you want in the Details pane and ri
click it. 

3 Choose their reply from the shortcut menu. 

The reply options are discussed beginning on page 68.

If a Free Time Report is attached to the 
selected reply, this button is available when 
you select the Participants name in the 
Details pane. 
Click the button (and click the Full Screen 
View button next to it) to view the report. 
The white areas are available for 
reservations.

Right-click a participant’s name
and choose that person’s reply

from the shortcut menu.
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Managing your
events

The buttons at the bottom of the Activities view provide convenien
options for managing events you have created. Select an event a
then click the button; or right-click the event and choose the optio
from the shortcut menu. 

The reply choices are described in the following sections.

Distributing
minutes

Any participant can use the Minutes button to send notes or minu
to all other participants.

Click the Minutes button, and write the minutes in the Compose th
Minutes window. You can attach a file by clicking the Browse butto
When you click OK, the minutes are automatically added to your 
Outbox, to be sent during the next flash session, or when you cho
Send/Receive Now.

When minutes are received, the New column displays the minute
icon.  

To view incoming meeting minutes 
Click the event and click Minutes in the Details pane. The minutes
appear in the Information pane. 

Rescheduling
events

You can reschedule an event you originated by selecting the even
clicking the Reschedule button. 

Enter the new date and time information, and any other changes,
the Schedule an Event dialog box (see page 76). When you click OK, 
you are asked if you want to notify all participants and resource 
managers about the change. If you click Yes, notification is 
automatically sent. 

Canceling events You can cancel an event you originated by selecting the event and
clicking the Cancel button. 

You will be asked to confirm that you want to cancel the event and
notify all participants. Click Yes to cancel the event (see “Canceled 
events” on page 75). 

Sending reminders You can send a reminder to all event participants in advance of th
meeting. You can set up the reminder when you create the event 
page 63), or you can select the event and click the Reminder butto
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When you send a reminder, the event is marked with a reminder 
icon  in each recipient’s Activities view.

Confirming
tentative events

For a tentative event, the Reminder button is replaced with a Conf
button. Click Confirm to send notification to participants 
that the tentative event has been confirmed. The ? icon marking a
tentative event is removed for the event. 

Deleting events You can delete group scheduling events in the Activities view to cle
up your events list. Select an event and press the Delete key. Or you 
can right-click an event and choose Delete from the menu. To del
multiple events, use Ctrl+click to select each one, or Shift+click to
select a range of events. Then press the Delete key. 

Deleting group events in the Activities view does not remove them
from your calendar, nor does it notify meeting participants. Use it 
only to clean up the Activities list display. 

To delete a group event you have originated and notify participant
click the Cancel button or delete the event in your Calendar. 

You also can have events automatically deleted a specified time a
they have passed. In the Group Scheduling Preferences dialog bo
check the option Delete Entries from Activities View ___ Days afte
Completion, and type the number of days.

The only events you can delete in Activities view are those that 
appear on the Internet Events page. The other pages (All, 

NOTE   You should not delete items from the Activities view, Internet Events 
tab without considering the following cases:

1. If the item is for a group event that you initiated and that has not been 
completed, you will not be able to track and modify the deleted event. 

2. If the item is a group event that is still in your calendar, deleting the item 
will delete all participant and resource information for the event. You can 
safely do so after the event has taken place. 

3. If you delete an item in Activities view and then delete it from the 
Calendar, you will not be prompted to send cancellation notices to 
participants, because the participant and resource information has been 
deleted. 

4. If you delete an event, incoming replies to that event are discarded.
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Appointments, To Do, Calls) are Calendar events; change to the 
Calendar view if you need to delete one of them.

Canceled eventsIf you receive notification of a canceled event, the notice appears 
the Internet Events list with the canceled icon.

Recipients of the cancellation notice who have accepted the invita
can have the event automatically removed from their calendars. C
the notification message and then click the Clear This Event butto
remove the event from the calendar.

Using mailing
lists

Mailing lists make it easy for you to schedule events with specific 
groups of participants. You create one or more mailing lists for 
specific groups, and then just select a mailing list when you sched
an event with one of those groups. 

To create a new mailing list
In the Activities, Calendar, or Cardfile views, choose Internet | 
Mailing List | Edit Mailing List. Type the name of the new mailing 
list, and click Add.

Once you have created the mailing list, use the Manage Mailing L
command to add participants to the list.

To add names or make other changes to a mailing list
In the Activities, Calendar, or Cardfile views, choose Internet | 
Mailing List | Manage Mailing List to open the Manage Mailing Lis
dialog box. Select an existing mailing list to modify as shown belo

Addressing with
mailing lists

To use a mailing list for addressing event invitations, select the 
mailing list instead of individual names in either the Scheduling 
Wizard or the Schedule an Event dialog box.

2 Select an address book. (You 
can add names from more than 
one address book.)

3 Click the + by a name, and click 
the notification method you 
want for that person.

1 Click the arrow and select an 
existing mailing list.

4 Click > to add the person to 
the mailing list.
Select a name in the Contacts 
list and click < to remove that 
person.
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Scheduling
resources

Resources are facilities such as conference rooms, or equipment 
as projectors, that you want to reserve. Internet Sidekick uses the
following resource types: 

◆ Facilities—a resource such as a conference room or other 
immovable location. Facilities can have a maximum occupancy
setting. (The maximum occupancy can be up to 32,000.) Intern
Sidekick maintains a calendar for facilities and automatically 
confirms or denies bookings based on the calendar. 

◆ Equipment—a movable resource such as a projector or vehicle
Internet Sidekick maintains a calendar for equipment and 
automatically confirms or denies bookings based on the calend

◆ Other—private resource which an individual user wants to keep
track of, such as booking a conference call operator, or caterin
service for a meeting. There is no calendar for this category, bu
entries are recorded in the event and displayed in the Informati
pane.

Each resource has a manager, usually the person who creates the 
resource in Internet Sidekick. The manager’s e-mail account is us
to handle the calendar and messaging for reserving the resource.
Internet Sidekick handles this automatically in the background, an
the manager is not involved in these transactions. Once a resourc
been added, the manager can distribute it to others to make it 
available to them for booking.

1 Click the arrow, and 
choose <Mailing List> 
in the drop-down list. 
Your mailing lists 
appear under People.

2 Choose the mailing list 
you want, and click the 
> button to add it to 
either the Participants 
or CC list.

TIP

Resource managers should 
keep Internet Sidekick running 
on their computers, and have 
flash sessions at frequent 
intervals, to handle resource 
reservation requests.
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Reserving
resources

You can reserve a resource as part of creating a group event. But
may want to reserve a resource separately. For example, you mig
need to know when the resource is available before scheduling an
event. (If you reserve the resource and then schedule a group eve
sure not to include the resource when you schedule the event, sin
you have already reserved it. You can notify people of the location
the event message, if necessary.)

To reserve a resource without scheduling an event, use the Reso
Reservation Wizard. 

To reserve a resource
Choose Internet | Resource Wizard. The Resource Reservation 
Wizard opens.

NOTE   Before you can reserve a resource, it must be in your resource list, 
meaning it has already been distributed to you (and others), or created by 
you. For details, see “Adding resources” (page 78) and “Distributing 
resources” (page 79).”

Choose the facilities and 
equipment you want to 
reserve. Click an item and 
click the Details button to 
see information about it. 
You can reserve multiple 
resources by clicking each 
one.
To de-select a resource, click 
it again.

Resource Wizard
Facilities and Equipment
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When you click Finish, the Resource Reservation Wizard sends o
request to book the resource for the specified time. Internet Sidek
automatically processes the request and returns a reply, without 
requiring any action by the resource’s manager.

Internet Sidekick lets you know if the resource is available. If your
request is denied, the Resource is marked in the Details pane.
can click the resource and click the Free Time Report button  a
the top of the Information pane to see the resource’s booked and 
available times. 

To reschedule, choose Internet | Resource Wizard. Change the tim
as needed before re-sending your request. 

Adding resources The person who is going to manage the resource is usually the on
who adds it to the list of available resources. To do this, use the A
command. 

To add a new resource
Choose Internet | Resources | Add. 

 Resource Wizard
Purpose and Time

Enter the purpose of the 
reservation.
Then enter the start and end 
times and date.
Click Finish to send the 
reservation request.
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You must enter the following information. The rest is optional:

◆ Name of the resource

◆ Your e-mail type and account information. (This information is 
automatically picked up from your group scheduling preference

The phone number and other fields are included for convenience,
case there are questions about resource reservations.

Distributing
resources

To make a resource available to others, the manager distributes it
the users who will be reserving it. Anyone to whom the resource i
distributed can redistribute it to additional users.

To distribute a resource 
Choose Internet | Resources | Distribute. The Distribute Resource
dialog box opens. 

Click the resource type...
type the resource name...
and enter additional 
information in the spaces 
provided.
When done, click Add to 
add it to the Existing 
Resources list.  

Click one or more 
resources you 
manage that you 
want to distribute. 

Select users to 
receive distributed 
resources.
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Managing
Resources

Internet Sidekick also provides tools that let you print resource 
schedules and modify or delete resources from your system. 

Viewing and
printing resource

schedules

You can view and print the schedule of any resource that you man

To view the resource schedule
Choose Internet | Resources | View. 

Modifying
resources

To change the properties of a resource
Choose Internet | Resources | Modify. The Modify Resource dialo
box that opens is the same as the Add Resource dialog box (see 
page 79), but you cannot modify the resource name.

You might modify a resource that was distributed to you and then 
transferred to a new resource manager. If you know the new 
manager’s e-mail information, you can enter it using the Modify 
Resources dialog box, rather than waiting for the resource to be 
distributed by the new manager.

Removing
resources

To remove a resource
Choose Internet | Resources | Remove. Select the resource from
list and click Remove.

Click to print the 
schedule in Weekly 
or Monthly view.

Click to select the 
resource.

CAUTION   Removing a resource that you manage deletes all scheduling 
information for that resource on your system. Once removed, it cannot be 
recovered.
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When you delete or modify a resource
If you modify or remove a resource you do not manage, you affec
only your local resource file. For example, you might want to delet
resource that you never use, or you might want to change a resou
comments. These changes affect only your local system, not othe
who also reserve that resource. 

If you are the manager of the resource, deleting it has wider impa
By deleting a resource, you remove the resource’s calendar, maki
impossible for anyone to schedule that resource. You should dele
resource only if you are certain that no one needs to book that 
resource or the resource is no longer available. When you delete 
resource that you manage, anyone trying to book that resource se
error message saying that the resource does not exist. If you sim
want to transfer management to another person, use the transfer 
function described in the next section.

Transferring a
resource

You can transfer management of a resource to another person, w
becomes the new manager. The person you transfer the resource
must be an Internet Sidekick user.

To transfer a resource to another manager
Choose Internet | Resources | Transfer. The Transfer Resources d
box opens.
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The new manager must accept the transfer before it goes into effe
the new manager declines, the transfer is cancelled.

Undoing a transfer If necessary, you can undo a resource transfer, provided the new 
manager has not already accepted. Click the resource transfer ite
and click the Undo Transfer button. 

Retransferring Occasionally, a resource transfer message may not be received 
successfully. If you need to retransfer the resource, click the reso
transfer item, and click the Retransfer button.

Using
Eudora Pro
or Netscape

E-mail

The Eudora Pro Mail and Netscape Mail options in the Internet me
let you send e-mail from Internet Sidekick. 

The Eudora Pro Mail command opens your Eudora Pro (32-bit) 
e-mail software so you can compose and send e-mail messages.

The Netscape Mail command launches your Netscape Navigator 
browser, opens the Netscape Mail window, and opens the Messa
Composition dialog. If you have not configured Netscape Mail, thi
command opens the Navigator browser. 

NOTE   The new manager must distribute the resource to everyone who 
needs to reserve it. 

Choose the resources (up to 50) 
and click the Transfer button...

and enter the new manager’s 
information.
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Group
Scheduling
Preferences

Use the Group Scheduling Preferences command to set options 
relating to group events and e-mail. 

To change your group scheduling preferences
In the Calendar or Activities view, choose Tools | Preferences | Gr
Scheduling.  

 

Check to activate flash sessions to 
automatically send and receive group 
event messages, and specify the 
frequency.
Select the schedule for flash sessions.
Check the box if you want old 
messages deleted, and specify when 
they should be deleted.

Check the e-mail transport you use 
Microsoft Exchange or Other Internet 
Mail (POP3). Click the button below your 
choice to configure. 
NOTE: Changing e-mail systems affects 
all future group event messages.
Check if you want messages deleted 
from the e-mail server after Internet 
Sidekick retrieves them (see text). 
Click Yes if you want Schedule+ 
compatible messages (which cannot be 
authenticated). You must be using 
Microsoft Exchange.
Check for authentication (see text).
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Delete group scheduling messages—This option in the Electronic 
Mail page determines whether messages are automatically delete
after Internet Sidekick retrieves them. You might not want them 
deleted if you want to retrieve your messages from more than one
computer (see the next section).

Authenticate incoming group scheduling messages—This option in 
the Electronic Mail page determines whether Internet Sidekick tes
each incoming group scheduling message for authenticity. One rea
messages might fail the authenticity test is if users alter the return
message in the area marked “Do Not Modify.” If this option is 
checked, any message that fails verification is discarded with a 
warning.

Using more
than one
computer

If you use more than one computer, you may want to leave group
event messages on the server, so they can be retrieved from more
one computer. To do this, uncheck the box labeled Delete Group 
Scheduling Messages after retrieving them in the Electronic Mail 
page of the Preferences. 

Other ways to coordinate calendars on multiple computers are to 
the Synchronize Appointments command (see “Synchronizing 
events” on page 57) or Backup and Restore (see Chapter 12).

Using Internet
Scheduling

offline

When you are offline (not connected to your Exchange Post Office
POP3 server), observe the following guidelines:

◆ Turn off Flash Sessions. In either the Calendar or Activities vie
choose Tools | Preferences | Group Scheduling. Click the 
Scheduling tab and uncheck “Activate Flash Sessions.”

Enter a brief “signature” with 
information about yourself, to be 
included in Internet messages. 
(Internet Sidekick creates a default 
signature for you.)

TIP

If a message fails authentication, 
you should open it in your e-mail 
program, and enter the reply or 
make the change manually (see 
page 72).
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◆ Reply to incoming events, initiate new events and take other ac
as usual on event items in the Activities view. However, do not u
the Send/Receive Now command or button, since you are not 
connected.

◆ The next time you are connected, be sure to click the Send/Rec
button to send all pending messages and receive any new one

Using a Dial-Up
connection

You can use Dial-Up Networking to dial into your company’s 
computer and use Internet scheduling. (Your computer must have
modem, and your network must also have modem access.)

To install a dial-up networking connection
1 Click the Windows Start button and choose Settings, Control 

Panel.
2 Double-click Add/Remove Programs.
3 Click the Windows Setup tab, and click the Communications ite

Click the Details button.
4 Check the Dial-Up Networking item. Click OK.
5 Click OK again to install Dial Up Networking.

To create a new connection
1 Double-click the My Computer icon on the desktop. 
2 Double -click Dial-Up Networking.
3 In the Connections menu, choose Make New Connection.
4 Enter the information in the Make New Connection Wizard. Wh

you complete the steps of the Wizard, click Finish to save the n
connection.

For more information, double-click Dial-Up Networking in My 
Computer, and click Help Topics in the Help menu. Click the Help
Index tab, and type Dial. Find the topics for Dial-Up Networking. I
particular, refer to the topic on “setting up a new connection.”

Dial-Up
Networking

settings

To use dial-up networking for Internet Sidekick scheduling messag
you must have the Prompt setting enabled in the Dial-Up Network
settings dialog box. 

NOTE   Exchange Users: You must click the Send/Receive button in 
Internet Sidekick to deliver the messages that are in the Exchange Outbox. 
Selecting Tools | Deliver Now in Exchange will not send these messages.
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To see this dialog box, open the Dial-Up Networking folder in My 
Computer, and choose Connections | Settings. Be sure the option
Prompt to use Dial-Up Networking is selected.

Using Dial-Up
Networking

When you click the Send/Receive button or have a flash session i
Internet Sidekick, you will see the Connect To dialog box. When y
type your password and click Connect, your connection can be 
established and your scheduling messages sent and received. 

NOTE   There is a 2-minute period during which this connection and send/
receive process can occur. If you have a slow connection, you may want to 
establish the connection first, and then use the Send/Receive command in 
Internet Sidekick.
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Chapter 5The Cardfile view

The Cardfile lets you store, manage, and retrieve all your persona
information. Each Cardfile card can contain full address informatio
and numerous other details about your contacts. You can store W
Wide Web addresses (URLs—Uniform Resource Locators) in a 
cardfile, and jump directly to a Web site using Internet Sidekick’s 
launch URL capability. You also can store electronic mail (e-mail)
addresses in the Cardfile for use in Internet scheduling.

You can use the Cardfile to store almost any other kind of 
information, such as a catalog of your CD collection or an invento
of your favorite wines. 

To open the Cardfile view, click its Deskpad icon, choose View | 
Cardfile, or press F5.

This chapter explains how to

◆ Create a cardfile 

◆ Work with multiple cards and cardfiles

◆ Use a URL to jump directly to a Web site.

◆ Create a cardfile from your Eudora Pro (32-bit), Netscape 
Navigator, or Microsoft Exchange address books.

◆ Send cardfile data by e-mail

◆ Search for and extract information from a cardfile

◆ Use the Contact Manager and Contact Log

Cardfile basics In the left pane of the Cardfile view is the card list, your visual ind
to the cards in the active cardfile—the cardfile whose tab is selected
In the right pane is the current card in the cardfile. You can review 
and edit the information in the current card directly. 
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The following figure shows the Cardfile view. 

Here are some of the key concepts of cardfiles:

◆ The cardfile contains customizable fields that you can use to 
organize the information on the cards. Each cardfile can have u
30,000 cards. 

◆ A cardfile consists of fields. Each card can have up to 100 fields.

◆ At the top of each card is the index line, which can contain any 
three fields in the card. Cards are sorted alphabetically, in 
ascending (A–Z) or descending (Z–A) order by their indexes. Y
can specify which fields appear in the index.

The current card.

The Viewport can display 
Calendar information or the 
Contact Log of the current 
card.

The index lines of
cards in the

current cardfile.
Click one to see

the card.

Click a cardfile’s tab to
switch to another cardfile.

The index line determines 
the card order in the card 
list at left. 

Click to open or close the Viewport.
Click to select Viewport contents.

Type characters
to find a card.

Add 
cards

Calculator

Card view (full-screen) or 
Index view

Contact 
ManagerFindCut

Save 
AllNew 

CopyPrintOpen Sort

Paste

Quick 
Letter

TrueSync

Cardfile Toolbar
(see below).
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◆ The field names describe the contents of each field. A field name
can be up to 39 characters in length. 

On the bottom of the screen are tabs indicating which cardfiles ar
currently open. The tab that appears to be on top of the others is 
active cardfile.

Opening,
closing, and

saving cardfiles

You can choose File | Open Cardfile to open as many cardfiles as
like. Each open cardfile appears as a tab at the bottom of the scre
there isn’t room for all the cardfile tabs, Internet Sidekick displays
scroll buttons you can click to bring additional tabs into view. 

To go directly to any cardfile 
Choose Edit | Go To Cardfile or click its tab. (You must have at lea
two cardfiles open.)

To reorder the cardfile tabs
Choose Cards | Reorder Tabs or press F11. In the Reorder Cardfile 
Tabs dialog box, move cardfiles up or down in the list to create the
order you want.

To save a cardfile
Choose File | Save Cardfile. Choose File | Save Cardfile As to sav
the file under a different name or to save in a different format.

To close cardfiles
Choose File | Close Cardfile to close the current cardfile. To close
several cardfiles at once, choose File | Close Cardfiles and select
files you want to close in the dialog box; use Shift+click or Ctrl+clic
to select multiple files. 

Creating a
cardfile

When you create a cardfile, first decide what fields you want on e
card. You can create all these fields yourself, or you can use a 
template—an empty cardfile that already has fields in place. If you
select a template, you can customize it, keeping some or all of its
fields and adding your own. (If you’re creating a cardfile based on
imported file with its own fields, see “Importing and exporting 
cardfile data” on page 111.)

NOTE   Internet Sidekick and Sidekick 95 cardfiles must have the extension 
.SKCard. 
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To create a new cardfile
Choose File | New Cardfile. Choose the template you want from t
list that appears, as shown below.  

You can use any of the cardfile templates provided with Internet 
Sidekick, or create your own (see “Creating and editing cardfile 
templates” on page 98). In most cases, you’ll find it easiest to use o
customize existing templates, rather than using no template and 
creating all the fields yourself. 

If you want to define fields or change any fields after creating the 
cardfile, see the next section, “Adding and changing cardfile fields.” 
If you’re ready to begin entering data into your new cardfile, see 
“Adding cards” on page 93. For another way to create new cardfiles
from existing cardfiles, see “Extracting cards” on page 106.

