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What's in
Internet
Sidekick

Introduction

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

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

Internet Sidekick includes many new features, including the
following:

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

Internet resource scheduling—nternet Sidekick automatically
maintains a calendar for each resource, such as a conference room,
projector, or vehicle. You request a reservation for the resource, and
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 items,
group events, and resource reservations.

Caller ID and enhanced Phone Dialer—nternet Sidekick uses
Windows telephony support to provide advanced features. Caller ID
detects the number of an incoming call, if the number is in your
current Cardfile, and displays details about the caller. A “While you
were out” history log records the information about calls that are not
answered. (These features require specific hardware, software, and
phone service—seé®&equirements” on page)’
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Launch Web browsers—You can launch your Web browser and
jump directly to the address (Uniform Resource Locator—URL) of a
World Wide Web site stored in your Cardfile.

E-mail address book—Internet Sidekicksupports 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, including
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 your
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 you
can easily schedule events for your upcoming trip, and view your
activities in the correct local time when you arrive—as well as seeing
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 dictionary.

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 | Transfer My Sidekick 95 Data to Internet
Sidekick,” which explains the process. (You will find other many



In this manual...

Using online
Help

helpful information in this file.) If this file is not already displayed
when you switch to the Write view, use the File | Open command to
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. In
the Calendar, Cardfile and Write views, use File | Open to locate and
open the files you want. When you save the files, they are saved in
Internet Sidekick format.

This User’s Guideand the online Help system are designed to make
information about Internet Sidekick easy to find.

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

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

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

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

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

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

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

To open Help, do one of the following:

0 PressF1. For help on a particular menu command, select the
command and pregd.

Introduction



0 Click the Help button in a dialog box, or préds for help about
dialog box controls.

0 Choose a command from the Help menu on the Internet Sidekick
menu bar.

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

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

Double click a page icon to view that help topic.

Help Topics: Internet Sidekick Help [7]x] Click Index or Find to search for a
Contents | Index I Find I term.
Click a topic, and then click Display. O click anather tab, such as Index. /ndEX ShOWS yOU an IﬂdEX Of the
Double-click a book to see topics 10 ttng St ] Help system.
or additional books it contains. (2] Intdcing et Sidkick . Find creates a list of all words in the
Double-click a topic to read it, —{ 3 ueer Leania s el ekl Help system, which you can search.

ToolTips

For more
information

@ Contacting Starfizh Saoftware
Q Calendar ‘iew
Q Intemet Group Scheduling
Q Aclivities Yiew
Q EarthTime View
@ Cadile View
’ Sadrite Wiew
0 Expenze View | —
Q Phaone Dialer
Q Report View
Q Internet Time Synchronizer ;I

Display I PErint. | Cancel |

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

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

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



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 Guideassumes you have a basic understanding of

Technical Support
options

Windows fundamentals—using the mouse or keyboard, working with
windows, and so on. If you're new to the Windows 95 environment,
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.

In addition to extensive printed and online documentation, Starfish
provides other support options. Use Starfish Technical Support to get
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 request
a listing of documents, and then request the document you need. The
fax number is

800-503-3847

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

On CompuServe, Gstarfish

On America Online, Keywor8tarfish

On Microsoft Network, Go Wor8tarfish

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



International
support

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, phone
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

Information on how to contact Starfish Software outside the U.S. is
found in Help. See the topic Contacting Starfish Software.
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Installing and configuring
Internet Sidekick

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

This chapter discusses:

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

0 How to install Internet Sidekick

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

Requirements To use Internet Sidekick, you need
O A computer running Windows 95 or Windows NT 4.0

0 A minimum of 12 MB hard disk space for installation (including 1
MB of temporary space on the same drive as your Windows
directory for installation)

0 256-color VGA video and monitor
00 CD-ROM drive (a diskette set is available by special order)
0 A mouse compatible with Windows 95 or Windows NT 4.0.

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

0 A modem, to take advantage of the Internet Sidekick Phone Dialer.
For advanced features, particularly Caller ID support, you need a
modem compatible with the Microsoft UnimodemV driver, and

Installing and configuring Internet Sidekick
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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
fileto the new folder. Double-click Unimodv.exe to expand it.
Among the files that are created is one called Readme.txt. Double-
click thisfileto read installation instructions.