Click the arrow and choose possible templates 
one-by-one from the list. 
You can see the predefined fields for each 
template. When you find the best template for 
your needs, click OK. If you want to define all 
your own fields, choose None from the list.

The new cardfile contains the field names from 
the template, but no data until you add cards.

NOTE: If no cardfiles are open,
use Cards | Define Fields to

open this dialog box.

Click to add cards 
(see page 93).

TIP

If you want to create an Address 
Book for use with Internet 
Sidekick’s group scheduling 
feature, you should select the E-
Mail Address Book template 
from the Template pick list (see 
the next section). 
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Adding and
changing cardfile

fields

The Define Cardfile Fields dialog box is where you create new fie
for a new cardfile, edit existing fields that were provided by a 
template, or change field names. 

Using special field names for e-mail
If you are using Internet Sidekick’s group scheduling feature (see
Chapter 4), the electronic messaging it uses makes some assumpt
about field names. If your field names don’t contain the right 
keyword, they won’t be recognized by Internet Sidekick for e-mail
messaging. The following field names must be used for group 
scheduling:

Internet mail:  The word Internet must appear in the field name. 

Microsoft Exchange mail: The word Exchange must appear in the 
field name. 

When you create a new cardfile, your cardfile will have e-mail field
with the correct names if you select the template named E-Mail 
Address Book.

Adding and modifying fields

To add or modify cardfile fields
Choose Cards | Define Fields. The Define Cardfile Fields dialog b
opens. 

When you’re done defining fields, click OK to save the changes yo
made and update the cards in the cardfile. 

To change a field name, first select it from the list. 
Then type the new name and click Change.

To add a field, type a name in the Field Name box or 
choose from the drop-down list. Then click Add, or 
click an existing field and click Add Before.

To delete a field, select it from the list and click Delete.

Click Sort By to set which fields to sort the cardfile by. 

CAUTION   Be careful when deleting a field; deleting removes the field itself 
and, for a cardfile containing data, any data contained in that field on every 
card. There is no Undo when you delete a field. 
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Reordering fields To change the order of the fields in a cardfile 
Choose Cards | Reorder Fields to open the Reorder Cardfile Field
dialog box.

Default field data When you add a new card, you can have a default value in any fie
that appears automatically when you create a new card. For exam
you can have Internet Sidekick automatically enter USA in the 
Country field for every new card added to a file. You can change t
information once it appears on a card, just like any other informat
you’ve entered.

To specify default data for a field
Choose Cards | Define Fields. The Define Cardfile Fields dialog b
appears.

Using numbers
in fields

Cardfile fields are text fields, not numeric fields. This means that wh
you enter numbers, you should use leading zeroes if you want the 
number to be sorted correctly. For instance, if you enter the numbe
from one to twenty into fields, Internet Sidekick sorts them as 1, 1
11, 12, 13, 14, 15, 16, 17, 18, 19, 2, 20, 3, 4, 5, 6, 7, 8, 9

Double click fields in the order
you want them, or click each
and then click the >> button.

Click Reset to return to the original order 
of the fields.

To rearrange fields, click a field and then click 
Up or Down to move it within the list.

NOTE   If you already have cards in the cardfile, specifying this default text 
won’t add it to them. It only adds the text to new cards you create after 
specifying the text.

Select the field and type a colon ( : ) followed by the 
default information you want. In this example, “USA” will 
appear in the Country field of new records. (You can 
change it for non-US addresses by typing over it.) 
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If you use leading zeroes, they would sort properly: 
01, 02, 03, 04, and so on.

If you want to use numeric dates in an index line for sorting, you 
should enter them in year/month/date format, such as 96/10/14 o
68-06-19. 

Adding cards To add a card to the cardfile 
Choose Cards | Add, or click the Add Cards button on the Toolba
The Add Cards dialog box appears with a list of the fields that are
up in the cardfile. 

Each field can hold up to 255 characters in the Add Cards dialog;
when typing in the Cardfile view, you can enter up to 4,800 charac
in a field. If more than 10 fields exist for the current cardfile, a scro
bar appears at the right of the dialog box.

Duplicating cards Sometimes it is useful to make several copies of one card, and th
customize the information as needed. For example, if you are ente
information for several people who work at the same company, yo
can duplicate the shared company information, and then add the 
individual name and phone information for each person.

To duplicate the current card
Choose Cards | Duplicate. Select the number of copies to make a
choose OK. 

Entering
telephone numbers

When you enter data in telephone number fields, you can type the
number just as you would dial it, for example, 555-1234. This 
approach will work for a computer that always stays in one locatio
However, if you have a portable computer and want to be able to 
numbers automatically from any location (including or excluding ar

Type the data for each field in the list. To move 
from one field to the next, use the up and down 
arrow keys or either Tab or Enter (depending 
on what you specify in Tools | Preferences | 
General).

Click Add to insert the card in the cardfile. You 
can then begin entering data for another new 
card, or click Close.
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code and country code as needed), you must enter the number in
format that Windows 95 recognizes. For details, see “Telephone 
number format” on page 161.

Editing and
viewing cards

Once a card has been added to the cardfile, you view its contents
clicking its index, as shown in the figure on page 95. You can change 
or add information by typing directly on the card. 

To edit a card
1 Select the card by clicking its index. 

2 Click in the field you want to edit. Type new data or make 
whatever changes you want.

Navigating
through the

cardfile

If you have a large cardfile, there are several ways to navigate thro
it quickly to find the card you want. 

To navigate quickly through large cardfiles
Type the first letters in the Look For box. The cursor jumps to the f
card whose index starts with that letter or group of letters. See “Quick 
searches” on page 103.

The navigation aids are shown in the following figure:

Sorting the cardfile
by index

Every card has an index, or title line, with up to three fields. For 
example, you could use Company, Last Name, and Office Phone 
fields for an index, as shown in the following figure.

Click the index line to
select a card.

Scroll bar. Click the arrows,
or drag the slider up or down
to move through the cardfile.

Type the first letter to jump to the first card whose 
index starts with that letter. 
Or you can click the letter you want in the scale, or 
drag the marker up or down.
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Internet Sidekick sorts the cards alphabetically (or reverse 
alphabetically, if you choose) according to its index. If you choose
Last Name, First Name, and Company for the index line, the cards
arranged alphabetically by last name, then first name, and then 
company name. 

In addition to determining the sort order, the index determines wh
appears in the left side of the screen and in the Viewport of other 
views. If you want to be able to see a telephone number for each 
in the left side of the window, be sure to include the telephone field
the index. 

To define the index 
Choose Cards | Sort or click the Sort button on the Cardfile Toolb
The Sort Cardfile By dialog box appears.

Changing the view There are several options for changing the way your data appears
the Cardfile view, as shown in the following figure: 

This index... 

consists of 
the infor- 
mation in 
these three 
fields.

Card indexes
appear here.

Click the index to
view the card.

2 You can change field order by clicking 
one and using the Up and Down 
buttons to move it.

3 Choose the sorting order (Alphabetical 
or Reverse Alphabetical) for the card 
list.

1 Select up to three fields one-
by-one and click >> to move 
them to the Sort By list. 
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If you drag the divider between field names and data all the way to
left, you completely hide the field names from view. 

Resetting fonts You can also change the fonts for various parts of the Cardfile vie
Right-click a text area, and choose Font. 

Using the
Internet and
e-mail tools

Internet Sidekick works with your existing Internet software and e
mail systems to help make your Internet activities more productive
and easier.

Storing and using
URLs

You can store World Wide Web addresses (called URLs, or Unifor
Resource Locators), and then use them to launch your Web brow
and jump directly to the site (requires a 32-bit browser). 

Store the complete URL. They usually look something like the 
Starfish Software URL: http://www.starfishsoftware.com

To launch your default browser and jump to a Web site
Select the record containing the URL and choose Internet | Launc
URL. Internet Sidekick finds the first field in the card containing a 
URL, and jumps to that site (launching your default browser if 
necessary). 

If you have more than one URL in a record, select URL you want 
jump to before you select the Launch URL command. If you don’t

Click to switch between
Index view (shown) and
Card view (full screen,

one card at a time).

Drag any of these borders
to adjust viewing areas.
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select the URL first, Internet Sidekick finds and uses the first URL
the current record. 

Sidekick recognizes a variety of URL types such as http:// (the Wo
Wide Web), ftp://, gopher://, wais://, file://.

Importing the
Eudora Pro

address book

You can import the “nicknames” from your Eudora Pro (32-bit) 
address book.

To open the Eudora Pro address book

Choose Internet | Eudora Pro Address Book. 

Internet Sidekick and imports your Eudora address book as a car
with the name Eudora.skcard. It is stored in the Data directory.

Importing the
Netscape address

book

If you use Netscape Navigator for your e-mail, you can open your
Netscape address book in the Cardfile, and use it for addressing 
mail and group scheduling.

To open the Navigator address book
Choose Internet | Netscape Address Book.

The address book opens as a new tab called Netscape in the Car
view. You can save it as a cardfile; the default file name is 
Netscape.skcard. It is stored in the Data directory.

Importing the
Microsoft

Exchange address
book

You can open your Microsoft Exchange address book as a cardfil
Internet Sidekick. Once you save the file in Internet Sidekick, you c
select cards from the imported Exchange address book for sendin
mail and for group scheduling. 

To open an Exchange address book
Choose Internet | Exchange Address Book. Choose the address 
you want in the dialog box that appears.

The Exchange address book appears as an “Untitled” tab in your 
current cardfile. You can have only one Untitled cardfile at a time; u
File | Save to save the file before attempting to import another add
book.

To edit a card in the imported Exchange address book
Double-click any field in the card. The Properties dialog box for th
card opens, and you can make editing changes there. 
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Eudora Pro or
Netscape mail

The Eudora Pro Mail and Netscape Mail options in the Internet me
let you send e-mail using those programs. See “Using Eudora Pro or 
Netscape E-mail” on page 55.

Sending card data
by e-mail

You can send Cardfile information by electronic mail using Eudora
Pro or Microsoft Exchange. 

To send a card by e-mail
Right click in the data area of the card you want to send, and cho
Send To from the shortcut menu. Select Eudora Pro or Exchange 
the menu.

If you choose Eudora Pro, your Eudora Pro e-mail software launc
and a new message created with the card data as a text attachme
Complete the To and Subject information, and click the Send butt

If you choose Exchange, Exchange edit window opens, and you c
complete the addressing information. The card data is sent as tex

Creating and
editing cardfile

templates

Cardfile templates help you create a new cardfile quickly and eas
(see “Creating a cardfile” on page 89). Not only can you use the 
templates that Internet Sidekick provides, but you can also create 
own, or edit the existing ones.

To create or modify a template
Choose File | Template. The following dialog box appears.

If you click New or Modify, the Modify Cardfile Template dialog box
appears.

NOTE   You can edit imported Microsoft Exchange address data only for a 
personal address book. The primary post office address book can be 
modified only in Exchange by the administrator. You can, however, use 
Tools | Extract to create an editable copy of the post office address book.

...or pick from the list to
modify an existing template.

Type the name of the
new template here...

Click to define the fields of a new template.

Click to modify the fields of an existing template.

Click to rename the selected template to the 
name you’ve typed.

Click to delete the selected template.
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The Viewport The Viewport can display the Contact Log for each card, and can
make cardfiles available in other views. 

The Viewport lets you use the information in your cardfile in a 
number of different ways:

◆ In the Cardfile, you can use it to view your Contact Log for any
card.

◆ In the Calendar, you can drag a card from the Viewport to an 
appointment time, the To Do list, or the Calls list to create an en
using that card’s data. See “Using the Viewport” on page 45.

◆ In the Write view, you can send electronic mail or fax a docume
to one or more cards selected in the Viewport. You can also cre
a merge template, and then drag a card from the Viewport to th
template to instantly create a personalized letter or document. See 
“Personalizing documents” on page 131.

◆ In any view you can drag a card to the Call icon to dial the pho
number on the card. See Chapter 9.

or pick from the list of existing
fields.

Type the name of a new field,
and click Add to add it… Click to add the new field.

Click to delete the selected field.

Click to move the selected field up in the list.
Click to move the selected field down in the list.

The Viewport showing 
Contact Log information

TIP

The Viewport is a powerful 
feature that lets you use data 
from your cardfiles with Internet 
Sidekick’s other views.
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Selecting and
working with

multiple cards

In addition to editing the information in the fields on a card, you ca
perform various actions—like deleting—to the card itself. You can
even perform these actions on several cards at once, after you se
them.

To select multiple cards, do either of the following:
◆ Click a card’s index line in the card list, and then press Shift and 

click another card’s index. The two cards and all cards between
them are selected.

◆ Press Ctrl and click several cards’ indexes in the card list. Only 
those cards you Ctrl-click are selected.

You can perform many functions on multiple cards:

◆ Deleting

◆ Printing (see Chapter Chapter 10)

◆ Copying or moving cards from one cardfile to another (see 
“Moving cards between cardfiles” on page 109)

◆ Merging cards with Write documents (see “Personalizing 
documents” on page 131)

◆ Creating reports (see Chapter 11)

◆ Extracting (see “Extracting cards” on page 106)

Marking cards Marking cards gives you another way to specify a group of cards 
certain functions. It is more lasting than merely selecting multiple 
cards, because marked cards will remain marked until specifically
unmarked. Marked cards are distinguished by a red triangle on the
side of their indexes.

To mark the current card
Choose Cards | Mark Current Card, or press Ctrl+K, or right-click the 
card’s index line in the card list.

To unmark a card 
Choose Cards | Unmark Current Card, or press Ctrl+K again, or right-
click the index. 

To unmark all marked cards in a cardfile
Choose Cards | Unmark All. 
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Deleting cards To delete cards 
Select each card in the card list and drag it to the Delete icon. Or 
choose Cards | Delete to open a dialog box where you can choos
delete the current card, selected cards, marked cards, cards with b
indexes, or an index range.

Copying
addresses

You can copy the name and address information, or any other 
information you specify, from a card to the Windows Clipboard. Fro
there, you can paste it into a Write document or anywhere else yo
can paste from the Clipboard. 

Internet Sidekick lets you specify which fields you want to copy.

To define the fields to copy
Choose Edit | Copy Special Setup.  

To copy addresses and paste them into a Write document

1 Click the index of the card and choose Edit | Copy Special. 

2 Switch to the Write view (see Chapter 6).

3 Position the cursor where you want the address, and choose E
Paste, or press Ctrl+V. 

Using the
Contact

Manager

Use the Contact Manager to search your events, calls, To Do item
and Contact Log for all activities involving specific contacts or peop
in your cardfile. The Contact Manager displays all activities involvin
a contact in one place for you to review. You can then schedule n
activities with that person using the Contact Manager.

Click the fields you want in the list
and click the Fields >> button.

You can type a space or carriage
return between the fields, or use

the Insert buttons.

Edit or type 
constant text 
and fields here.
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For example, if you search for John Smith in your cardfile, you mig
find that you've made an appointment with him for tomorrow, calle
him twice last week, and have plans to send him a letter at the en
next week. All the contacts that pertain to John Smith appear in th
Contact Manager dialog box.

Searching for
contacts

To search for contacts
Choose Tools | Contact Manager from the Cardfile view, or click th
icon in the Toolbar. The Contact Manager appears, and it immedia
performs a search based on the fields in the current card’s index. 

All contacts found appear in the Contact Manager list, including 
appointments, calls, To Do items, and Contact Log entries.

The broader your search is, the longer it takes to complete. If you
searches are very slow, use the Date Range and Change Criteria
options to narrow your searches to include only necessary 
information.

Scheduling new
activities

To schedule a new activity for a contact
1 Click the Schedule New button in the Contact Manager dialog b

The Schedule New Activity dialog box appears.

The current card index is used for
the Search. You can type other text

to search for here.
Specify the range of dates to search.

Click to specify where to search.

Click to create a new
appointment, To Do, or call.

Click to start new search after entering 
new contact text. 

Click to go to the selected activity. 

NOTE   A space in the search string indicates an “or” condition. For 
example, if you enter Mary Smith, the search will find any record containing 
either Mary or Smith (matching whole words only). If you want to include the 
space in the search string, use quotation marks: “Mary Smith”—although 
usually two names would be in separate fields. See page 104 for more on 
conditional searches.
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2 Choose the type of activity you want to schedule—Appointmen
Call, or To Do. 

3 Choose the date for the contact from the drop-down calendar.

4 Click OK. The dialog box opens for the type of activity chosen. 
Enter the event, call, or To Do as described earlier in this chap

Searching Internet Sidekick has several powerful tools for finding data in a 
cardfile. You can search for simple text strings, such as names, ci
numbers, and so on, or specify conditions to search for in particul
fields of a cardfile. Internet Sidekick displays the first card matchin
the search criteria as the current card. 

Quick searches You can search the Card list for text contained in the index lines o
each card. As you type text into the Look For box, Internet Sidekic
displays the first card whose index begins with the characters you
typing. 

In the following example, typing “c” takes you to the first record 
whose index begins with the letter “c”. Adding a second letter to 
make “co” takes you to the first record whose index begins with “co

Searching for text
within a card

You are not limited to searching card indexes. You can search all 
information in the active cardfile for any text string. It can be any 
letter, number, word, or combination of letters, numbers, or multip

When you type Co in the Look For box, 
Internet Sidekick moves immediately to 
the first record whose index begins with 
“co”. 

If you press Enter after typing “Co”, 
Internet Sidekick displays the first 20 
records that contain “co” anywhere in 
their index (to see this drop-down list, 
click the down arrow button to the right 
of the Look For box). 
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words. For example, you can find the card for the person whose 
company name you remember but whose name you’ve forgotten,
you can find all cards with the same city entry.

To search for a text string in a cardfile 
Choose Edit | Find | Text, click the Find Toolbar button, or press 
Ctrl+F. The Find Text dialog box appears.

Click Find to begin the search. Internet Sidekick locates the first 
matching card.

Choose Edit | Find Next or press F3 to continue the search and go to
the next match. Choose Edit | Find Previous or press Shift+F3 to move 
to the previous match. 

Finding specific
conditions

You can search the active cardfile for specific conditions. For 
example, 

◆ You might want to find cards that show rates of more than $50 
less than $100.

◆ You might want to review records of customers living in either 
Texas or California.

◆ You might want to find people you have identified as attorneys 
accountants in your address list.

To perform a conditional search
Choose Edit | Find | Condition. The Find Condition dialog box 
appears.

Type the text you want to
find. You can search for

complete and partial text
matches, dates, or

combinations of numbers.

Select the part of the cardfile 
to search for the text.
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When you have specified all the conditions you want, choose OK.
The first card in the active cardfile meeting the specified condition
appears. 

Choose Edit | Find Next or press F3 to continue the search and go to
the next match. Choose Edit | Find Previous or press Shift+F3 to move 
to the previous match.

Specifying operators
When searching for conditions on cards, the contents of the fields
compared to values you specify. The comparison is done with a 
condition. A condition is an equation consisting of a field name, an
operator, and a value.

For example, a simple equation might be State equal to TX. As 
Internet Sidekick searches the active cardfile, it compares data on
each card with the equation. If the equation is true—when the Sta
field on a card equals TX—the card meets the condition.

Conditional operators can be used with letters or numbers. For 
example, finding a card with a name greater than Baker would fin
the first name alphabetized after Baker, such as Bridges. 

1 Select the first field to search in 
Condition 1.
2 Select the operator you want from the 
operator list. 
3 Type the value you want to find in the 
selected field.
For additional conditions, check the 
appropriate condition’s check box and 
repeat Steps 1 through 3. See 
“Specifying operators” for an explanation 
of operators.

Field name Operator Sample value Search result

City Equal to San Jose Any card with San Jose in the City field.

Country Not Equal to United States Any card that doesn’t have United States in the 
Country field.

Income Greater than 10000 Any card with a number greater than 10000 in the 
Income field.

Age Greater than or Equal to 18 All cards with the number 18 or higher in the Age 
field.

Investments Less than 500 Any card with a number smaller than 500 in the 
Investments field.
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Specifying conditions
Keep these tips in mind when specifying conditions:

◆ Don’t use commas in numbers. They are reserved for ranges. T
enter a number like ten thousand, type 10000, not 10,000.

◆ When entering a range with the Between operator, separate th
high and low ends of the range with a comma. For example, to
indicate the range of years from 1990 to 1997, type 1990,1997. To 
indicate the range of words from smi to tru, type smi,tru. Searches 
are not case sensitive.

◆ Don’t use quotation marks around words unless the data in you
fields have quotation marks as well.

◆ Use <Any Field> to search all fields for text. For example, 
<Any Field> Equal to SMITH searches for the cards in the cardf
that contain Smith regardless of the field it’s in. <Any Field> 
works only with the Equal To or Not Equal operators. 

Extracting cards Extracting cards is a way of searching for cards and automatically
copying them into a new, untitled cardfile. All the types of searche
described previously can be the basis for extracting cards into a n
file. 

Extracting on
index range

To copy a range of cards to a new cardfile

1 Be sure the field you want to use for the range is the first field i
the index. If necessary, click the Sort button and change the ind

2 Choose Tools | Extract Cards | On Index Range.

3 Type the letters you want to begin the range in the From text bo
and the letters to end the range in the To text box. 

4 Choose OK.

Price Less than or Equal to 49.95 Any card with the number 49.95 or lower in the 
Price field.

Last_Name Between (range) Bas,Smi Any card with a last name entry that begins with 
the letters Bas through Smi.

Zip Outside of (range) 91000,95000 Any card with a Zip code that is less than 91000 
or greater than 95000. 

Field name Operator Sample value Search result
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A new cardfile appears containing copies of only those cards from
original cardfile that were found within the alphabetical range 
specified. 

Extracting on text To copy all the cards in a cardfile that contain a specified text 
string to a new cardfile
Choose Tools | Extract Cards | On Text. The Extract On Text dialo
box appears. Type the text you want to find and choose the part o
cardfile you want to search.

When the search is complete, a new, untitled cardfile appears 
containing copies of only those cards from the original cardfile tha
were found with the specified text string. 

Extracting on
condition

Extracting cards on condition is just like searching a cardfile for 
specific conditions. The only difference is that instead of merely 
jumping to the first card matching your condition, the Extract Card
On Condition function creates a new cardfile containing all the cards 
matching your conditions.

To copy any cards in a cardfile that meet certain conditions to a 
new cardfile
Choose Tools | Extract Cards | On Condition. The Extract Cards O
Condition dialog box is similar to the Find Condition dialog box 
discussed on page 104. When the search is complete, a new cardfile
appears containing copies of only those cards from the original 
cardfile that meet the specified conditions. 

Using the
Contact Log

You can display the Contact Log in the Viewport to see the history
the current card. 
The Cardfile view 107



ng 

ct 
 

eed 
The Contact Log can store a great deal of additional information 
about a card (up to 14 kilobytes of data). You can save the followi
information in a card’s Contact Log:

◆ Additional comments about a card. Just type them in the Conta
Log window (although comments you type are not found by the
Contact Manager). 

◆ Phone calls that have been dialed or answered through the Sp
Dial feature. (See “Entering information in the Contact Log” on 
page 160.) 

◆ Events that were saved to the log. 

◆ Mail merges that have been performed with Write documents. (See 
“Personalizing documents” on page 131.)

The log of the current card is visible by default in the Viewport.

To stamp today’s date at the insertion point in the Contact Log 
Right-click the mouse and choose Date Stamp from the Shortcut 
menu, or press Ctrl+D. 

To stamp the current time at the insertion point in the Contact 
Log 
Choose Time Stamp from the shortcut menu, or press Ctrl+T.

Date 
stamp.

Time 
stamp.

Click to open or close
the Viewport.

Click here if Contact Log is not displayed, 
and select it from the list. 
108 Chapter 5



 

er 
nd 

ld 
box 
o 

 
ields 

nd 

ile’s 
 is 
ed 

you 
 
ress 
lds 
After a mail merge, Internet Sidekick stamps [DOCUMENT] to the
Contact Log along with merge information. 

Moving cards
between
cardfiles

You can move a group of selected cards between cardfiles by 
dragging them. (See “Drag and drop” on page 23.) Dragging a group 
of cards onto another cardfile’s tab moves those cards into the oth
cardfile. If you want to copy cards instead of moving them, press a
hold Ctrl while dragging and dropping them.

When you move cards between two cardfiles that use different fie
names, the Match Cardfile Fields dialog box appears. This dialog 
lets you choose how to map the different fields from one cardfile t
another. 

The Match Cardfile Fields dialog box automatically matches fields
that share the same name in both cardfiles. You can match other f
manually, by selecting a field from each cardfile and clicking the 
Match button. You can remove an incorrect match by selecting it a
clicking the Remove button. To change the list of remembered 
matches, click Delete Match Fields.

The cards you dropped into the target cardfile now have that cardf
fields. If you matched fields between the two cardfiles, information
moved accordingly. Information from unmatched fields will be plac
in the last field of the new card.

Merging two
cardfiles

You can merge data from one cardfile into another. For example, 
might want to combine the addresses from your personal address
cardfile with your business address cardfile to create a single add
cardfile. When you merge cardfiles, Internet Sidekick adds the fie
and the data from one cardfile into another. 

NOTE   If you export a cardfile, the Contact Log data is not exported.

The cards are being moved from
the file BUSINESS.SKCARD,

which contains these fields. The cards are being moved to the 
file PERSONAL.SKCARD, which 
contains these fields.

Select a field from each file to
match, and click the Match button.

Matched fields appear here.
Click to have Internet Sidekick

use these matches the next time
it finds the same fields.
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To merge two cardfiles 
1 Open the cardfile you want to add cards to. If the cardfile is alrea

open, click its tab to select it.

2 Choose Tools | Merge Cardfile. The Merge Cardfile dialog box 
appears.

3 Select the cardfile you want to merge into the open cardfile, an
click OK. 

4 The Remove Duplicate Cards dialog box appears. 

Choose how to handle cards that have the same index line. 

◆ Replace Cards replaces the cards in the currently open cardf
with the cards from the second cardfile.

◆ Retain Cards retains the cards in the currently open cardfile 
and ignores the cards in the second cardfile.

◆ Do Not Remove Cards keeps all cards, including any 
duplicates.

5 The Match Cardfile Fields dialog box appears (see page 109). 
Specify any matches you want between fields by selecting a fie
from each cardfile and clicking the Match button. Click OK whe
done. 

The merge combines all of the information from the two cardfiles in
the open cardfile.

CAUTION   There is no undo option for merges. When you merge cardfiles, 
the cardfile you add data to changes to accommodate the data and fields 
being merged. If you want to keep a copy of the original cardfile, save the 
merged cardfile to a different name. Of course, you can always discard the 
merge result by closing the cardfile without saving.

NOTE   A cardfile is limited to 100 field names and 30,000 total cards. If the 
number of cards resulting from a merge would be greater than 30,000, you 
will see a message, and the merge will not occur.
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Synchronizing
data from other

applications

Internet Sidekick can synchronize data in one cardfile with data in
another, or with data created in another application. The process 
involves passing information from each file to the other, so the two
contain the same data. 

To synchronize two card files

1 In Internet Sidekick, open the cardfile you want to synchronize.

2 Choose Tools | Synchronize | Cards.

3 Specify the file to synchronize with. If it is a non-Sidekick file, 
select the appropriate type in the Files of type field. Click Open

4 The Remap Fields dialog box opens. Use it to show what fields
the imported cardfile relate to fields in the target cardfile (called
“mapping”). Double-click a field in one list, and then in the othe
list, to establish the relationship. 

Note that fields that end with an asterisk (*) must be mapped. 

Importing and
exporting

cardfile data

You can import cardfile data from and export cardfile data to other
applications. If you use an application that can save in one of thes
formats, Internet Sidekick can import the data. The formats Intern
Sidekick can import from or export to include the following:
◆ Sidekick 95, Sidekick 2.0
◆ dBASE III, IV, V
◆ Paradox 3.5, 4.x, 5.x. 7.0
◆ ASCII Text-delimited text files 

Lines shows fields in the imported 
file that are “mapped” to fields in the 
target cardfile. 

Click to move all
currently mapped
fields to the top of

the list.

Defaults resets the default mappings. 
Clear All removes all mappings.
CAUTION: Both buttons erase all 
mappings you have created. 

Click Help for
information.
The Cardfile view 111



p 

al 
 on 

or 

t.

ld. 
ort 

e 
For more information about the specific conversions, click the Hel
button in the Import or Export Cardfiles dialog box.

Importing When you import data from other applications, Internet Sidekick 
converts the data to the Sidekick cardfile format.

Since the Internet Sidekick Cardfile is a text-only database, speci
fields found in other file formats for dates, numbers, labels, and so
are converted to standard text fields on import. Some formatting f
these special fields might not be retained in the resulting cardfile.

To import text data into a cardfile

1 Choose File | Open Cardfile. The Open dialog box appears.

2 In the Files of type field, choose the file type you want to impor

3 Select the file, and click the Open button.

The Field Selection dialog box appears, showing the fields 
available from the source file.

1 Select the fields for the target file. You must select at least one fie
You must also select a field in the Target Fields list and choose S
By to specify the index line for sorting the cardfile. Later, after 
you’ve imported the file, you can specify up to three fields for th
index, as with any other Internet Sidekick cardfile. Click OK to 
begin importing.

NOTE   Some conversions, such as the Lotus Organizer conversion, require 
the original application to be running for the conversion to occur. You may 
be able to speed up the import/export process by starting the application 
before you begin the import or export. 

Select fields you want, and click the Select 
Field button… 
or click Select All button to move all fields 
to the Target Fields list.

Select a field in the Target list and click 
Sort By to specify the index field for 
sorting the cardfile.
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If no fields are available, you might need to open the file in anothe
application, such as a text editor, and add the field names you wa
use in the cardfile before continuing with the import. 

Exporting When you export data from a cardfile to another application, Inter
Sidekick converts it to the appropriate file format. The Contact Log
not exported with the card data.

To export a cardfile

1 Choose File | Save As. 

2 Choose the export format you want from the Save As Type list.

3 In the Remap Fields dialog box, match the fields in the cardfile
with fields in your exported file. (Click Help in this dialog box fo
more details.)

4 Click OK. 
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Chapter 6The Write view

The Write view lets you create letters, reports, and other documen
and save them in folders and binders. The new AutoSpell feature
works in the background as you write to flag misspelled words. Yo
can apply formatting to your document, and you can even create f
documents to merge with names from a cardfile. A simple right-cl
on a document lets you send it to others by e-mail or fax.

To open the Write view, click the Write Deskpad icon, press F7, or 
choose View | Write. 

This chapter explains how to 

◆ Create and edit Write documents, and organize them in binders
folders

◆ Check spelling automatically while you work

◆ Use Write templates provided with Internet Sidekick

◆ Send documents via e-mail or fax

◆ Use Quick Letter and mail merge

◆ Import to and export from Write

The following figure shows the Write view.
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Binders, folders,
and documents

Binders help you organize your documents by topic. A Write binde
can contain many folders. Each folder contains one or more 
documents. Here’s how a binder might be organized:

Binder (only one can be open at a time)
Folder 1

Document 1
Document 2

Folder 2
Document 1
Document 2
Document 3, etc.

Each folder in a Write binder is identified by a tab at the bottom of t
Write screen. Using folders, you can organize documents accordi

The Write Toolbar
(see below).

Drag a card from 
the Viewport to 
merge data into a 
document. See 
page 131. 

Click the tab of the 
folder you want. 

The document list
displays the subject

lines of all
documents in the

current folder.

The currently 
selected document 
appears here.

Folder/
Document
View

Contact 
Manager

Add 
Document

Find

Alignment

Color

Underline

Italic

Bold

Size

Font

Quick 
Letter

Spelling checkNew
Save 
All

Open Print Clipboard
tools

The binder name is 
shown in the title 
bar.

Calculator
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to projects, tasks, people, subject, or any other grouping. You can
up as many as 256 folders for documents, and add, rename, or d
them at any time.

Creating
documents

A Write folder can contain as many documents as you want. 

To create a document 
1 Click the tab of the folder where you want the document.

2 Click the Add Document button or choose Write | Document | Ad
A new, blank document appears, with the insertion point in the 
subject line. 

3 Type a subject, and then press Enter to move into the body of the 
document. Type your text.

Using full-
screen editing

You can edit documents in a full-screen Document view or in Fold
view. The Folder view makes it easy to find a document title. Full-
screen editing in Document view is easier when you have a lot of 
writing or formatting to do. 

The date the document 
was created appears here.

When you create a new
document, you type its

subject line first.

Type directly in the document.
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Fonts and
formatting

The editing Toolbar provides options for changing type size and st
You can also change paragraph alignment—left-aligned, centered
right-aligned. (To change the default font for new documents, use
Tools | Preferences | Write.)

To change the type size or appearance
Drag the mouse through the text you want to change, and then cl
the formatting button you want.

To change paragraph alignment 
Click in the paragraph, or drag through at least part of all paragra
you want to change. Then click the Alignment button.

Click to switch between Folder view 
(left) and full-screen Document view 
(below).

The index shows the 
subject line of each 
document in the folder.

Alignment

ColorItalic

Bold

Size

Font Underline
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To add a “bullet” to a paragraph 
Click in the paragraph, or drag the mouse through several paragra
Then choose Format | Bullet.

Changing
margins and

tabs

Use the ruler when you want to change margins or set a tab stop.
change more than one paragraph, select the paragraphs before y
adjust the ruler.

To see the ruler
Choose View | Ruler.

If you create a new paragraph by pressing Enter at the end of an 
existing paragraph, the new paragraph retains the margins and ta
the existing paragraph.

Finding text You can search through the document indexes or the text docume
at the click of a button. You can search for text in two ways—with t
Look For box or with the Find dialog box.

The Find dialog box gives you more flexibility in searching for text.
searches through the current document, all documents in the curr
folder, or in all folders you specify in the current binder.

To find text in the document indexes using the Look For box 
Type the characters in the Look For text box, and press Enter. 

To find text using the Find dialog box
Click the Find icon to open the Find dialog box.  

Drag to change left margin for first line of paragraph.

Drag to change left margin paragraph after first line.

Tab stop 
To add a tab stop: click on the ruler where you want it.
To move a tab stop: drag it along the ruler.
To delete a tab stop: click it, and drag downward, away from 
the ruler. 

Drag to move both margin markers together.
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Setting search
options

The default is to search the current document. Clicking Advanced
Options lets you choose other search criteria. 

The options available in the Find dialog box are

◆ Match Whole Words Only. Find only if the characters you 
entered appear as a separate word in the text.

◆ Match Case. Find only if the capitalization matches the characte
you entered.

◆ Date range. Limits search to dates before a date, between two 
dates, or after a date.

◆ Select Folders. Specify all folders or only certain folders.

Found text Once you have completed a search using the Find dialog box, you
see all instances that Internet Sidekick has found of the text you 
entered.

To see all instances of your Find text 
Choose Edit | Found Text. You’ll see the dialog box shown below,
listing all documents containing instances of the text you entered.

Click to see lower panel of
Advanced Options (shown).

Check to match only the whole word.
Check to match capitalization.

Type text to find.

Optional: Enter date range to search.
Select document folders to search. If you 
do not select folders, the search is limited 
to the current document.

Specify text to find in the Subject 

Click when ready to begin searching.

TIP

If you use any Advanced Options 
in the Find dialog box, Internet 
Sidekick automatically opens the 
Found list to show you all 
documents where the text was 
found.
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Replacing text To find and replace text 

Choose Edit | Replace to open the dialog box shown here.

Checking your
spelling

Internet Sidekick gives you the option of having your spelling 
checked as you type, or checking the document or a selection in 
pass when you have finished typing. You also can type a word you
unsure of and have the Spelling Checker correct it.

The Spelling Checker uses a dictionary of 90,000 words. Use the 
button to create a personal dictionary of words and names that yo
want to be recognized as correctly spelled. 

Using AutoSpell AutoSpell can find your spelling and typing errors as you type, 
working silently in the background to check for mistakes. 
Unrecognized words are marked with strikeout so you can easily 
and correct them.

Click to go to the next instance of the 
found text in any of the documents. 

Type the text you want to replace
and the replacement text.

Check box to match capitalization.
Check box to find whole words only.

Click to see lower panel of
Advanced Options (shown).

Click Find Next to go to the next instance…
then click Replace to replace it, or Find Next to 
skip it and continue search.
Click Replace All to automatically replace all 
instances.
Check box to include subject in search.

Select folders to search or check All Folders.
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To turn on AutoSpell so checking occurs as you write
Choose Tools | Auto Spell Check. You also can turn on AutoSpell
the default in the preferences (Tools | Preferences | Write—see 
page 128). As you type, each word is checked for spelling. 

To correct or ignore an unrecognized word
Right-click a word that is marked with strikeout (like continous) to 
see the spelling options:

Corrections—Possible corrections are listed at the top of the 
menu. Click your choice to replace the word in your document.

Ignore All—Click this choice to ignore the current spelling 
everywhere it appears in your document. The strikethrough will
removed from all instances of the term. The ignored word will n
be considered a misspelling during the current Internet Sidekic
session.

To turn off AutoSpell 
Choose it again from the Tools menu, so it is unchecked. 

If you leave words flagged as misspellings in your document you 
probably want to turn off the strikeout marking when you print. 

To turn off the strikeout when you print a document
Uncheck the box labeled Print Misspelled Words in Strikeout in th
Print dialog box.

Checking a
single word

If you are unsure how to spell a word, you can type your best gue
and have the Spelling Checker verify or correct it. 

To check a single word
Right-click anywhere in the word you want to check (AutoSpell do
not need to be on). If the word is not recognized, you will see a lis
possible alternatives at the top of the shortcut menu. Click the cor
spelling to replace the word in your text.

Single-pass
spelling check

To check the spelling of selected text or an entire document 
Choose Tools | Spelling. If you have selected text in a document o
subject, only the selection is checked. Otherwise, the spelling che

NOTE   To avoid conflicts with marked misspellings, you should avoid using 
strikeout in your text.
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begins at the start of your document. When an error is found, the 
Spelling Check dialog box opens. 

Counting words When you need a count of the words in a document, let Internet 
Sidekick do the work. 

To count words in the current document
Choose Tools | Word Count. The Word Count dialog box appears w
the totals for your document. 

Sending e-mail Once you have created a Write document, you can send it by e-m
with a click of your mouse. (This feature requires that you have 
Eudora Pro or Microsoft Exchange installed.)

Sending e-mail
using Eudora Pro

To send a document using the Eudora Pro (32-bit) e-mail 
program 

1 Right-click in the text of the document and choose Send To fro
the shortcut menu. Choose Eudora Pro from the menu. 

2 Eudora Pro opens. Enter address and subject information. 

Your document is sent as an attachment to the e-mail message. T
attachment includes text formatting (rich text format). 

Sending e-mail
using the
Microsoft
Exchange

address book

To send a document using the Microsoft Exchange address book

1 Right-click in the text of the document and choose Send To fro
the shortcut menu. Choose Exchange from the menu. 

2 Microsoft Exchange opens, with your Write document in the tex
pane. Click the To: button, and complete the addressing 
information. 

3 Click the Send button. Your document text is sent to the recipie
you specified in the message body.

Click to insert the suggested replacement.
Click to replace all instances of the found 
word with the replacement.
Click to ignore the found word and continue.
Click to ignore all instances of the found word.

Click to add the found word to your user 
dictionary.

Click if you change your mind about your last 
correction.
The Write view 123



s 
kick 

 
.

 

rd.

e 

ot 

ct 
 

the 
es 

. 
The text of the document, without formatting, is sent. 

Sending e-mail
using the imported
Exchange address

book

You can send e-mail to people in your Microsoft Exchange addres
book. First you must import the address book as an Internet Side
cardfile (see “Importing the Microsoft Exchange address book” on 
page 97). 

To send e-mail to your Exchange address book cardfile

1 In the Write page, set the Viewport to display Cards. Select the
cardfile that is your imported Microsoft Exchange address book

2 Select one or more cards in the Viewport that you want to send
e-mail to (use Ctrl+click to select multiple cards). If you don’t 
make a specific selection, Internet Sidekick uses the current ca

3 Right-click on the Write document you want to send and choos
Send To from the shortcut menu. Choose Exchange from the 
menu.

The Microsoft Exchange window opens with the addresses you 
selected filled in and the document in the text field. Formatting is n
included. 

Faxing a
document

You can fax a document directly from Internet Sidekick using the 
Windows 95 Fax capability. 

To fax a Write document
1 Select one or more cards in the Viewport (use Ctrl+click to sele

multiple cards). These cards must have a field that includes the
word “fax” in the field name, and there must be a fax number in 
field. If you don’t make a specific selection, Internet Sidekick us
the current card. 

2 Right-click the document and choose Send To | Fax from the 
shortcut menu. The document is faxed to all cards you selected

NOTE   Your computer must have a fax modem, and you must install the 
Windows 95 Fax software to fax documents. To install the Windows 95 fax 
software, open the Control Panel and double click Add/Remove Programs. 
Click the Windows Setup tab and choose Microsoft Fax. If you have 
selected Other Internet Mail in the Group Scheduling Preferences, the fax 
option will not be available, since it requires Microsoft Exchange.
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To change the cover page sent out with your faxes
1 Open the Windows 95 Control Panel and double-click the Mail a

Fax icon. 

2 Select Microsoft Fax.

3 Click the Properties button. 

4 Select a cover page from the list, and make any other changes
want in the fax settings.

Working with
folders

To create a new folder
1 Choose Write | Folder | Add. The New Folder dialog box appea

2 Enter a name for the folder (up to 24 characters). Choose Add 
click OK. 

To delete a folder 
1 Choose Write | Folder | Delete. 