Y ou also need Caller ID service from your telephone company

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

0 A sound card is required to play sounds (.WAYV files) for
appointment alarms.

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

0 A printer supported by Windows 95 or Windows NT

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

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

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.

Toinstall 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.



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 isfound. If your
CD-ROM driveis D, you would type: D:\DISKI\SETUP

If you have installed an earlier version of Sidekick, it will be retained

ORIl initsoriginal directory. Internet Sidekick will be installed in a new
- : : directory called Internet Sidekick (unless you change the name).
The Tips flle has information After installing, you can open your old files in Internet Sidekick, and

Ina Sidekick _ >IN 1T
about opening Sidekick 95 or use Save Asto save them in your Internet Sidekick\Userdata
Sidekick 2.0 files in Internet

Sidekick. In Write, open the file directory. We recommend not deleting your old Sidekick files and
Internet Sidekick Tips, found in directories until you are certain you have all the data you need in
your Userdata folder. Internet Sidekick.

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.

The Readmefile Any last-minute changes or additions to Internet Sidekick are
documented in afile called Readme.txt. When the installation
program has finished installing Internet Sidekick on your hard disk,
you will seethe 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).

Confi gurinNg someof Internet Sidekick’s features require that you install specific
your g/stem for Windows components. The following sections point out some of the
. . configuration issues you may encounter. In addition, you need an
I nternet Sidekick 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.

PhoneDialer TouseInternet Sidekick’s Phone Dialer you must install the TAPI
and fax communicationsfeature. To fax documents, you must have Microsoft
Fax installed.

Installing and configuring Internet Sidekick [ IEGEINEE



Caller ID

Chapter 1

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 sure
Phone Dialer is installed, or add it.

Add/Remove Programs Properties

Communications
[&] ticeessibiity Dpt
@Accessones
0
%DI_Sk Tools Dial-Up Networking
= Direct Cable Connection

HyperT erminal

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

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 folder
on your hard disk.

2 Double-click the Unimodv.exe file to run it. A number of files will
be created in the new folder.
3 Double-click Readme.txt for installation instructions.



Uninstalling If you decide to remove Internet Sidekick from your computer, use
Internet Sidekick 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 Sidekick
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 from

your data folder (usually Program Files\Starfish\Internet Sidekick\
Userdata), and then delete the folders if desired.

Installing and configuring Internet Sidekick
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Starting
Internet Sidekick

First-time startup

2

Overview

This chapter gives you an overview of the many features of Internet
Sidekick that can help you organize and simplify your busy schedule.

The topics discussed in this chapter include

0 The Deskpad, icons, and Toolbars

The major “views” of Internet Sidekick

Desktop features, such as the Viewport and calculator

g
u
0 Conversion of measurements
U

Internet Sidekick shortcuts and preferences

Before running Internet Sidekick, you must complete the installation
process described in Chapter 1. You should also read the material on
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.

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.

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

Overview



Internet group scheduling uses e-mail messaging to send meeting
invitations and collect replies automatically. To use this feature you
must be using either Microsoft Exchange or an Internet Service
Provider (ISP) for POP3 e-mail. (POP3 is the Post Office Protocol,
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 a
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, see
Appendix A.

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

Internet Sidekick Setup

wielcome to the Intermet Sidekick Setup 'Wizard

Thiz Setup 'Wizard will guide vou through the initial settings
needed ta run Internet Sidekick. Remember. any infarmation
given i the Wizard can be changed later from within Intemet
Sidekick.

Click Cancel to quit Setup. Click Mext to continue with the
Setup.

My Information

Mame: ||

LCompany: |

Drepartment: I

< Back I Mext > I [Fatice] | Help |

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.

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 Wizard

Chapter 2



again from the Tools menu or open the Group Scheduling Preferences
dialog box.

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.

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), set
the options you want for flash sessions and automatic deletion of
messages from your inbox after they are picked up by Internet
Sidekick.

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

Scheduling | Electionic Mail|

i~ Flash Session:
2 ek Fissh Sesans Create the schedule you want for flash
Bvey [100 =] (MM Stamngat [1200a4 [l sessions, which send and retrieve your

group scheduling messages.