2 Select the folder from the list and choose Delete. 

To change a folder’s name 
1 Choose Write | Folder | Modify or right-click the folder tab. The 

Edit Folder Name dialog box appears. 

2 Select the folder from the list, make any change to its name, cho
Change, and click OK.

To go to a folder without clicking its tab 
1 Choose Edit | Go To Folder. 

2 Choose the folder from the list and click Go To.

This can be useful when you have a large number of folders.

Type the new folder name here. Click to add each new folder to the Write binder. 

Current list of folders.

Check to sort the folder tabs
alphabetically.

WARNING   All documents contained in the folder will be deleted.
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To reorder the folder tabs 
1 Choose Write | Binder | Reorder Tabs. 

2 Select each folder name and choose Up or Down to move the 
folder in the list.

Working with
binders

A new Write binder initially contains one unnamed folder and no 
documents. 

To create a new Write binder
Choose File | New Binder. 

See also “Extracting documents” on page 134 to create a binder 
containing a specific group of records.

To save a Write binder
Choose File | Save Binder, or click the Save All button in the Toolb

If you want to save a binder under a new name, choose File | Sav
Binder As and specify the name.

To open an existing Write binder 
Choose File | Open Binder and select the binder.

Working with
multiple

documents

In addition to editing the information in a document, you can perfo
various actions—like deleting—to the document itself. You can als
perform these actions on several documents at once by selecting
them.

Selecting
documents

To select multiple documents, do either of the following:

◆ Click a document’s subject line in the document list, and then pr
Shift and click another document’s subject. The two documents 
all documents between them are selected.

◆ Press Ctrl and click several documents’ subjects in the documen
list. Only those documents you Ctrl+click are selected. Once you 
have selected multiple documents, you can also use Ctrl+click to 
deselect individual documents.

You can perform several functions after selecting multiple 
documents:

◆ Deleting (see below)
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◆ Exporting (see “Exporting documents” on page 133)

◆ Printing (see Chapter 10)

◆ Moving documents from one folder to another (see “Moving 
documents between folders” on page 128)

Marking
documents

Marking documents gives you another way to specify a group of 
documents for certain actions, like deleting or printing. It is more 
lasting than merely selecting multiple documents, because marke
documents remain marked until specifically unmarked. Marked 
documents are distinguished by a red triangle on the left side of th
subject lines.

To mark a document
Choose Write | Document | Mark Current Document, press Ctrl+K, or 
right-click the document in the Documents list. 

To unmark a document
Press Ctrl+K or right-click it in the Documents list. 

To unmark all marked documents
Choose Write | Document | Unmark All. 

Deleting
documents

You can delete a single document, selected documents, or marke
documents. 

To delete multiple documents 
Select them from the Documents list and drag them to the Delete 
(see “Drag and drop” on page 23). Or choose Write | Document | 
Delete, where you can choose to delete the current document, 
selected documents, or marked documents.

Sorting
documents

The indexed view contains a listing of document subjects in the 
current folder. You can sort documents by subject or date created
ascending or descending order, for the current folder or all folders

To sort the documents in the current folder (or all folders at once) 
Choose Write | Document | Sort. The Sort Documents By dialog b
appears.  
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Moving
documents

between folders

To move documents from their current folder to another
Drag the documents from the Documents list to the tab of the targ
folder. Or you can choose Write | Document | Move, which display
the Move Documents dialog box.  

Setting
preferences

To set preferences for the Write view
Choose Tools | Preferences | Write.  

Changes you make to the subject and document fonts take effect
documents you create after the font changes.

Quick Letter Internet Sidekick’s Quick Letter feature instantly creates a letter fro
information in the current card, formatted and ready for you to jus
type in the text. Although Quick Letter operates in Write view, you
can activate it from Cardfile and Calendar views as well.

Select either Subject or Date for the sorting.

Select either Ascending or Descending to 
order the documents.

Check Apply To All Folders to sort
all documents. Leave unchecked

if you want to sort only the
documents in the current folder.

Choose which documents to 
move.

Select the destination folder.

Select the default font for the 
document subject and text.

Check to have AutoSpell
turned on by default.
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Quick Letter makes use of merge templates that specify where 
different pieces of information from the card should be placed in t
document. Internet Sidekick comes with predefined templates, ba
on the fields used in the Business and Personal cardfile templates

You can create or modify merge templates, and you’ll need to do s
you want to merge using cards that are not in the standard Busine
Personal cardfile formats (see “Creating merge templates”).

Using
Quick Letter

To create a Quick Letter from a template

1 In the Cardfile, or with the Cardfile displayed in the Viewport, 
click on the index of the card you want to address your letter to

2 Click the Quick Letter button or choose Tools | Quick Letter.

3 From the dialog box, choose the template you want. 

Creating merge
templates

A merge template is composed of constant text and fields. Constant 
text, like “Dear,” or the text of a letter, remains the same on all the
merged documents. Fields, like {First Name}, insert different text 
into the merged documents depending on the information in the 
cardfile. By combining both of these kinds of text, you end up with
for example, Dear Jennifer on one document and Dear Patrick on
another.

Choose the template you want from the Create a Letter 
dialog box.
The information from the current card is inserted in the 
template to create an instant letter.
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Internet Sidekick recognizes the following field codes:

◆ Field names enclosed in { }, such as {Last Name}. The 
information is drawn from the current card in the active cardfile

◆ Field names with a leading # are replaced with system informati
These include {#Username}, {#Company}, {#Date}. (The date 
format used is set in the Windows 95 Control Panel, Regional 
Settings. Internet Sidekick uses whatever you have selected as
Short Date format.)

◆ Field names surrounded by # #, such as {#Product#}. You will 
prompted to fill these in at merge time. (This option is not 
available with QuickLetter.)

To create a merge template 
1 Open the Binder called Templates.SKWrite in the Userdata fold

(The full path is usually \Program Files\Starfish\Internet Sidekic
Userdata.)

2 Create a new document and write the constant text, such as th
content of a letter. 

Be sure to include such unchanging information as your return 
address at the top. You can apply whatever fonts and formattin
you need for an attractive letter.

3 Insert fields from the active Cardfile where appropriate. To inse
fields, choose Write | Mail Merge | Create Template. The Insert
Card Fields dialog box appears.

Inserted fields appear in the merge template between braces, suc
{Last Name}. 

You also can type field names, including the special types for sys
information and fill-in information. 

Double click a field or…

select it and click Insert to insert the 
field into the merge template.
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4 Save the binder. 

5 If you want to use the template for Quick Letter as well as Mail 
Merge, use Write | Document | Export to save the template in r
text format (.RTF), in the Internet Sidekick\Template folder. Not
however, that Quick Letter does not recognize the manual fill-in
field types such as {#Product#}.

You can modify any of the templates provided with Internet Sideki
by editing them in the Templates.SKWrite binder. Again, if you wa
to be able to use them with Quick Letter, export them in .RTF form
in the Template folder.

Personalizing
documents

Internet Sidekick makes it easy to create custom documents by 
merging any number of cards from your Cardfile to create 
personalized letters. 

Internet Sidekick’s mail merge uses templates similar to those use
Quick Letter. Using a template, you can select one or more cards
drag them from the Viewport to the template to create personalize
letters.

Merging cards When you perform a merge, the field names in the template are 
replaced with the field information for one or more people in the 
Cardfile.

Fields from cardfile

Constant text

Date field

NOTE   If there are no merge fields in the selected document, the contents 
of the first ten fields on the card are copied into the document. If a field in 
the template is not found on the card, the Fill In Information dialog box 
appears prompting you for text to replace the empty field with.
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To merge single cards using drag-and-drop
Drag the card or cards from the Viewport to the Write template. O
you can choose Write | Mail Merge | Cardfile.

Use the options in the Merge Card dialog box if you want to stamp
subject lines of these new documents to the selected cards’ Cont
Logs. 

To merge multiple cards, select or mark them before you drag the
from Viewport to the document window. You can also use the 
command Write | Mail Merge | Cards to open the Merge Card dial
box and perform the merge.

1 Drag a card from the Viewport to 
the merge template. 

2 The Merge Card dialog appears. 
Check Current Card if you want to 
merge a single card. Check other 
options you want.

3 The merged letter appears as a 
new document, or is 
automatically printed for you, or 
both, depending on the options 
you selected in Step 2 above.
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Importing text
and .RTF files

You can import any text or rich text (.RTF) file into a document, an
you can import several files at once. Imported text files are added
the current folder. 

To import a text file
Choose Write | Document | Import. The Import Files dialog box 
appears.

Opening other
file types

Internet Sidekick can open files created in other applications. 

To open a file created by another application

1 Choose File | Open Binder. 

2 Click the arrow at the Files of Type box and choose the file type
from the list. 

3 Specify the file location and name.

Exporting
documents

You can export the current document to rich text format (RTF). 

To export the current Write document to RTF
Choose Write | Document | Export. Specify the name you want for
.RTF file and click Save.

You can also export multiple documents and folders to the Clipboa
to a text file, or to a rich text format (.RTF) file.

To export documents or folders
Choose Write | Binder | Export. The Export dialog box appears.

Choose each file you want to
import into the current folder.

Click to add a file to the 
Import Files list.

These files will be imported into
the current folder.

Click to remove a file from the 
Import Files list.

Choose text (.TXT) or
rich text (.RTF) files.
The Write view 133



me 

u 

ts, 
ou 
e 

K 

nts 
When you’ve chosen the documents to export, click OK. If you’re 
exporting to a text file, the Save As dialog box appears. Type a na
for your new text file and click Save. 

Extracting
documents

You can use the Extract command to create a new Write binder 
containing a specific group of the records in an existing binder. Yo
can select the records yourself, by marking or selecting, or use 
conditions to specify the records to extract. 

To extract documents into a new, unnamed Write binder

1 Select, mark, or use Find to locate the documents you want to 
extract, if appropriate. The options to extract marked documen
selected documents, or found documents are dimmed unless y
use one of these methods to select documents before using th
Extract command.

2 Choose Write | Document | Extract. 

3 Specify what to extract, and the folders to extract from. If you 
extract by condition, another dialog box opens when you click O
where you specify the conditions.  

4 Click OK. 

Internet Sidekick creates a new binder containing only the docume
you have specified.

Choose the documents
to export.

Click to include the
document’s subject.

Choose the export
destination.

Choose which folders to export from. 
Click to select each one.

Click one or more folders to extract 
documents from.

Click a button to specify which
documents to extract.
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documents

To add all the documents and folders from another binder to the 
open binder 

1 Choose Write | Folder | Combine. The Merge With dialog box 
appears. 

2 Select the document file you want to merge with the open file a
click Open. 

Internet Sidekick adds the second file’s folders and documents to
open file. If the second file has any folder names in common with 
open one, new folders are not added. Instead, their documents ar
added to the open file’s in the folder of the same name. 
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Chapter 7The Expense view

The Internet Sidekick Expense view makes it easy to enter 
information from expense receipts, and create an expense report.
can organize your expenses in folders, and create reports based 
specific date range, a particular week, or a folder.

To open Expense view, click the Expense icon on the Deskpad, o
choose View | Expense, or press F8.

This chapter discusses

◆ Entering information from your receipts

◆ Creating and using expense folders

◆ Using expense categories

◆ Creating the expense report

◆ Setting preferences for expense files and folders

The following illustration shows the Expense view.
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An expense file contains folders, which you can tailor to represen
separate trips or projects, for example. Within a folder you enter 
expense receipts, which are organized and totaled in expense rep
You can have an unlimited number of receipts and folders in a file

Creating a new
expense file

Create a new expense file when you want a new container to hold
multiple folders. For example, you might want to have an expense
called 1996 Travel, in which you have folders for each trip. You mig
have another expense file for project-related expenses. Or you m
prefer to have one expense file for the year, with folders for differe
expense types. 

To create a new expense file
Choose File | New Expenses. The New Expense File dialog box 
opens. 

Enter or edit current expense
receipt information here.

List of receipts in current folder.
Click a receipt to edit

its contents.

Folders are identified by tabs.
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Entering and
editing receipts

Creating an expense report usually begins with a pile of receipts. 
Internet Sidekick lets you start entering directly from the receipts, 
without the need to sort or categorize them first.

To enter a new receipt 
Click the Add Receipt button. 

To edit information in a receipt you’ve already entered 
Click the receipt in the display window (left side), and then edit th
information in the entry window (right side).

Enter information
about the new file.

Folder names can have
up to 32 characters.

Select the Country setting
(determines whether Value Added

Tax, or Goods and Services Tax
and Provincial Sales Tax is

included in report information).

De-select any expense types that you do 
not want to appear in reports. You also 
can remove any you are not using later in 
the File Properties option. 

Currency to use. You define this list in the 
Tools | Preferences | Expense dialog, Pick 
List page.

3 Enter receipt information in the fields by typing or 
clicking the arrow choosing from the drop-down 
list.
If you type new information in a field that has a 
list, the new name is added to the list so you can 
select it the next time.

1 Click to add a new receipt. 
2 Click to choose expense type. Or you can type a 

new expense type in the field.
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You can sort the display of receipts you’ve entered using the drop
down list box in the display window. You can sort receipts by accou
cost, expense type, or date, or choose no sort order.

Entering cash
advances

To enter a cash advance
Follow the procedure for entering a receipt, but choose Cash Adva
as the expense type.

Using drag
and drop

You can drag a receipt from the list to a folder tab to move the rec
to that folder. 

You can also drag a receipt from the list to the Delete (trash can) i
on the Deskpad.

Viewing the
expense report

The Expense Report view arranges the receipts you have entered
date and category, and totals them. 

To see the expense report 
Click the Go To Report View button or choose View | Report View.

Click to choose the 
sort order of receipts.

Click the receipt 
you want to edit
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The expense report is not directly editable (except the report 
information fields at the top). To change information, return to 
Receipt view and make changes in the receipts.

You can change the content of the report by choosing from the By 
which lets you specify a date range (choose Range in the By list),
Week, or by Folder. You also can limit the report to only a specific
account, or all accounts. 

Finding receipt
information

To locate a specific receipt, use the Expense view’s Find function.

To find information anywhere in your receipts 
Choose Edit | Find, or click the Find button in the Toolbar.

Click to specify report content.
Click to go to Receipt view.

Click to edit name and
report information.

Click to select 
account.

If you have 
entered a cash 
advance, it 
appears here. 
It is subtracted 
from the total.

TIP

If you have expense items that 
don’t occur on successive days, 
choose the Range or Folder 
options in the By list. These 
report types display only days on 
which there is an expense entry 
within the date range you 
specify.

You can specify the report range:

by Week

by Date Range

by Folder
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Internet Sidekick searches all fields of all receipts, including fields
with information chosen from pick lists.

After the first instance is found, you can press F3, or choose Edit | 
Find Next, to go to the next instance. 

Modifying the
folder

Use the command Expense | Folder | Modify to change the prope
of the current folder.

Setting expense
file properties

File properties affect your entire expense file. Most of them are se
the dialog box you see when you create a new expense file. 

To view and change the expense file properties 
Choose Expense | File Properties. Make the changes you want in
Expense File Properties dialog box.

Type the text you want to find 
and click Find Next.

Information you enter here 
will appear in expense 
reports for this folder.
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preferences
The options in Tools | Preferences | Expense apply to the entire 
Expense View. Many of them are defaults that appear in the prope
when you create a new file. 

NOTE   Once an Expense file is created, you can no longer change its 
currency or country setting.

The reimbursement rate per 
mile or kilometer.

Click tabs to set other properties.

Starting day of week (usually
Sunday or Monday).

Country tax policy: 
No tax
Value Added Tax
Goods and Services Tax, 
Provincial Sales Tax 
(Canada).

Choose home currency
from the list.

Defaults page
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The example in the Pick List page of the preceding illustration sho
how to add a currency. Type the new currency in the Pick List Item
field, and click Add Item to add it to the list. Use the Currency page
enter the conversion rate for the currency.

Enter a currency exchange rate, 
such as $1 = 0.648593 £. The 
upper field should contain the 
units your expense report is in. 
Note:  If you don’t enter an 
exchange rate, the value 1 is 
used for conversion.

Currency page

Enter a new expense type.
Existing expense type it is to 
be based on. 
Category the new type 
belongs to. 
Check to add the new type to 
the Expense Report. 

Expense Type page

To add to a pick list, 
Click on a Field
Type the item name…
and click Add Item.
Pick lists automatically grow 
as you type new entries in 
expense receipts.

Pick List page
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Chapter 8The EarthTime view
EarthTime displays a map showing daytime and night around the 
world, and shows the current time at eight different locations you 
select. You can use EarthTime to calculate the difference in time 
between two locations, and you can configure it to show both you
home location and the local time as you travel. EarthTime include
helpful information about over 540 cities in its database. 

The first time you run Internet Sidekick, the Setup Wizard asks you
specify your local city. For information, see “EarthTime settings” on 
page 151.

To open EarthTime, click the EarthTime icon in the Deskpad or 
choose View | EarthTime. The Deskpad icon can be displayed as
digital or analog clock, and it shows the current time.

This chapter discusses 

◆ Selecting cities

◆ Setting and changing the Home Clock and Local Clock

◆ Checking Facts about the City

◆ Determining time differences

The EarthTime
globe

When you click the EarthTime icon, you see a map of the globe. Li
areas are in daylight, and the shading represents nighttime. 

The leading edge of the sunlight area, as it moves from east to we
where sunrise is occurring, and the trailing edge of sunlight is whe
the sun is setting. The position of the shading is updated 
automatically every minute. In addition, you can see the light and 
shadow area move as the seasons change.  
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Above and below the map of the globe are the names and local d
and time information for eight cities. EarthTime has a database of
over 540 cities you can select from in choosing city clocks to disp

Selecting cities To change one of the displayed cities 
Right-click the panel containing the city you want to change. Or y
can click the city panel, and then choose Edit | Select a Different C

If you want to display GMT (Greenwich Mean Time) without 
daylight saving time, select GMT/UTC/Zulu in the city list.

Icon indicating
Home City,

where you live

Icon 
indicating
Local City, 
where you are 
currently 
located

Icon indicating that
daylight saving

time is in effect.

City clock for
San Francisco

1 Right-click the city panel and 
choose Select a Different City 
from the shortcut menu.

2 Choose a city from the list.

You can specify a
country or view

cities from all
countries.
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Home Clock
and Local Clock

EarthTime lets you designate the time where you live as your Hom
Clock. Most of the time, the Home Clock will match the local time
where you are. If you travel with your computer to another time zo
you can set another city as the Local Clock. 

When you change the Local Clock, Internet Sidekick adjusts all yo
events to display correctly in the current local time. Internet Sidek
also sets your system clock to the Local Clock time, so all time-
related events can use the local time. For more details, see “Help for 
travelers: changing time zones” on page 34.

Changing the
Local Clock

Change the Local Clock when you travel with your computer to 
another location in a different time zone than your Home Clock.

To change the Local Clock
1 Set one of the eight city panels to display the local city. 

2 Right click the panel containing the local city and click Choose 
Local Clock from the shortcut menu. In the confirming dialog 
box, click OK to change the local clock.

An icon appears to indicate the Local Clock city. 

Changing the
Home Clock

Your Home Clock should be set automatically when you first start
Internet Sidekick. Use the following procedure if you need to chan
it.

To change your Home Clock
1 Set one of the eight city panels to display your home city. 

2 Right click the panel containing your home city and click Choos
As Home Clock from the shortcut menu.

An icon appears in the Home Clock panel. 

Time differences Time differences between any two locations can be displayed 
graphically in EarthTime. 

To view time differences

◆ Right-click one of the city panels and choose Time Difference 
from the shortcut menu. 

◆ Or you can drag from the time numerals of one city clock to 
another to open the Time Difference dialog box for those two 
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cities. When you drag from the first city, the cursor changes to 
double clock indicating that you are performing a time 
comparison of the two.

If you open City Difference by right-clicking, the City 1 displayed b
default is the Local City. City 2 is the city you right-clicked to open
the shortcut menu. You can change the cities by clicking the Brow
Cities button in either panel.

The Time Difference dialog box displays the difference in hours 
between the two cities. The comparison at the bottom of the wind
lets you look up the time of either city in relation to a specific time
the other.

Facts about
the city

EarthTime provides a number of useful facts about the cities in its
database, including telephone codes, language and currency, lati
and longitude, and other data. 

To see facts about the city
Right-click the city panel, and choose Facts About The City from t
shortcut menu.

Click to change city.

Click to reverse the cities in
the Difference and

Comparison displays.
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The Almanac page gives sunrise, sunset, hours of daylight, and o
calendar related information. If you change the date, the informat
is updated for the date you choose. For example, you can advanc
year to see when daylight saving time starts and ends in that city 
year—or 10 years from now.

Modifying city
information

You can change some of the information about each city in the 
EarthTime database. This feature lets you update certain parame
that might change for some cities. 

To modify the information for a city 
Right-click a city and choose Modify City Information, or click the 
city and choose Edit | Modify City Information.

Changing the date updates sun, 
moon, and other information for 
the date and city you select.

Facts page

Almanac page
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Configuring
EarthTime

clocks

You can configure EarthTime clocks according to your preference

To change a clock’s options 
Right-click the city panel and choose Clock Setup from the shortc
menu. Choose the options you want to change from the dialog bo

To reset the current city panel to its default color, click the Use 
Default Colors button.

The Apply Colors to All Clocks button lets you find a color setting 
you prefer, and apply it to all buttons at once.

Centering a
map location

The EarthTime map can be shifted left or right to put your city, or a
map location, at the center.  

To center one of the eight displayed cities
Right click the city panel and choose Make (city) the Map Center.

You can type new values for 
the telephone codes and other 
information about the city.
Standard time is measured in 
hours earlier or later than 
Greenwich Mean Time (GMT).
Daylight saving time dates 
occasionally change for some 
locations.

To change the displayed city 
name, type it here.

Click to choose text or 
background color.
Click to restore default colors.
Click to apply the colors to all 
clocks.
Click the appropriate box to show 
or hide seconds, and to display 
time in 12-hour or 24-hour format.
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To center another map location

Point to the map location you want at the map center and right-cli
Choose Center Map Here.

Rearranging
city clocks

You can change the order of city clocks in EarthTime using drag-a
drop.

To switch the position of two cities
Drag the city name from one of the displayed cities to another. 

Dragging from one clock’s time display (rather than the city name)
another opens the Time Difference dialog box (see “Time 
differences” on page 147).

EarthTime
settings

In some circumstances, including damage to the Clocks.dat file wh
contains your clock settings, you see the EarthTime settings dialo
box when you run Internet Sidekick. Use this dialog box to select 
cities and specify your Home and Local cities. 

You can specify eight cities to be displayed around the EarthTime
map.  

NOTE   Internet Sidekick cannot run until you have completed the 
information in this dialog box, since the Local City information is used by the 
Calendar and other parts of Internet Sidekick.
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Chapter 9The Phone Dialer

The Phone Dialer dials your voice phone using phone numbers fr
your cardfiles or appointments, or phone numbers you type in. W
you receive an incoming call, the Caller ID feature shows the calle
number and finds the caller’s card in the current cardfile (requires
special hardware and software—see Chapter 1). 

The Phone Dialer automatically enters call information, plus notes
you type, in the Contact Log for the person you called. Placing a c
is as simple as dragging a Cardfile card, Calendar appointment, o
Do item to the Call icon on the Deskpad.

Phone calls are dialed using your modem and sophisticated teleph
technology known as TAPI (for Telephony Application Programmin
Interface). 

You can open the Phone Dialer by clicking on the Call icon on the
Desktop, by dragging a card to it, or using other methods describe
this chapter.

Even without a modem you can still take advantage of the Phone
Dialer’s call management features to keep a log of calls made and
received.

This chapter includes the following topics:

◆ Setting up your modem and phone information

◆ Selecting the card to dial

◆ Using Caller ID

◆ Viewing “while you were out” messages

◆ Specifying the default cardfile SpeedDial field for the dialer 

◆ Entering information in the Contact Log
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What you need
to use the Phone

Dialer

There are several requirements that must be met before you can 
the Phone Dialer to dial your calls. 

◆ Your Windows 95 installation must include the TAPI option 
(TAPI stands for Telephony Application Programming Interface
See “Configuring your system for Internet Sidekick” on page 9. 

◆ You need a modem if you want Internet Sidekick to dial your ca
and you need to provide some information about your modem, 
your dialing preferences, and your location. You might have 
already entered this information in Windows 95; if so, Internet 
Sidekick will find it, and you don’t have to enter it again. For 
details on how to set or modify this information, see “Setting up 
the Phone Dialer” on page 162. 

◆ The Caller ID feature requires that you have Caller ID service fro
your phone company. In addition, you must be using the Windo
95 driver called UnimodemV, which is available on the Internet
Sidekick CD-ROM. You also must be using a modem that suppo
UnimodemV, such as the following:

Creative Labs Phone Blaster
Compaq Presario models 520, 720, 820, and 920
Logicode 14.4 data/fax/voice PCMCIA
Cirrus Logic 

◆ You also need to specify which field in a cardfile contains the 
telephone number, as discussed in “SpeedDialing” on page 160. 
This field is selected by default as the number to dial, although y
can switch to another phone number for any card. If you create
cardfiles using the Business or Personal templates, an appropr
phone field has already been selected. 

◆ For information about dialing with area codes and international
country codes, see “Telephone number format” on page 161. There 
is also more information in the Internet Sidekick Tips file in Write
which was added to your user data directory when you installed

◆ Your telephone must be plugged into the phone port in your 
modem. 

◆ If you have a voice modem, you still must use the handset with
your calls.
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Opening the
Phone Dialer

There are a number of ways to open the Phone Dialer and place a

To open the Phone Dialer, do any of the following:

◆ Click the red Call icon on the lower right of the Deskpad. 

◆ Choose Phone | Dialer from the menu or press F9. 

◆ Drag a card containing a phone number from the Cardfile or 
Viewport to the Call icon. 

◆ From the Calendar, drag an Event, Call, or To Do item that 
contains a phone number to the Call icon.

◆ From the Activities view Calls tab drag a Call to the Call icon.

The Phone Dialer opens with the phone number from the current c
(if there is one), or the number you dragged to the phone icon, re
to dial.

Selecting the
card to dial

If the right phone number is not displayed, you can type the numb
yourself or switch to the right card in the Cardfile.

TIP

The quickest way to dial a 
number is to select (highlight) a 
number in the Cardfile, Calendar, 
or Write and press F9.

The Phone Dialer opens with the
phone number from the current

Cardfile card ready to dial.
You can type a phone number
directly into this field to dial it.

Other phone numbers from the current card 
appear in the window. Click one to choose it 
as the number to dial. 
The dialing status appears here.

Setup  Help

You can use the keypad to enter a number.
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To change to a different card
Leave the Phone Dialer displayed and change to the Cardfile or o
the Viewport and display a cardfile. Click another card. The Phone
Dialer window remains on top of other Internet Sidekick views, an
the new numbers appear in the Phone Dialer fields. 

Finding a card You also can use the Phone Dialer to find the card you want in the
current cardfile, as shown in the following illustration: 

Click a card in the index list,
and it automatically appears

in the Phone Dialer.

If the current 
card has 
more than 
one phone 
number, click 
the one you 
want.

To search for a card,
type part of the name or

index and press Enter.

Internet Sidekick finds the 
first card that matches 
what you entered. 
If more than one card 
contains a match in its 
index, click the down-arrow 
and up-arrow to select the 
one you want.
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Dialing the call Once the right number appears in the Number to Call panel of the
Phone Dialer, you are ready to make the call. 

To dial the phone call 
Click the Dial button in the Phone Dialer. When you hear the dial to
or see the Call Status dialog box, pick up your telephone handset
click the Talk button. Internet Sidekick disconnects the modem so 
can use the telephone handset.

Entering call notes After you dial a call, the Call Note window automatically opens, if 
is not already open, and the timer starts. During the conversation,
can make notes by typing in the Call Note panel.

While dialing, the exact dialed number 
appears in the title bar…

and the status changes. 

The Call Status dialog box opens. 
Lift the receiver to talk, and then
click the Talk button.
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Ending the call When you finish the call, hang up the telephone handset. You ma
also want to stop the timer in the Call Note window, and click the 
Save to Current Contact Log button.

If the modem fails to disconnect, you can force it to hang up. 

To hang up the modem
Click the Hang Up button or close the Phone Dialer. The Time and
Call Note are automatically stamped to the current Contact Log w
you click the Hang Up button (if you have checked the option 
Automatically enter call information into the Contact Log in the 
Phone Dialer Setup—see “Setting up the Phone Dialer” on page 162).

Answering
incoming calls

When you receive an incoming call, Internet Sidekick opens the 
Phone Dialer automatically (if you select “Yes” for the option labele
Monitor current modem for incoming calls in Phone Dialer Setup)
You can pick up the phone, and click the Answer button in the Ph
Dialer. When you do, the Call Note window opens and the call tim
starts. 

Caller ID and
card lookup

If you have Caller ID service (see page 154 for requirements), 
Internet Sidekick displays the phone number in the Phone Dialer.
addition, Internet Sidekick searches the current cardfile’s SpeedD
field for a match for the caller’s number. If it finds the number, it 
displays the caller’s card. 

While you talk, you can type notes 
to be added to the information in 
the Contact Log. 

Timer and timer control buttons.

When done, click to record the 
call information and notes, if 
you’ve entered any, to the 
Contact Log. 

Click to open or close
the Call Note panel.
158 Chapter 9



ed 

 
ist 
 

the 
For automatic lookup of incoming numbers in the Cardfile, you ne
to have the correct settings in the Setup dialog box (see “Setting up 
the Phone Dialer” on page 162).

Call History:
While you were out

Internet Sidekick keeps track of incoming calls and displays a list,
including incoming calls that you didn’t answer. You can see this l
by clicking the History button at the bottom of the Phone Dialer. If
you have Caller ID service, the History list includes the phone 
number of the call, when available.

Calls you answered are preceded by an “A” (if you clicked the 
Answer button). 

To use the Save to Card button, select a call in the Call History 
window and click Save to Card. If no matching card was found for 
call, a new card is created in the current cardfile, using the name 
“Unknown Caller”. The phone number is stored in the default 
SpeedDial field.

Click the History button...
...to open the Call History 
window in place of the keypad.

Click to delete the 
selected entry in the 
Call History.
Click to save the call 
history to a card. 

Click the Keypad button 
to restore the keypad.
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Entering
information in

the Contact Log

Internet Sidekick makes an entry in the Contact Log of the curren
card, if you have checked the automatic call log option in Phone 
Dialer Setup (see “Setting up the Phone Dialer” on page 162). The 
entry includes the word CALLED or ANSWERED, plus time and 
date information. This is followed by any additional information or
notes you type in the Call Note window. 

To enter the call in the Contact Log manually
Click the Save to Current Contact Log button when you have plac
the call and finished writing notes. 

To view the Contact Log

1 In the Cardfile, choose the card you want.

2 Open the Viewport and select Contact Log.

If you click another card in the Cardfile, the Viewport displays that
card’s Contact Log information.

A Setup option (see “Setting up the Phone Dialer” on page 162) lets 
you have Internet Sidekick automatically stamp an entry in the 
Contact Log at the end of every call. The entry will begin with 
[CALLED] if it was a call you originated, or [ANSWERED] if it was
an incoming call.

SpeedDialing When you drag a card to the Call icon, Internet Sidekick dials the f
phone number it finds on the card or the field you specify. 

To specify a default phone field to dial
Choose Phone | Cardfile SpeedDial Field from most Internet Sidek
views. 

NOTE   The information is saved to whatever is the current card. So if you 
want to save call data to a different card, select that card before you save 
the data.

Click the field you want used as the default 
phone dialing field and click OK.
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Telephone
number format

Internet Sidekick uses Windows 95’s TAPI (Telephony Application
Programming Interface) to streamline communications. TAPI is 
capable of correctly dialing telephone numbers in different cities a
countries based on your current location, inserting or omitting are
code and country code as needed. It also has additional features 
as special phone service access number prefixes and calling card
information, discussed in Windows 95 Help. 

Using TAPI, you can take your computer on the road. When you 
change to a different area code, TAPI will dial your home numbers
correctly with the area code, and dial numbers in your current 
location without the area code. Similarly, if you travel international
TAPI will add the country code when needed, and omit it for the 
country you are in.

For this feature to work, you must enter phone numbers in the 
Cardfile in a format that TAPI understands. 

TAPI expects phone numbers to look like the following:

+ country code (area code) number 

The key parts of this format are

So the telephone field entry for the number 555-1234 in Boston (a
code 617) in the U.S. (country code 1) is +1 (617) 555-1234. 

NOTE   The full TAPI format is only required for a portable computer or if 
you send your cardfile to someone in another time zone. The country code 
information for your home country is only required if the computer (or 
cardfile) travels internationally. If you have a desktop computer that stays on 
your desktop, you can generally omit your local area code and country 
code. 

+ The plus sign signals that what follows is a 
country code

country code The country code is a number assigned to each
country for international dialing

( ) Parentheses must be used around the area cod

number The phone number can include dashes if desire
The Phone Dialer 161



the 

e 

 

cal 
te 
e 

e 
this 
 

s 
For a phone number (such as 1234567) in Bombay, India, where 
country code is 91 and the city code is 22, the entry would be 
+91 (22) 1234567.

If you enter all phone numbers in this format, you can travel 
worldwide, and TAPI will dial correctly provided you notify 
Windows 95 of your current location. To do this, choose Phone | 
Setup to open the Phone Dialer Setup dialog box and switch to a 
different location in the Dialing Properties panel. (Click the Setup 
button in the Dialing Properties panel to create new locations.) Se
the following figure.

Setting up the
Phone Dialer

To enter or change the set up information for the Phone Dialer 
Click the Setup button  in the Phone Dialer or choose Phone |
Setup. The Phone Dialer Setup dialog box appears. 

Dialing local
calls with Area

Code

In some locations, you dial your own area code to reach certain lo
exchanges. Or you may want to dial the area code to use a low ra
from your Long Distance carrier, instead of using your local servic
carrier. 

Normally, Internet Sidekick (and TAPI) knows that it should omit th
area code if it matches the area code you are calling from. When 
is not the case, however, you can specify that the local area code
should be included for specific exchanges. (The term exchange refers 
to the first three digits of a local phone number in the U.S., such a
555 in the number 555-1234.) 

TIP

There is more information on 
telephone numbers in the 
Internet Sidekick Tips Write file 
automatically installed in your 
Userdata directory. Look for the 
Phone Dialer topics in the Cool 
Tips folder.

Click to set up the phone number, area 
code, and line information for your 
current location or other locations.

Click to set up your modem and 
communications information. 

Click to specify local numbers to be 
dialed with Area Code.

Check the properties you want.

Check options you want.
The Monitor Current Modem setting

must be set to Yes if you want to use
the Caller ID feature (see page 158).

If you have modem conflicts with
other software, set it to No.

Check to have Internet Sidekick
dial numbers without using the

TAPI “My Location” settings.

If you need assistance, click the Help 
button or refer to your Windows 95 
documentation.
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In the Phone Dialer Setup dialog box (see previous figure), click t
Toll Prefixes button. The following dialog box appears.

Using the Dialer
without a

modem

If you do not have a modem, the Phone Dialer can still be useful t
you for logging call information. 

To use the Phone Dialer to log call information

1 Click on the Cardfile card for the person you are talking with, an
then choose Phone | Dialer. 

2 Type information or notes about the call in the Call Note windo
Click the button to start the timer, if desired. 

3 When done, click the Save to Current Contact Log button to ha
the call notes added to the Contact Log for the card. 

Click a local exchange in the left column, and then 
click Add if it must be dialed with 1+Area Code.
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Chapter 10Printing

Internet Sidekick lets you print from the Cardfile, Calendar, Write 
Expense views to a variety of formats, using preprinted forms or y
own custom ones. You can print your generated reports, and you 
preview your output before you print it. You can also print expense
reports.

You can print the data in your cardfile as cards, described in the 
following section, or as labels, address books, or envelopes using
special formats.

You can easily print index cards to preprinted index card forms us
the Print Labels command. See “Printing labels, address books, and 
envelopes.”

This chapter discusses

◆ Printing cards

◆ Printing labels, address books, and envelopes

◆ Printing calendars

◆ Printing Write documents

◆ Printing expense reports

◆ Printing Activities 

Printing cards To print the cards and their associated Contact Logs 
In the Cardfile, choose File | Print | Cards. The Print Cards dialog 
appears.

NOTE   If you have multiple printers, you can select the printer you want 
using the File | Print Setup or File | Page Setup command.
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The Cards Per
Page setting

As you specify more cards per page, the cards themselves becom
smaller. If a card becomes too small to contain all its fields, Intern
Sidekick drops the extra fields from the bottom of the card. If you 
specify one card per page, Internet Sidekick will drop fields as nee
to make the card fit. If you choose Separate, each card will begin 
new page, but will not be restricted to fit on one page.

Select Continuous to print the cards one after another, without pa
breaks between cards.

Printing labels,
address books,
and envelopes

Internet Sidekick can print to almost any size label, address book
page, or envelope. The dialog boxes for printing these forms inclu
numbered steps to help you organize and print the information the
way you need it. In addition, you can view special Hints screens t
provide details on arranging the contents.

Templates let you print in a variety of popular label, index card, an
address book formats. You can modify these or create your own 
templates. 

To print cardfile information to labels, address books, or 
envelopes
Choose File | Print, and select Labels, Address Book, or Envelope
The corresponding dialog box appears; the Print Labels dialog bo
shown in the example below.

Select the fonts used in printing. 

Select the number of cards to print 
on each page.

Enter margin settings as needed to
position the cards on your paper.

Select parts of the card to print.

Specify which cards to print.

Click to preview your output onscreen 
before you print. 

Printer setup options.
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The numbered steps are designed to help you specify what to pri
and arrange it within the print area available. The procedures for 
using all three dialog boxes are the same, but involve different 
templates and content arrangements. These numbered steps are
discussed in more detail below.

Once you have specified the information in the four steps, click 
Preview to see the result. Click Print when you’re ready to print.

Step One: Select
cards to print

This panel is where you specify the range of cards to print. If you 
mark or select cards before you begin printing, you can check 
Selected Cards or Marked cards for printing. Check Current Card
print only the currently displayed card.

Step Two: Choose
printing style

template

The template is the format of your printed output, whether that’s a
label of a specific size and arrangement on a sheet, an address b
page format, or a specific envelope. 

In most cases, you can simply click the down-arrow in the text 
window and choose a template from the list. 

In addition, you can easily create a new template or modify an 
existing one.

In Step 4, you specify the number
of copies and other options.

See text for details.

In Step 2, you determine
placement of labels on the page.
Click Set up to create or modify a

template.

In Step 3, you specify what text,
fields, or pictures to print. Choose

previously created contents, or
click Set up to define/modify

contents.

Click to preview the 
results of your choices.
You can see the overall 
layout here as you work.

Follow the numbered steps in the
dialog box. Step 1 prompts you

to specify the cards to print.

NOTE   If you choose a template from the template list, you may need to 
adjust the margin settings to fit your printer’s printing area. See your 
printer’s manual for specific dimensions.
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To create or modify a template
1 In Step 2 of the Print dialog box (see page 166), click the Set up 

template button to open the dialog box shown below. 

2 Set the number of rows, columns, and pages to print per sheet
paper in the Page Layout group. 

◆ Rows. The number of rows of labels on the sheet to which yo
are printing. Up to 60 rows are possible, depending on the si
and margins specified.

◆ Columns. The number of columns of labels on the sheet to 
which you are printing. Up to four columns are possible, 
depending on the size and margins specified.

◆ Pages. The number of address book pages on each sheet of 
paper. Up to four pages are possible, depending on the size
the address book used. Each page has its own Index Tab, P
Number, and several address book entries. This setting does
apply to labels.

3 Change the page margins if necessary. 

4 Change the label margins settings if necessary. 

Some margins might need to be set to the second decimal valu
accuracy in printing to a specific label. The dimensions for the 
label size immediately reflect the change as you adjust the labe
margin settings.

As you pass the cursor over the
dimensions…

arrows show you where
they apply.

Label Template Setup
Dialog Box

NOTE   Page margins are needed only for address books, which can print 
to multiple pages on the same sheet. 
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5 When the Print On Both Sides option is checked, the Options 
button becomes available. Clicking Options displays the Templ
Setup Options dialog box, where you can set several reverse-s
printing options and specify the position of binder holes. 

6 The Opposite Corners setting allows alignment of the binder ho
to be adjusted by changing top and bottom margins.

7 When done, click Save As. To modify the existing template, sa
your changes under the original name. To create a new templa
type a new name and click OK.

1 Click Test Print to see a printed example of the effect of your 
changes.

Since template definitions are saved with each cardfile, the chang
you make only apply to the current cardfile’s templates. 

Template settings may be different for different printers. Experime
with your printer to find the best results. 

Step Three:
Choose contents to

print

Here is where you specify just what appears in the printed result, 
including text, Cardfile fields, and graphics. If you have predefined
contents, you can click the down-arrow and choose from the list. 

To set up the contents
1 Click the Set Up Contents button in the Print dialog box.

2 The panel that appears contains a green shaded workspace 
representing one label (or envelope, or address book page) for
creating the contents. For an element to print in a label, you mu
position it within this shaded area (not within the background 
rectangle). Any elements you add to this contents design repea
each label you print.

TIP

If you extract a card from a 
cardfile, you create a new 
cardfile that includes the 
templates of the first cardfile.
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3 Each element, such as a group of fields or a graphic image, is 
contained in a “cell” that can be sized and moved within the 
workspace. In the figure above, the cell containing address 
information occupies the entire label area.

When you click a cell black squares, called “handles,” appear in
each corner that you can drag to resize it. To move the cell, dra
to the location you want. 

To change font, alignment, and colors, or to edit the contents of
cell, right-click it. Font, alignment and color attributes are uniqu
to each cell, allowing you to have several different styles in 
different cells on the same label.

4 When done, click Save As to save your changes. Type a new n
if you want to create a new contents design. 

Since contents design definitions are saved with each cardfile, the
changes you make only apply to this cardfile’s contents designs.

The content can consist of the following types of text:

Click Hint to see the first panel of Hints, 
which walks you through the process of 
creating the content.

Click each button to add cardfile fields, 
text, graphics, or a stamp.

Click to change magnification.

Workspace 
representing the label 
or other printed 
object.

Use these 
“handles” to resize 
the cell.

Right-click a cell to edit it or change its properties.
Or click it and then click the Modify Selection button. 
Different fonts are used in the two cells in this example.One cell contains “Ship To” in a large 
font, and the other contains the name and address fields in a smaller font.
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◆ Card field text (like a person’s name or address, that prints a 
different card’s information on each new label)

◆ Unchanging text (like the word “Greetings!” or “Ship To:” that 
prints on each label, or your return address for an envelope)

Card fields
The Card Fields button lets you insert fields from the cardfile into t
cell. The fields will be filled in with data from the card or cards you
select. 

This dialog box makes it convenient to insert fields in label, althou
you can type the field names yourself, either here or in the Text dia
box discussed next.

Text elements
Use the Text button when you have a lot of unchanging text that pr
on every item, such as your return address on an envelope. 

Double click each field
to add it, or...

click a field and click Fields >>.
Be sure to type a space

or punctuation where needed,
or use these buttons.

You can include 
unchanging text 
with the cardfile 
fields by typing 
directly in this 
space.

Type your text here. 
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Type whatever text you want the text cell to contain. Any text you 
type is repeated on each label. 

When you’re finished, click OK. A new cell appears. By right-
clicking the cell you can change the font, color, and alignment, 
change the text and delete the element.

Stamp elements
A number of ready-made phrases such as “1st Class,” “Urgent,” a
“Confidential” are available as stamps. Click the Stamp button, select
the phrase you want, and a new text cell containing that text appe
By right-clicking a Stamp cell you can change its message and fo
rotate it, or delete it.

Graphic elements
Clicking the Graphic button displays four choices:

◆ Bitmap lets you choose a .BMP file to import.

◆ Frame creates a rectangle.

◆ Round Frame creates a rectangle with rounded corners.

◆ Line gives you the choice of creating a horizontal or vertical lin

Right click the graphic cell to see a menu of its properties you can
change. 

Step Four: Select
printing options

The options let you specify quantity to print and other settings. Tw
repeat options are available: Repeat Entire Set prints the entire se
once and then starts over, for the number of times you specify. Re
Each Card prints each card for the number of times specified befo
going on to print the next card.

The additional choices available with the More Options button are
shown in the following figure.  

TIP

You can add multiple text 
elements with unique fonts, 
colors, and alignment.
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For envelope printing, the More Options button lets you select the
feed and orientation of envelopes in your printer, plus options for 
skipping blanks and setting margins.

Calendar
printing

You can print events, calls, and tasks from your calendar in a vari
of formats. Internet Sidekick can print the daily, weekly, monthly, a
yearly calendars in its own format using preprinted or standard pa

In addition, Internet Sidekick can print to the paper forms of sever
popular organizers:

◆ At-A-Glance daily, weekly, and monthly forms
◆ Day-Timer daily organizer forms
◆ Franklin Planner daily organizer forms
◆ Day Runner dated or undated daily, weekly, and monthly forms
◆ Filofax weekly and monthly formats

Printing in the
Sidekick daily

format

Using the Sidekick format, you can print on any size paper or 
personal organizer. You can use special preprinted paper or you c
create your own organizer using standard blank paper.

1 Choose File | Print | Sidekick Daily Format from the Daily view o
the Calendar. The Print Sidekick Format dialog box appears.

Select the field used to determine the printing 
order. For example, to print cards in Last Name 
order, choose the Last Name field here.

Choose Portrait (vertical) or Landscape (horizontal) 
page orientation.

Check boxes for printing options you want.
Printing 173



t a 
ed in 

t 

ou 

xt.

ting 
s 
 

g 

the 

at 

om 

 are 
1 Change the dates in the From and To boxes if you want to prin
series of days. The default date is whatever day you had select
the Calendar. 

2 In the Style group, choose the number of columns per page tha
you want to print. 

3 Choose the type of activity you want to appear in each column 
from the drop-down lists in the Contents In Columns group. If y
pick the same activity for more than one column, text flows 
continuously from the bottom of one column to the top of the ne

4 Select the paper type that corresponds to the paper you’re prin
to. Internet Sidekick can print to a number of popular laser form
by Day Runner, Day-Timer, and Franklin. If you need to change
any of the settings, click the Edit button. The Paper Setup dialo
box appears.

Edit, add, or delete paper types in this dialog box. You can print 
Sidekick format to almost any size of blank organizer paper by 
adjusting the margins accordingly. When you’re done, click 
Change, and then click Close to return to the Print Sidekick Form
dialog box.

5 Click the Options button to expand the dialog box and choose fr
the following options for your printout.

◆ Include Mini-Calendar.  Prints current month calendar at the 
top of the page. The previous and next month calendar grids
also printed, when space allows. 

◆ Include Regarding. Prints any Regarding notes attached to 
activities. 

Click to display the options below.

Click to change the fonts used in 
the calendar.
Click to change your Windows
print settings.

Click to preview the printed pages.

Choose the type of paper
you’re printing to.

Click to change margins.
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◆ Include Completed Items. Prints all entries from the selected 
lists, including those checked-off as completed.

◆ Skip Empty. Prints only those lines from the Appointments, 
Calls, To Do, or Goals list containing data; all blank lines 
between entries are omitted. 

◆ Text Wrap. Prints the entire description of an activity (up to 
500 characters). If necessary, the text wraps to additional lin

◆ One Page. Truncates the schedule and prints only what can f
on a single page. Changing the start and end times or time 
increments for the Appointments list on the daily schedule or
choosing Skip Empty can help shorten the printed material.

6 If you want, you can change the print fonts for the calendar by 
clicking the Font button, available when the Options button is 
clicked. You can choose a different font for each part of the 
calendar. 

7 Choose OK to print the calendar. 

The activities print just as they appear in the Daily view of the 
calendar. Their descriptions, time increments, durations of 
appointments, alarms, and other displayed information are all prin

Printing in the
glance formats

In addition to the Daily view formats, Internet Sidekick can print in
several different glance calendar formats, including one-, two-, an
six-week, monthly and yearly calendars.

When printing in weekly, monthly, and yearly formats, the 
information printed is determined by the display setup for that view
Choose Tools | Preferences | Calendar, and then choose the Wee
Monthly, or Yearly Setup tabs to customize the printed information

1 Switch to the glance view (Weekly, Monthly, or Yearly) that you
want to print.

2 Choose File | Print and select the format you want.

3 Choose the date range you want to print. The default is the dat
range currently displayed in that view. 

4 Set any other options you want to print, including a title, footnot
mini-calendar, today's date, or graphic images. (If you want to a

NOTE   Be prepared to experiment with the settings to achieve the results 
you need for your paper type and printer.
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graphic images, they must be black-and-white .PCX files; store
them in the Internet Sidekick Data folder). 

5 Change the fonts for the calendar by clicking the Fonts button. Y
can choose a different font for each part of the calendar. 

6 Choose Setup to change the orientation or the page size for th
printer. Adjust the margin settings as necessary.

7 Choose OK to print the calendar.

Printing to At-A-
Glance forms

Internet Sidekick can print directly to pages in At-A-Glance organiz
format (in Portrait orientation only). The pages from the notebook
must be fed through the printer.

1 Choose the Calendar view: Daily, Weekly, or Monthly.

2 Choose File | Print and then At-A-Glance format from the menu

3 Select one of the At-A-Glance formats from the Format list in th
Print dialog box.

4 Experiment with the Origin settings if the printed text doesn’t 
match the lines on the page. (You can print a test draft on a bla
sheet of paper and compare the output to the At-A-Glance she
make sure that the text and lines match.)

5 For Daily view, check the Start On button to specify Left page o
Right page. For Weekly or Monthly views, specify the paper you
are printing on—dated or non-dated.

6 If you want, you can change the font by clicking the Font button
point size of 8 or 9 works best with the available space. 

7 Choose the range of dates to print, and choose OK.

Printing to Day-
Timer and

Franklin forms

Internet Sidekick can print directly to pages from the Day-Timer a
Franklin Planner personal organizer notebooks. The pages from t
notebook must be fed through the printer.

1 From the Daily view of the Calendar, choose File | Print and the
Day-Timer Daily Format or Franklin Daily Format from the 
cascading menu.

2 Select a Day-Timer or Franklin format from those listed in the 
Print dialog box.

3 Experiment with the margin settings if the printed text doesn’t 
match the lines on the page. (You can print a test draft on a bla
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sheet of paper and compare the output to the Day-Timer or 
Franklin sheet to make sure that the text and lines match.)

4 If you want, you can change the font by clicking the Font button
point size of 8 or 9 works best with the available space. 

5 Choose the range of days to print, and choose OK.

Internet Sidekick prints on the forms as though they are being cen
fed into the printer. If your printer does not feed smaller (less than
8.5 x 11) sizes of paper centered, adjust the margin settings to 
accommodate your printer. You can use negative numbers in the 
margin settings, if necessary.

Printing to Day
Runner and

Filofax forms

Internet Sidekick can print directly to pages from the Day Runner a
Filofax personal organizer notebooks. Both dated and undated 
versions of a variety of Day Runner forms can be used. The page
from the notebook must be fed through the printer

1 Switch to the view that you want to print, and choose File | Prin
Choose Day Runner Format or Filofax Format. The Print Day 
Runner or Print Filofax dialog box appears.

2 Select a format from the Format list, and choose Dated or Non-
dated for Day Runner, depending on the paper you’re printing to.

3 Adjust the page origin settings if the printed text doesn’t match 
lines on the page. (You can print a test draft to a blank sheet o
paper and compare the output to the Day Runner or Filofax she
make sure that the text and lines match.)

4 Change the fonts for the calendar by clicking the Fonts button. Y
can choose a different font for each part of the form. 

5 Choose the date range you want to print. The default is the ran
currently displayed in that view. 

6 When ready, choose OK to print the calendar.

When printing to weekly and monthly forms, the information printe
is determined by the display setup for that view. Choose Tools | 
Preferences and click the Calendar button to set up the Weekly o
Monthly views.

Printing in the
Write view

You can print a single document, all of the documents filed in spec
folders, selected documents, marked documents, or found docum
listed in the Found window. 
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To print your documents
Choose File | Print from the Write view, or click the Print button on
the Write Toolbar. The Print Documents dialog box appears. 

Printing
expense reports

To print a completed expense report 
Choose View | Report View. Then select File | Print Report. 

Internet Sidekick prints your expense report, including details for 
business meals, entertainment, and miscellaneous expense types

To print expense receipts
Choose View | Receipt view. Then choose File | Print Receipts an
select either Current or All.

Printing
activities

In the Activities view, you can print summary information or details
of your Internet activities, and summaries of your calendar entries

To print your activities
1 Click a tab for the kind of entry you want to print: the Calendar 

items (All, Appointments, To Do, or Calls) or Internet Events.

2 If you want to print only specific entries, select them. Click on a
event to select it; use Ctrl+click to select multiple events.

3 Choose File | Print.

If you choose All documents, select the 
folders here, or click All Folders.

Specify continuous printing or start
each document on a new page.

Enter the number of copies to print.

Check Include Subject to print the
subject line with the documents.

Click to preview the printed results.
Select which documents to print.

Check to print a page number.
Check to show or hide the strikeout

of misspelled words.
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Chapter 11Reports

Reports present information from your Cardfile or Calendar, 
complete with titles and headers, in a form you can easily review 
print. You can generate a report on cards or contacts, search for 
available free time in your appointments schedule, or summarize 
activities, phone calls, or time spent on tasks.

Topics discussed in this chapter include

◆ Creating Cardfile and Calendar reports

◆ Creating Free Time and To Do items reports

◆ Creating Contact Log reports

◆ Report formatting

About Reports Reports collect the information you request and present it in a tab
form, such as the following Cardfile report: 

Once you have viewed the report, click an icon on the Desktop to
switch to another Internet Sidekick view. 
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The Report menu is the same whether you are in the Cardfile, 
Calendar, or Write views. Its first five commands create reports of 
following types:

◆ Cardfile 

◆ Calendar

◆ Free time

◆ To Do Items 

◆ Contact log 

Creating these reports is explained in the following sections. Once
you create a report, you can view or print it, or change its formatti
(see “Formatting reports” on page 184). Use File | Save if you want to
save a report.

The Report menu contains two more commands: Open Report op
any previously saved report; Go To Current Report returns you to
current report if you’re in another view of Internet Sidekick. Other 
options appear on the Layout menu while you are viewing a repor

Cardfile reports The Card report lets you summarize information from the open 
cardfile in a tabular format. 

To create a cardfile report 
Choose Reports | Cardfile. 

The cardfile report is generated with fields arranged in columns a
cards arranged in rows. 

See “Formatting reports” on page 184 for information on customizing 
your report.

NOTE   Be sure to save your latest changes before you create a report. 

2 Select cardfile fields to include in the 
report using the >> or All buttons. The field 
names appear in the report as column 
headers in the order listed.

1 Choose the cards to report on—all, 
marked, selected, or a specific range.
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Calendar reports A Calendar report summarizes information from activities in the op
calendar. You can choose to report on appointments, calls, To Do
and Goals list items, multi-day events, or special days, and set th
level of detail for the report. 

You can quickly generate

◆ A weekly To Do list, sorted by due date or priority
◆ A list of everything on your agenda, including appointments, ca

and goals
◆ A list of special days and multi-day events scheduled for the ne

few months
◆ A report on any important name or a keyword in the Calendar

To create a Calendar report
Choose Reports | Calendar. The Calendar Report dialog box app

Free time report A free time report searches the appointments schedule in the ope
calendar for unscheduled time slots. If you have a busy schedule 
the weeks ahead, this is a quick way to determine when you have 
available for last minute appointments. 

To generate a free time report
In Calendar view, choose Reports | Free Time. The Free Time Re
dialog box appears.  

Select from additional 
options for each part of the 
calendar to adjust the level of 
detail for your report. Options 
become available as you 
make selections in the 
Report On group. 

Set the calendar date range
to include in the report. One

day is the minimum range.
Type a string of characters in

the Text To Find box to limit
your report to items related to
a specific person or keyword.

Select the types of calendar
activities to include in

the report.

Click to show or hide the options on 
the right side of this dialog box.
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The scheduled times are marked with an X, while unscheduled tim
are left blank.

See “Formatting reports” on page 184 for information on customizing 
your report

To Do item
reports

For a report on To Do items and Goals, you can create a To Do It
report. 

To create a To Do Items report
Choose Reports | To Do Items. The To Do List Report dialog box 
appears. 

1 Set the date range to search on 
the Appointments list. One day 
is the minimum.

2 Set the time range for the number of hours 
each day to be searched, for example, 
From: 8:00 AM To: 5:00 PM.

3 Select the time increments to display the 
report results, either 15 minute, half hour, or 
hour intervals.

An X marks time that is busy.
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See “Formatting reports” on page 184 for information on customizing 
your report.

Contact Log
report

The Contact Log report is a history of all the contacts you made w
specific people during a specified time period.

This is particularly useful if the Contact Log for each card contain
information that has been recorded there using the Stamp To Car
feature found throughout Internet Sidekick. A Contact Log can 
contain records of conversations, correspondence, and other 
important details.

To create a Contact Log report
Choose Reports | Contact Log. 

See the following section for information on customizing your repo

Check the appropriate 
boxes to include only the 
To Do items, only the Goals 
list, or both.

Select the dates and 
properties to include.

Set the date range in the Calendar
to include in the report. One day is

the minimum range.
Type a string of characters in the

Text To Find box to limit your report
to items related to a specific person

or keyword.

3 Select the cards to report on 
from the Cardfile. 

4 Select the field names from the 
cardfile that you want to include 
as additional columns in the 
report, and click -->. To remove 
an attribute or field name from 
the Report Fields list, select it 
and press the <-- button.

1 Set the date range to report on.
2 Check the categories of logged 

entries to include in the report.
As you select one or more of the 
categories, names for their attributes 
appear in the Report Columns list. 
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Formatting
reports

Once you create a report, Internet Sidekick displays it for viewing
formatting. There are several options available for you to customi
the report format. When viewing a report, you can save it, print it, 
open a new one. 

Updating report
fields or data

If you update your calendar or cardfiles after you generate a repo
you can also update your report. Also use Update if you want to a
or remove fields from the report, or change the range cards covere
the report. 

To update a report 
Go to the report, if necessary, by choosing Report | Go To Curren
Report. Then choose Layout | Update Report.

Adding a title Before printing the report, you might want to add a title and subtit
that identify the report contents. The report title is centered at the 
of the page, and the subtitles are left-aligned just above the colum
headers.

To add a title to your report
1 Choose Layout | Header.

2 Enter a title of up to 90 characters for the report. 

3 You can also add three lines of subtitles (up to 296 characters to
to the report. 

4 When done, choose OK to insert the title and subtitles in the rep
above the column headers.

Adjusting column
widths

To adjust the column widths in a report
Choose Layout | Change Column Width. 

Choose Fixed Width to change the width of 
all columns to the setting in the width box.
Choose Fitted Width to change the width of 
each column to the length of its longest entry. 
This adjustment might extend the width of the 
report across several pages. 
To specify an exact column width for the 
selected field, choose Assign Width, adjust 
the size in the Width box, and choose 
Change. 
Check the Wrap Text option to have 
information in cells wrap to multiple lines.
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When done, choose OK to apply the changes for column widths to
report.

To resize the columns individually using the mouse 
Position the pointer over the border between the headers. When t
pointer changes to a double-headed arrow, press and hold the mo
button and drag the line to the right or left.

Deleting columns
or rows

To delete unwanted columns or rows from a report
1 Select an entire column or row by clicking its column header or

row number. 

2 Choose Edit | Delete Column/Row. 

Only complete columns or rows can be deleted.

Moving columns To change the order of columns
Select a column by clicking its title. Then drag the column to anoth
location in the report and drop it.

Hiding column
and row titles

To hide the column or row titles
Choose Layout | Hide Column Title or Layout | Hide Row Title. 

If you decide to show them again, choose the same commands. 

Changing fonts The title, subtitles, column titles, and report contents can each be
displayed and printed with different fonts. 

To change the font
1 Right-click the report or choose Layout | Font to display the Fon

dialog box. 

2 Select the font, style, and point size you want for each element
the report, and choose Apply. 

3 Choose OK when done. 

The font settings are saved with the report.

CAUTION   There is no undo option available after deleting columns or 
rows. However, you can easily re-create or update the report to include the 
original information.
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Saving and
applying report

styles

To save time setting up headers and fonts for each report, you ca
create a report with all the appropriate settings, then save its style
file for later use. The font settings and headers saved can be use
any subsequent report that you create. You might want to save se
different styles to use with the various reports you need to genera
and print.

To create a report style

1 Create a new report, following the steps outlined earlier in this 
chapter, or open an existing report.

2 Save the style by choosing Layout | Save Report Style. The Sa
Report Style dialog box appears. 

3 Type a name for the style. Internet Sidekick automatically adds
.TPT as the extension for the style file. The report contents are
saved in the style file.

4 Choose OK.

After you save a style, it can be applied to any other report to cha
the font settings, title, and subtitles. 

To apply a saved report style
1 Choose Layout | Choose Report Style. 

2 Select the style file (.TPT) and choose Open. 

The fonts and header from the saved style are applied to the repo
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Chapter 12Back Up and Restore

When you want to take Internet Sidekick on the road, or if you jus
need a backup copy of your data, the Back Up and Restore utility
copies the files you need from one location to another. 

For example, if you’re bringing your laptop computer with you to a
conference, you’ll probably want Internet Sidekick on that machine
access all the important schedule and other information from you
desktop computer at your office. And after the conference, you ca
transfer the files you’ve worked on back to your office computer, s
you have access to all the new contacts you’ve met and appointm
you’ve scheduled. 

In fact, you can use Back Up and Restore to copy any files, not ju
Internet Sidekick files, anywhere. Using Back Up and Restore, yo
can copy files to a laptop to take home for the night, or to a file ser
to hand off to a colleague, or to a floppy disk to have a backup vers
of your data.

This chapter discusses:

◆ Backing up files

◆ Restoring files

◆ Internet Sidekick file types

What it does Back Up and Restore is a simple, yet powerful, feature. You choo
what files you want to copy or back up, and choose the location to
copy them to. To copy files onto a second computer simply back u
the files on to a floppy disk, and use the second computer’s copy 
Internet Sidekick to restore those files onto that machine. (You mu
have a copy of Internet Sidekick, or at least the Back Up and Res
utility, installed on each computer.) Internet Sidekick automatically
puts all the files into a directory structure identical to where they 
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came from, or you can change directory for each file or for a group
files.

Later, when you’re ready to bring those files back to their original 
directories, Internet Sidekick again puts them back in the proper 
locations. Also, after the first time you use Back Up and Restore, 
Internet Sidekick remembers which files you backed up or restore
most recently, and displays them as the default files for backing u
restoring.

You can run Back Up and Restore from within Internet Sidekick, or
a separate standalone application in your Internet Sidekick progra
group. However, You can’t back up or restore data while Internet 
Sidekick is running, because doing so might lose the most recent
changes. You will be prompted to close Internet Sidekick before y
can complete the back up or restore process.  

Backing up Although Back Up and Restore can back up open files, it will only
back up the last-saved version of these files. 

To back up files

1 Choose File | Back Up And Restore, or, if Internet Sidekick is n
running, select the Back Up and Restore option in the Internet 
Sidekick program group. At the opening dialog box, choose Ba
Up and click Next. 

NOTE   You can’t use Internet Sidekick’s Restore utility to restore files 
backed up with Sidekick 95’s Back Up program. Similarly, you can’t restore 
in Sidekick 95 files that were backed up in Internet Sidekick.
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2 Choose the files to back up in the Back Up dialog box.  

3 After you’ve selected all the files you want to back up and 
specified the directory to back them up to, click Begin. 

4 If Internet Sidekick is running you are prompted to close it. Whe
you do, the Back Up and Restore program backs up the files yo
specified.

If you’re backing up to a floppy disk, you might run out of disk spa
for all your files. If this happens, Internet Sidekick copies your files
across multiple disks, prompting you to insert as many as needed
However, Internet Sidekick can’t back up a file that is larger than t
capacity of the disk—1.4Mb for a diskette.

Click button to 
specify Back Up.

Check the box if you 
want to be prompted 
before Back Up and 
Restore overwrites 
an existing file.

Choose the files to back up here.
Then click the Add arrow ( > ) to

add them to the backup list.

The files you choose 
for backing up 
appear here.

Click to change the 
source directory.

Click to choose 
another destination 
directory.
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Restoring To place backed-up files onto your second computer, or restore 
files to your primary one 
1 Choose File | Back Up And Restore, or, if Internet Sidekick is n

running, choose Back Up and Restore in the Internet Sidekick 
program group. At the opening dialog box, choose Restore and
click Next.  

Notice that each file to be restored already indicates its own 
destination directory. You can change the destination directory 
selecting the files and clicking the button labeled Change 
destination directory for the selected files.... 

2 When ready, click Begin. If Internet Sidekick is running you are
prompted to close it. When you do, the restore process continu

If you are restoring from multiple disks, Internet Sidekick prompts
you to insert them in the correct order. If some of the files that sho
be restored are missing, Internet Sidekick notifies you. 

Internet Sidekick
files

It’s easy to think of a Calendar file or Write binder as a single file, b
each of these is actually composed of several files. When you cre

NOTE   Do not back up two files of the same name stored in different 
directories. Since Internet Sidekick does not preserve the directory name 
when backing up, the second file backed up will overwrite the first. This is 
not a problem if you back up only Internet Sidekick files, since there are no 
duplicate filenames.

Move files to this list 
to restore them.

If necessary, change 
the source directory 
to list your source files. 

If necessary, change 
the destination 
directory for selected 
files. (You can select 
multiple files and 
change all at once.)

Files you can restore
appear here.

Click to list all files in the
selected source directory.
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new Calendar files or Write files, Internet Sidekick creates and 
maintains these extra files automatically. 

Write files A Write file is made up of *.SKWrite, *.SKContent, and 
*.SKNoteHeader. The asterisk represents the name you give the 
when you save it from the Write view. A fourth file with the extensio
.SKTmpContent is a temporary file that exists only as long as that
Write file is open. Back Up and Restore does not back it up. Write
files are listed without an extension in Internet Sidekick, so they 
appear as one file.

Calendar files Your calendar file is actually up to eight files in the XXXX????.SKW
format, where XXXX is the name you entered when you saved the 
calendar (it can be more than four characters). When saving, open
backing up, or restoring calendar files, Internet Sidekick lists XXXX 
as the name of the calendar. The ???? part of the file name stands for
the type of calendar file, as listed here:

Cardfiles Unlike calendars and Write documents, cardfiles are single files. A
cardfile is saved with the name you give it and the extension .SKC
Cardfiles are listed without their extensions in Back Up and Resto

Report files Like cardfiles, report files are single files. A report is saved with th
name you give it and the extension .RPT. 

Expense files Expense files are listed under [Expense]. They have the extension
.SEE.

Calendar file Contains

XXXXEVEN.SKW Events (appointments)

XXXXCALL.SKW Calls

XXXXTASK.SKW To Do items

XXXXMAST.SKW Goals

XXXXRECR.SKW Recurring activities

XXXXINIT.SKW Calendar settings (includes print settings)

XXXXCSCA.SKW Personal list definitions

XXXXDATA.SKW Special days and multi-day events

XXXXALAR.SKW Alarm information

*.SKB Back up copies of Sidekick 95 files you have opened 
in Internet Sidekick.
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Internet Sidekick
system files

Data files, usually with an extension .DAT, which are stored in you
DATA directory.

Back Up and
Restore files

When Back Up and Restore copies files, it creates and places a .L
file alongside the copied files. This file allows Back Up and Restor
to keep track of the files that have been backed up or restored. Ba
Up and Restore creates and accesses this file automatically, so y
don’t need to worry about copying or updating it.
192 Chapter 12



 
rt 

ch 
ve 

ces 
A
Appendix AInternet Scheduling

Configurations
Use the tables in this appendix to help you determine the Internet
Scheduling capabilities and limitations for different e-mail transpo
configurations. 

Case 1 In Setup, you select Internet (POP3) as your e-mail type, 
using a name like “johndoe@domain.com”. 

Case 2 In Setup, you select Microsoft Exchange, using a name su
as “John Doe”, and you do NOT enter an Internet account (you ha
no direct Internet connection through an SMTP gateway). Resour
you manage can be scheduled by other Exchange users only. 

Task
Internet (POP3) 
recipient

Exchange-only 
recipient

 Exchange & Internet recipient 
(using the SMTP domain 
Internet address)

Schedule an event YES NO YES

Reply to event invitations YES NO YES

Reserve a resource YES NO NO

Distribute a resource YES NO NO

Transfer a resource YES NO NO

Task
Internet (POP3) 
recipient

Exchange-only 
recipient

 Exchange & Internet recipient
(using the Exchange name)

Schedule an event NO YES YES

Reply to event invitations NO YES YES

Reserve a resource NO YES YES

Distribute a resource NO YES YES

Transfer a resource NO YES YES
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Case 3 In Setup, you select Microsoft Exchange, and you DO have
direct connection to the Internet (via an SMTP gateway), so you e
a name such as “johndoe@domain.com. Resources you manage
be scheduled by other Exchange users only.  

Task Internet (POP3) recipient Exchange-only recipient  Exchange & Internet recipient

Schedule an event YES YES YES

Reply to event invitations YES YES YES

Reserve a resource NO YES YES

Distribute a resource NO YES YES

Transfer a resource NO YES YES
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! symbol (Calls pane)39
" (quotation mark) in 

searches106
+ symbol in lists67
? icon (Calendar)34
– symbol in lists67

A
abbreviations (call status)39
accepting group invitations68
activating

AutoSpell 122
online help3
Quick Letter 128, 129

active cardfile87
activities 51, 102

changing39
deleting 39, 57
entering from glance views51
moving 23
printing 178
recurring 40–43
searching for101

Activities view (Calendar)51–52
drag/drop support25
expanding/collapsing items67
group scheduling and59, 66, 

70, 74
overview 18
printing summaries178

Activities view icon 18
Add Cards command93
Add Cards dialog box93
Add Document button116
Add Document command117
Add Folder command125
Add new cards button88
Add new event button28
Add Receipt button (Expense 

view) 139
adding

bulleted lists119
dictionaries121
icons to Toolbars19–20
multi-day events54
receipts139–140
resources78
separators to Toolbars20
special occasions to 

Calendar52
tab stops119

address books
copying addresses101

automatically106
e-mail addresses91
group scheduling61
importing 97
printing 166–172

selected pages168
synchronizing111

addressing group messages61, 75
e-mail addresses91

addressing letters131
adjusting print margins168
agendas32, 63
alarm (event reminder)33
alarms44

special occasions53
alignment (documents)118
Alignment button (Toolbar)116
Almanac

opening43
Almanac Information button43
Almanac page (EarthTime)149
anniversaries52
announcements33
Answer button158
answering phone calls158–159
Any Field condition106
application main window16
Apply Colors to All Clocks button 

(EarthTime)150
applying report styles186
Appointments command57

area codes148, 161, 162
Ascending option47
ascending sort order47
Assign option (To Do)37, 48
Assign Width option184
assigning passwords26
At-A-Glance forms, printing176
Attach URL button32, 63
attachments32

group scheduling63
attributes

Calls pane38
Goals list 46
resources80
To Do lists 36–37

Authenticate Messages option84
authentication84
Auto Spell Check command122
automatic dialing27
automatic sorting46
AutoSpell 121

B
Back Up And Restore Files 

command188, 190
Back Up and Restore utility187–

192
backing up files188
copying files 192
restoring files190
running 188

Back Up command188
Back Up dialog box189
backing up files188
Between (range) operator106
binders (Write view)116, 126

adding documents134, 135
creating134

birthdays52
Bitmap option172
Blank Indexes First/Last 

option 47
Bold button (Toolbar)116
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book icons (Help)4
Browse Cities button148
budgeting expenses137
bulk mailings 131
Bullet command119
bulleted lists119
bulletin board hotline5
Business category37
buttons (Toolbar)17

changing20
identifying 4
removing 20

C
Calculator22

functions, setting23
Calculator command22
Calendar27

Activities view 51–52
expanding/collapsing 

items 67
group events59, 66, 70, 74
printing summaries178

Calls pane28, 38–39
creating events from30
setting attributes38

changing activities39, 42
changing dates29
Contact Log and45
creating56
customizing44, 44
Daily view 29
deleting activities39, 57
drag/drop support24
events29–34

adjusting duration30, 31, 
44

changing31
completing31, 34
creating20, 30, 31
group scheduling and59
personal vs. group31
reconciling 57–58
recurring 40
rescheduling31, 54
scheduling29, 30, 31

from glance views51
specifying type34
unconfirmed34

viewing 29
files 191
generating reports181, 182
glance views51

printing 175–176
illustrated 28
importing/exporting57, 58
List view 29
Monthly view 48–50

adding items51
setting preferences49

moving through views28–29
multi-day events53–55

viewing 28
multiple files 56

merging 57
opening27, 56
overview 17
Personal Lists47–48
printing 173–177

activities lists178
Daily views 173–175
glance views175–176

resizing panes44
saving 57
scheduling recurring 

activities 40–43
searching55
special occasions52–53

viewing 28
Time view 29
To Do pane28, 35–37

completed items46
creating events from30
editing items36
entering items36, 37, 51
prioritizing items 37
recurring items40
setting attributes36–37
sorting items46–47

automatically46
Toolbar 28
viewing empty time slots29
Weekly view 48–50

adding items51
setting preferences49

Yearly view 50–51, 54
adding items51

Calendar command27

Calendar icon17, 27
Calendar Preferences dialog 

box 44
Calendar Report command181
Calendar Report dialog box181
Call dialog box38
Call History window (Phone 

Dialer) 159
opening159

Call icon 38, 155
Call Note window (Phone 

Dialer) 157
opening158

call status codes47
Call Status dialog box157
Call Status option39, 47
call timer (Phone Dialer)158
Caller ID 10, 154, 158

tracking calls159
Calls list (Viewport)20
Calls pane (Calendar)28, 38–39

creating events from30
setting attributes38

Cancel button74
canceling events75

Clear This Event button75
canceling group events73
Card Fields button (Print)171
card list (Cardfile)87
Cardfile 87

activating 87
adding cards89–94, 110

e-mail addresses91
maximum 88

changing fonts96
closing 89
Contact Manager101–106
copying cards109

automatically106
specific fields101

creating events30
creating new files106
customizing25
default field values92
defining fields 88, 91
defining indexes95
deleting cards101
drag/drop support24
duplicating cards93, 106
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editing cards94
entering numbers92
exporting data111, 113
extracting cards106–107

specifying conditions107
generating reports180
hiding field names96
illustrated 88
importing address books97
importing data111, 112
Look For box103
mail-merges20, 109
marking cards100
merging documents and 

cards131–132
merging files109–110

caution 110
moving cards109
moving through94
new Calendar events20
opening cardfiles89
overview 18, 87–89
Phone Dialer and155, 156
printing cards165–172

choosing specific fields171
multiple copies172

removing fields, caution91
saving 89
searching101, 103–106, 156
selecting cards94, 100

to print 167
sorting cards94–95

dates and93
numbers and93

templates90, 98
defined 89
for printing 166, 167

setting up168–169
Toolbar 88
viewing cards45, 95

Cardfile command87
Cardfile icon 18, 87
Cardfile Report command180
cardfiles 191

closing 89
creating106
empty 89
group scheduling61
importing/exporting111–113

merging 109–110
caution 110

opening89
synchronizing111

Cards list (Viewport)45
Cards Per Page option166
case-sensitive searches120
cash advance140
Category option37, 48
Center map location 

(EarthTime)150
Change Column Width 

command184
changing

Calendar activities39, 42
Calendar dates29
Calendar events31
column widths in reports184
document margins119
EarthTime clocks147
EarthTime locations146
e-mail addresses15
field names in cardfiles91
fonts 25
Internet Sidekick25
mailing lists 75
print settings173–175

margins168
templates168

resource attributes80
time zones28

temporarily 34
Toolbar buttons20

Check as Complete command31
Choose as Home Clock 

command147
Choose as Local Clock 

command147
Choose contents to print 

option 169
Choose printing style template 

option 167
Choose Report Style 

command186
choosing

cards94, 100
to print 167

documents126
folders 125

group participants32, 62
mailing lists 75
phone numbers155–156

city information 148
Clear This Event button75
Clipboard 101, 133
Clock Setup command150
Clock Setup dialog box150
Close Cardfile command89
Close Cardfiles command89
closing

cardfiles 89
Viewport 44

Color button (Toolbar)116
color options25

EarthTime150
columns (reports)184

deleting 185
Combine command135
communications requirements9
comparing EarthTime clocks147
Completed Items option50
Condition command104
conditional searches104–106

operators105
configuring Internet Sidekick9–

10
Confirm button64, 74
constant text (defined)129
Contact Log107–109

generating reports183
Phone Dialer and153, 158, 

160
printing 165
viewing 45, 99, 160

Contact Log Report 
command183

Contact Manager101–106
opening102

Contact Manager button88
Contact Manager command102
Contact Manager dialog box102
contacting Starfish5–6
Conversions command22
Conversions dialog box22
Copy button (Toolbar)88
Copy Special Setup 

command101
copying 23
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cards109
automatically106
specific fields101

files 187, 192
counting words in documents123
country codes161
cover page (fax)125
Create A Letter dialog box129
Create Merge Template 

command130
creating Calendar events30, 31

from cardfiles20
from glance views51
group scheduling and59

currency148
current card87, 107
current time, setting28
current view17
customer assistance5–6
customizing

Calendar44, 44
Internet Sidekick25
Toolbars19–20

CustomToolbar command20
Cut button (Toolbar)88

D
Daily Activity command51
daily calendar, printing173–175
Daily command36, 38
Daily view (Calendar)29
data

backing up188
restoring190

caution 188
Date and Time page

Calendar32
Scheduling Wizard62

Date range option120
Date Stamp command108
date stamps108, 160
dates50

alarms for special53
changing29
group scheduling and62, 69
searching56, 120
sorting in Cardfiles93
To Do items and37

Day Of Year option50

Day Runner forms, printing177
Day-Timers forms, printing176
declining group invitations68
default colors (EarthTime)150
default directories25
default phone numbers160
default views25
Define Cardfile Fields 

command91
Define Cardfile Fields dialog 

box 91, 92
Define Fields command92
Delegate To dialog box68
delegating (group events)68
delegating tasks37
Delete Activities dialog box57
Delete Column/Row 

command185
Delete icon19
Delete Match Fields button 

(Cardfile) 109
deleting 19

Calendar activities39, 57
cards101
columns in reports185
directories9
documents127
fields 91
files 9
folders 125
group events74
multi-day events54
recurring events42
resources80
special occasions from 

Calendar53
tab stops119
Toolbar buttons20

Descending option47
descending sort order47
Deskpad16, 17

customizing25
Deskpad icons17–19

identifying 4
Detail option 50
detailed task reports182
Dial button (Phone Dialer)157
Dialer command155, 163
dialing phone numbers38, 157

viewing status155, 157
with area codes161, 162

dialog boxes, help with4
Dial-Up Networking 85, 86
dictionaries121
directories

deleting 9
setting default25

disconnecting phone calls158
disks

backing up files to floppy189
restoring files from floppy190

Distribute command79
Distribute Resource dialog 

box 79
distributing resources79
Do Not Remove Cards option110
documentation, printing 

conventions3
documents116–123

creating117
deleting 127
editing 117
extracting134
faxing 9, 124
formatting 118–119
marking 127
merging 135
moving 128
personalizing131–132
printing 177
replacing text121, 123
saving 126

rich-text formats133
searching119–120
selecting126
setting margins119
sorting 127
spell checking121
word counts123

double clock icon148
double-sided printing169
drag and drop23–25
Due date option37
duplex printing169
Duplicate command93
duplicating cards93, 106
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EarthTime145–151

centering map locations150
changing time zones35
displaying time 

differences147
illustrated 145
opening145
overview 18
preferences150, 151
rearranging city clocks151
resetting clocks147
selecting cities146
viewing city information148

EarthTime command145
EarthTime icon18, 145
Edit command40
Edit Folder Name dialog box125
Edit Mailing List command75
editing

Cardfile cards94
documents117
events31
phone logs38
receipts139
To Do items36

electronic information services5
electronic mail (e-mail)55, 82

addressing91
checking inbox70
group event icons67
incoming events66–70
Outbox 67
preparing messages115
reading group invitations67
reading messages71
replying to invitations67, 69, 

70
sending cardfiles via98
sending messages123
setting up14, 193

electronic registration8
E-Mail Address Book 

template91
empty cardfiles89
empty time slots29
encryption26
entering passwords26

Entry date option37
envelopes166, 169

return addresses171
Equal to operator105
Eudora address book97
Eudora Pro

launching98
Eudora Pro mail command55, 98
Event Options page (Scheduling 

Wizard) 63
event reminders33
Event Type page (Scheduling 

Wizard) 62
events29–34

adding descriptions31
adjusting duration30, 31, 44
Cardfile and30
completing31, 34
creating new20, 30, 31
deleting 74
editing descriptions31
group scheduling and59
incoming e-mail66–70
maximum scheduled29
overlapping30
personal vs. group31
reconciling 57–58
recurring 40
rescheduling31, 54

group activities69, 71, 73
scheduling29, 30, 31

from glance views51
setting alarms44
specifying type34
unconfirmed34
viewing scheduled29

Events pane (Calendar)28, 29
Events With Duration option50
exclamation point (Calls pane)39
Expense view137–144

adding receipts139–140
cash advance140
drag/drop support25
editing receipts139
files 191
finding receipts141
overview 18
printing reports178

Expense view icon18

Export command133
Export dialog box133
exporting files111, 113

Calendars58
Extract By Text dialog box107
Extract command134
Extract Documents dialog 

box 134
extracting cards106–107

specifying conditions107
extracting Write documents134

F
Facilities and Equipment page 

(Reservation Wizard)77
Facts About The City 

command148
fax support hotline5
faxing documents9, 124
faxing group events60, 65
field names (Cardfile)89

changing91
e-mail messages and91
hiding 96

Field Selection dialog box112
fields (Cardfile)

adding 88, 91
maximum characters93

copying specific101
default values92
deleting 91
entering numbers92
mapping109
maximum 88
printing 171
reordering92

fields (merge templates)129
file formats (supported)111
files 190–192

backing up188
copying 187, 192
deleting 9
exporting 111, 113, 133–134

Calendars58
importing 32, 111, 112, 133

address books97
Calendars57, 58

log 192
restoring190
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caution 188
saving 17
temporary191

Filofax forms, printing177
Find and Replace dialog box121
Find button (Toolbar)28, 88, 116, 

119
Find command55
Find Condition dialog box104
Find dialog box55, 119
Find Next command104
Find Previous command104
Find Text dialog box104
finding text 119–120

in cardfiles103
First Day of Week option50
Fitted Width option184
Fixed Width option184
floating Toolbars20
floppy disks

backing up files to189
restoring files from190

Folder view (Write)117
folders (Write view)116

adding to binders135
creating125
deleting 125
maximum 117
moving documents 

between128
naming 125
searching120
selecting125

Font button (Toolbar)116
Font command185
fonts 25, 175

Cardfile 96
documents118
reports185, 186

form letters20, 109
formatting

documents118–119
reports184–186

Found Text command120
Frame option172
Franklin Planners forms, 

printing 176
Free Time Report command181
Free Time Report dialog box181

Free Time reports181
group scheduling69, 71

free time, getting29
Full-screen button (Toolbar)118
function keys, assigning to 

Calculator23
FYI button 33

group scheduling63, 64

G
glance views51

printing 175–176
Go To Cardfile command89
Go To Current Report 

command180
Go To Folder command125
Go To Report button (Expense 

view) 140
Go to today shortcut29
Goals command46
Goals list (Viewport)45

completed items46
generating reports182
sorting 46–47

Graphic button (Print)172
graphics, printing169, 172
Greater than operator105
Greater than or Equal to 

operator105
Greenwich Mean Time146
group event icon30
group events60

personal events vs.31
printing 178
receiving invitations67–68
replying to invitations67, 70
status information67

Group Events page (Activities)66
group mailings131
group scheduling59

accepting events34, 68
Calendar and60

adding attachments63
addressing messages61, 75

e-mail addresses91
canceling events73
checking replies70
creating mailing lists75
declining invitations68

delegating68
deleting events74
entering events61–65
event minutes73
event types64, 67
forwarding invitations68
incoming replies67, 70–74

entering manually72
non-Internet Sidekick users 

and 65, 69
overview 59–60
preferences83
program requirements14, 60
reading replies71
rescheduling events69, 71, 73
reserving facilities and 

resources59, 63, 76–81
selecting mailing lists75
selecting participants32, 62
sending messages64, 65
sending reminders73
viewing resource schedules80

H
Hang up button158
hardware requirements7
Header command184
headings for reports184, 185, 186
help 3–4

ToolTips 4
Help system3–4

opening3
Help topics3
Hide Column Title command185
Hide Row Title command185
Hint button (Print)170
History button (Phone 

Dialer) 159
Home Clock (EarthTime)147

changing147
Home Clock icon147
HTML data 55

I
icons 17–19

Activities view 67
adding to Toolbars19–20
Calls pane38
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identifying 4
To Do pane37

Ignore All (AutoSpell option)122
Import command133
Import Files dialog box133
importing files 32, 111, 112

address books97
Calendars57, 58

Include Completed Items 
option 175

Include Mini-Calendar 
option 174

Include Regarding option174
incoming calls153

answering158–159
tracking 159

incoming events (e-mail)66–70
incoming group replies67, 70–74

entering manually72
incomplete tasks44
index cards, printing165, 166
index line (Cardfile)88
Indexed View button 

(Toolbar) 118
indexes (Cardfile)94
indexes (Write view)118
Info button (Toolbar)28
Insert Card Fields dialog box130
installation 6, 7, 8–9

over previous versions9
UnimodemV driver10

international city information148
international phone calls161
international support6
international time zones145
Internet browsers55, 82

launching96
Internet information services5
Internet mail91
Internet menu55
Internet scheduling 

configurations193
Internet Sidekick

configuring 9–10
customizing25
getting information about3
installing 6, 7, 8–9

over previous versions9
new features1–2

non-users65, 69
overview 16–22
password-protecting26
registering8
setting up13
shortcuts17, 23–25
starting 13
uninstalling 11
upgrading9

Internet Sidekick Web 
Publisher55

Internet Time Synchronizer21
Italic button (Toolbar)116

J
justification (documents)118

K
key combinations3
keys 3

reassigning to Calculator23

L
labeling reports184, 185, 186
labels 166–172

page layout168
latitude 148
Launch URL command96
launching Internet browsers55, 

82, 96
Leading Icon option50
Less than operator105
Less than or Equal to 

operator106
letters 115, 128

addressing131
Line option 172
List view (Calendar)29
lists (bulleted)119
Local Clock (EarthTime)147

changing147
resetting time zones35

Local Clock icon147
local exchanges162
log files 192
logging phone calls38, 160, 163
long-distance dialing161
longitude 148

Look For box
Cardfile 103
Write 119

Lotus Organizer112

M
Mail Merge command132
mailing labels166–172

page layout168
setting margins168

mailing lists 75
selecting75

mail-merges20, 109, 132
addressing131
creating templates129–131

main window 16
Make (city) the Map Center 

(EarthTime)150
Manage Mailing List 

command75
Manage Mailing List dialog 

box 75
map 145

shifting 150
mapping Cardfile fields109
margins119

adjusting print168
Mark Current Card command100
Mark Current Document 

command127
marking

cards100
documents127

Match Cardfile Fields dialog 
box 109, 110

Match Case option120
Match Whole Words Only 

option 120
meetings27

preparing agendas32, 63
taking minutes73

memory 7
menu bar16
menus23

help with 3
multilevel selections3

Merge Card dialog box132
Merge Cardfile command110
Merge Cardfile dialog box110
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merge templates (Write)129
creating129–131
field codes130

Merge With dialog box135
merging cardfiles109–110

caution 110
merging documents135

cards and131–132
Message page

Calendar32
Scheduling Wizard63

messages32
group scheduling61, 63, 69

Microsoft Exchange61, 91, 123
editing addresses97
getting addresses97
sending messages98, 124

Microsoft Exchange address 
book 97

minicalendars29
printing 174

minus (–) symbol in lists67
Minutes button73
misspellings121
modems7, 154

disconnecting from158
requirements9
setting up162

Modify Cardfile Template dialog 
box 98

Modify City Information 
command149

Modify Folder command125
Modify Resource dialog box80
Monitor current modem for 

Incoming calls option158
Monthly Setup command175
Monthly view (Calendar)48–50

adding items51
setting preferences49

Move Documents command128
Move Documents dialog box128
moving 23

activities to different lists23
cards109

extracting vs.106
documents128
tab stops119
To Do items36

Toolbars20
moving between views17, 20
moving through Cardfile94
Multi-day event button28
Multi-Day Event command54
Multi-Day Event dialog box54
multi-day events53–55

generating reports181
viewing 28

multilevel menu selections3
multiple Calendars56

merging 57
multiple cards100

merging with documents132
multiple computers84
multiple documents126–128

exporting 133

N
naming folders125
navigating the Cardfile94
Netscape Address Book61, 97
Netscape Mail command55, 82, 

98
Netscape Navigator

getting addresses97
launching98

New Binder command126
New button (Toolbar)88
New Calendar command56
new Calendar events30, 31

Cardfile and20
group scheduling and59

New Cardfile command90
New Event button64
new features1–2
New Folder dialog box125
Not Equal to operator105
numbers, entering in cardfiles92

O
offline work 84
On Condition command107
On Index Range command106
On Text command107
One Page option175
online help3–4

ToolTips 4

online information services5
Open Binder command126, 133
Open button (Toolbar)116
Open Calendar command56
Open Cardfile command89
Open Report command180
opening

Almanac 43
Calendars27, 56
cardfiles 89
Contact Manager102
document files126
EarthTime145
online help3
Phone Dialer155
previous versions9
reports180
Resource Reservation 

Wizard 77
Scheduling Wizard61
Viewport 21, 44
Write view 115

operators (Calculator)23
operators (Cardfile)105

conditional searches105
Opposite Corners option169
optional hardware requirements7
Options button (Print)174
Options page (Calendar)33
organizing tasks27
Other category37
Outbox 67
Outside of (range) operator106
overlapping Calendar events30

P
page icons (Help)4
Page Layout option168
paging (event reminder)8, 33
panes, resizing44
paper clip icon37
Paper Setup dialog box174
participants60

adding to mailing lists75
non-Internet Sidekick 

users65, 69
selecting32, 62
without e-mail accounts65, 72

Participants page
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Calendar32
Scheduling Wizard62

Password option26
Password Setup dialog box26
passwords26
Paste button (Toolbar)88
Personal category37
personal event icon30
personal events31
Personal List Setup command48
Personal List Setup dialog 

box 47–48
phone calls38, 93, 148, 153

answering158–159
Caller ID and158, 159
dialing 157

viewing status155, 157
with area codes161, 162

dialing shortcut25
disconnecting158
entering numbers155, 160, 

162
getting numbers95
group scheduling and65
logging 38, 160, 163
long-distance161
prioritizing 39
recurring 39
selecting numbers155–156
status codes47

Phone Dialer9, 153–163
answering incoming calls158–

159
Call History window159
Call Note window157, 158
dialing numbers157

with area codes161, 162
entering numbers155, 160, 

162
hanging up158
logging phone calls160, 163
long-distance dialing161
opening155
overview 18
selecting numbers155–156
setting up9–10, 162

requirements154
tracking incoming calls159
viewing Contact Log160

Phone Dialer icon18
Phone Dialer Setup dialog 

box 162
phone numbers

dialing automatically27
entering155, 160, 162
entering in Cardfile93
selecting155–156
viewing 95

playing sounds8
plus (+) symbol in lists67
Predefined Activities option37, 

47
preferences25–26

Calendar44, 49
EarthTime150, 151
group scheduling83
Write view 128

Preferences command25, 44, 49
Preview button167
previous versions, installing 

over 9
Print Address Book 

command166
Print At-A-Glance Format 

command176
Print button (Toolbar)88, 116
Print Cards command165
Print Cards dialog box165
Print Day Runner Format 

command177
Print Day-Timers Format 

command176
Print Documents dialog box178
Print Envelope command166
Print Filofax Format 

command177
Print Franklin Format 

command176
Print Labels command166
Print On Both Sides option169
Print Receipts command178
Print Report command178
Print Sidekick Format 

command173
Print Sidekick Format dialog 

box 173
printing 165

activities lists178

address book pages166–172
selected pages168
setting margins168

calendar formats173–177
Daily views 173–175
glance views175–176

cards165–172
choosing specific fields171
multiple copies172
selecting cards167

documents177
envelopes166, 169

return addresses171
expense reports178
graphics169, 172
index cards165, 166
labels 166–172

page layout168
setting margins168

minicalendars174
personal organizer pages176–

177
pre-defined stamps172
three-hole punched paper169

priorities
phone calls39
To Do items37

Priority option 37
product information5
product requirements7
publishing HTML data55
Purpose and Time page 

(Reservation Wizard)78

Q
question mark (?) icon34
Quick Letter 128–129

merge templates and131
Quick Letter button28
Quick Letter command129
quotation marks in searches106

R
range operator106
README file 9
rearranging city clocks151
reassigning function keys23
reconciling events57–58
Index 203



Recurring button (Calendar)
Calls pane39
To Do pane37

recurring Calendar events40–43
changing42
deleting 42

Recurring command40
Regarding option

Calls pane39
Monthly view 50
To Do pane37
Weekly view 50

registering Internet Sidekick8
Remap Fields dialog box113
reminders33, 73
Remove button (Cardfile)109
Remove Duplicate Cards dialog 

box 110
renaming folders125
Reorder Fields command92
Reorder Tabs command89, 126
reordering Cardfile tabs89
reordering folder tabs126
Replace Cards option110
Replace command121
replacing text121, 123
replying to group events67, 70
report files 191
Report menu180
Report view command140
reports115, 179–186

calendar formats181
cardfiles 180
changing fonts185, 186
contact logs183
formatting 184–186
Goals list 182
opening180
overview 179–180
saving 180

style settings186
special occasions181
ToDo items182
updating184

Reschedule button73
Reschedule command40
rescheduling events31

group activities69, 71, 73
multi-day 54

reserving event facilities and 
resources59, 63, 76–81

Reset button (Cardfile)92
resetting EarthTime clocks147
resizing

Calculator23
columns in reports185
panes44

Resource Reservation Wizard28, 
77–78

Resource Reservation Wizard 
command77

resources80–81
adding 78
defined 76
distributing 79
removing 80
scheduling76–79
transferring81
viewing schedules80

Resources page
Calendar33
Scheduling Wizard63

Restore command190
Restore dialog box190
restoring default colors150
restoring files190

caution 188
Retain Cards option110
Retransfer button82
retransferring a resource82
return addresses, printing171
rich text formats133
right-clicking objects23
Round Frame option172
RSVP button33

group scheduling63, 64
RTF files

exporting to133
importing 133

Ruler command119
rulers (documents)119
running Back Up and Restore188

S
Save All button17
Save All command17
Save As command57
Save Binder As command126

Save Binder command126
Save Calendar command57
Save Cardfile As command89
Save Cardfile command89
Save Report Style command186
Save to Current Contact Log 

button 160
saving

Calculator results23
Calendars57
call history 159
Cardfile 89
documents126

rich-text formats133
files 17
reports180, 186
Web addresses96

Schedule an Event dialog box31–
34

options 33
reminders33

Schedule New Activity button 
(Cardfile) 102

Schedule New Activity dialog 
box 31, 51, 102

Schedule the Event page 
(Scheduling Wizard)64

Schedule+ compatibility83
scheduling events29, 30, 31

from glance views51
group activities59, 61–65
multi-day 53–55
with cardfiles 20

scheduling resources76–79
Scheduling Wizard28, 61–64

options 63, 64
Scheduling Wizard command61
searches

Calendar events55
card files 101, 103–106

Phone Dialer and156
specific conditions104–106

case-sensitive120
documents119–120
help topics4
optimizing 102
receipts141

security 26
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Select a Different City 
command146

Select cards to print option167
Select Different Time Zone 

command34
Select Different Time Zone dialog 

box 35
Select Folders option120
selecting

cards94, 100
to print 167

documents126
folders 125
group participants32, 62
mailing lists 75
phone numbers155–156

Send Fax command124
Send To command123
Send/Receive button65
Send/Receive Now command65
sending group reminders73
Sending messages65
separators, adding to Toolbars20
Set Up Contents button 

(Print) 169
Set up template button (Print)168
Set up template dialog box168
setting

alarms44
default directories25
default views25
preferences25–26

EarthTime150, 151
Write view 128

Setup button (Phone Dialer)162
Setup Cardfile Template dialog 

box 98
Setup command162
Setup Wizard13
shortcut menus23
shortcuts17, 23–25
<SIS> in e-mail inboxes66
Size button (Toolbar)116
Skip Empty option175
Sort button (Toolbar)88
Sort Cardfile By dialog box95
Sort command46, 95
Sort Completed Items To Bottom 

option 47

Sort Documents By dialog 
box 127

Sort Documents command127
sorting

cards94–95
dates and93
numbers and93

documents127
goals 46–47
receipts140
To Do items46–47

sound cards8
Special Day button28
Special Day command52
Special Day dialog box52
Special Days list53
special occasions52–53

generating reports181
viewing 28

SpeedDial Field command160
Spelling Check button 

(Toolbar) 116
Spelling Check dialog box123
spelling checking121

adding dictionaries121
Spelling command122
Stamp button (Print)172
stamps108, 160

pre-defined printing172
Starfish Software

contacting5–6
Starfish TrueSync58
starting Internet Sidekick13
status bar16
styles (reports)186
subtitles for reports184, 185, 186
Summary option50
support hotline6
support options5–6
supported file formats111
Synchronize command57
Synchronize Events dialog 

box 57
Synchronize Now command22
synchronizing cardfiles111

T
tab stops (documents)119
tabs (Cardfile)89

reordering89
tabs (Write view)116

reordering126
tabular reports179
TAPI 153

phone formats161
technical support5–6
telecommunications9
Telephony Applications 

Programming Interface153
phone formats161

Template command98
templates (Cardfile)90, 98

defined 89
for printing 166, 167

setting up168–169
templates (Write)129

creating merge129–131
multiple cards131

Templates.SKWrite130
temporary files191
tentative event64, 74
terminating phone 

conversations158
Test Print button169
text

finding 119–120
in cardfiles 103

formatting 118
replacing121, 123
setting margins119
wrapping 50

Text button (Print)171
Text command104
text files

exporting 133–134
importing 32, 133

Text Wrap option175
three-hole punched paper169
time 27

adjusting in Calendar30, 31, 
44

comparisons147
group scheduling and62, 69
rescheduling events31
setting 147
setting alarms44
setting current28
viewing free 29
Index 205



Time Difference command147
Time Difference dialog box148
Time Stamp command108
time stamps108, 160
Time Synchronization dialog 

box 21
Time view (Calendar)29
time zones145

changing28
temporarily 34

group scheduling and62
timer (Phone Dialer)158
Timer option 37
Tips file 9
titles for reports184, 185, 186
To Do dialog box36
To Do icons36
To Do Items Report 

command182
To Do List Report dialog box182
To Do pane (Calendar)28, 35–37

completed items46
creating events from30
editing items36
entering items20, 36, 37, 51
incomplete tasks44
prioritizing items 37
recurring items40
setting attributes36–37
sorting items46–47

automatically46
uncompleted tasks35

ToDo pane (Calendar)
generating reports182

Toll Prefixes button (Phone 
Dialer) 163

Toolbar buttons17, 116
changing20
identifying 4
removing 20

Toolbars16, 19–20, 116
adding separators20
Calendar28
Cardfile 88
moving 20
Write view 115

ToolTips 4
Transfer command81
Trash 19

TrueSync58
two-sided printing169
typing errors, correcting121
typographic conventions3

U
uncompleted tasks35
unconfirmed events34
Underline button (Toolbar)116, 

118
Undo Transfer button82
undoing deletions57, 185
undoing merges110
undoing resource transfer82
UnimodemV driver8

installing 10
uninstalling Internet Sidekick11
Unmark All command100
Unmark All Documents 

command127
Unmark Current Card 

command100
Update Report command184
upgrading9
Urgent option39
URLs 32, 63, 64

saving 96
Use Default Color button 

(EarthTime)150
user type-in font3

V
View option 50
viewing

Calendar events29
cards45, 95
city information 148
Contact Log45, 99, 160
empty time slots29
expense reports140
Free Time reports71
Help topics3
multi-day events28
phone numbers95
resource schedules80
special days28
time differences147
time zones145

Viewport 16, 20–21
Calendar21, 28, 45–46

opening/closing44
sorting lists46–47

Cardfile 21, 88, 99
card histories107–109

opening21
Write view 21, 115

views 17–19
Calendar28–29, 48, 51
common features16
current status17
customizing Toolbars19–20
expanding/collapsing items67
moving between17, 20
setting default25

W
Web sites

entering addresses32, 63, 64
publishing data to55
saving addresses96
StarFish support5

Week Of Year option50
Weekly Setup command175
Weekly view (Calendar)48–50

adding items51
setting preferences49

window panes, resizing44
Windows 955

fax software124
installing Internet Sidekick8
setting local time28
starting Internet Sidekick13
uninstalling Internet 

Sidekick 11
Wizard panels14
wizards 13, 61, 77, 78
Word Count command123
Word Count dialog box123
working area17
world map 145
Wrap Text option50, 184
Write command115
Write icon 115
Write view 115

binders116, 126
adding documents134, 135
creating134
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customizing25
documents116–123

creating117
deleting 127
editing 117
extracting134
formatting 118–119
marking 127
merging 135
moving 128
personalizing131–132
printing 177
replacing text121, 123
saving 126

rich-text formats133
searching119–120
selecting126
setting margins119
sorting 127
spell checking121
word counts123

drag/drop support24
exporting text files133–134
faxing 99, 124
files 191
folders 116

adding to binders135
creating125
deleting 125
maximum 117
searching120
selecting125

illustrated 115
importing text files133
Look For box119
opening115
overview 18
preferences128
Quick Letter 128–129

merge templates and131
sending e-mail99
setting fonts118
subject lines117, 118, 126
Toolbar 115, 116

Write view icon 18

Y
Yearly Setup command175
Yearly view (Calendar)50–51

adding items51
scheduling multi-day 

events54
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Acrobat Reader Tips
Use these buttons to view, search, or print the book. Choose Help | Acrobat Reader 
Help for more information.

Starfish Internet Sidekick® User’s Guide Navigation
Red text designates hypertext links. All cross-references and index entries are 
hypertext linked. Clicking a hypertext link jumps you to the page referred to by the 
red text. 

Shows or hides subtopics when 
clicked (when bookmarks are 
showing).

Jumps to a topic when double-
clicked (when bookmarks are 
showing).

Closes the thumbnail/bookmark 
area and displays only the page 
view.

Displays bookmark area and 
page view.

Displays thumbnails and 
page view.

Drags the page in any direction.

Magnifies or reduces the page 
view. Click the button, then click 
within the document, or drag 
out an area to enlarge.

Selects text so you can copy it 
to the Clipboard.

Displays the first page of the 
document.

Displays the previous page.

Displays the next page.

Displays the last page of the 
document.

Displays the previous page 
viewed.

Steps forward from previous 
pages viewed.

Sets the page view to 100%.

Displays the entire page within 
the window.

Displays the full width of the 
page within the window.

Searches for a word or 
partial word.

Prints a page or multiple pages 
from the online manual. Specify 
the page range in the dialog box 
that appears. The default, All, 
prints the entire manual.
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