~ On the following day
¥ Sundsy M Mondsy W Tuesday ¥ Wednesday
¥ Thusday W Friday ¥ Saturday

[”,l“# — Check to delete old Activities from the
T EOS - display after a specified period

1] I Cancel | Help |

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

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

Overview



Group Scheduling Preferences

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).

E-mail Setup

Enter your e-mail information in the field.
Click the Help button for information about
e the fields.

F Borscht
ibarscht@aby. com

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

Chapter 2



Toolbar

Z Intenet Sidekick - C:APROGRAM FILES\STARFISH\NTERNET SIDEKICK\USERDATA\RB E
Lz Edit Yiew Calendar Intemmet Reports Phone  Tool:  Help
eny bar ——=Hi= Edit ¥i Calendar | R Fh Tools  Hel —— Des, pa
. B
Dlewle s (ss) el 2] < @ @B=ns] els@El | 1
M v T = Cilendar
“mmz 5« =« |Events - USA Pacific @ [
T i
[A1  July T |27 & oo 28 26 B¢ 00 []
FEEI 5 h 20 EarthTime
10:00a 53 /2 Marketing Committee] @ Paul Felton -
To Do Shaw by Due Date 10:30a g
[ Finish product specs ~1111:00a _I Cardfile
[ Review ad copy 11:30a I’
[ Check team assignments 12:00p ﬂ
W [ Update schadula 12:30p Wit — DeSkpad
o Biwits Balovely propocal 1.00p [@ lunch - Uma Fredericks P icons
1:30p bed
200p Expense
2:30p [ Frank Bozell, Jan Henricks !
= 500 =)
10 Activities
Calls 0P =l
#[ladine, Upton ﬂ F L6l e
1ancois, LeBlanc E bei v
« Rhonda, Auerbach George, Hinrich N ﬂ o
=l EI Cards \ Cardiiles \\t?
Daily  ‘Weekly | Monthly J  Veals | \ Delete _|_|

Status bar ntemet Sidekick - CAPROGRAM FILESASTARFISHMNTERNET SIDEKICKAUSERDATANRE

\— Viewport

TheToolbar buttons let you do certain tasks quickly, without using
the menus. The Toolbar and menu bar change with each view. See
“The Toolbar” on page 19

Thestatus bar displays information about the current view. For
example, if you are in the Calendar view, the status bar displays the
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 other
display options, choose Tools | Preferences | GenerdlSSemg
preferences” on page 26r more information.

Icons and Vviews Click a Deskpad icon to change to a different view in Internet

19

Jun

Calendar

Sidekick. The views—and how to use them—are described in detail
in later chapters of this manual. Since you'll probably be moving
back and forth among different views, here’s a helpful command you
should know: save your work in all views at once by choosing File |
Save All, or by clicking the Save All buttolfg

In theCalendar, you can create appointments (events) and use
Internet messaging to automatically handle invitations and replies for
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 your
daily tasks in a To Do list and keep track of calls. You can print your
calendar in a variety of formats, including page sizes suited to the

Overview



EarthTime

Cardfile

write

Ezpenze

/:.

Activities

Chapter 2

most popular day planners, such as At-A-Glance, DayRunner, Day-
Timers, and Franklin Planner. SEaapter ¥or 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, start
and end of daylight saving time, and other important facts for over
540 cities. Se€hapter &or all the details on EarthTime.

The Cardfile lets you store names, addresses, e-mail addresses, phor
numbers, and other information in your own personal address book.
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 with
the Phone Dialer to dial your calls and look up information about
incoming calls using Caller ID. S&&hapter Sor Cardfile

information.

The Write view provides you with a place to create and format
documents, organized in folders and binders. Write is a fast, efficient
tool for creating most letters and documents. And, if you like, Write
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. SEeapter &or the details.

TheExpenseview 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, S8eapter 7

TheActivities 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 the
Activities view to reply to group event invitations and view replies to
group events you have originated.

ThePhone Dialerlets you quickly dial a number stored in the
Cardfile. Simply drag a card from the Cards list to the Call icon on the
Deskpad. Or you can just click the Call icon and type any number you
want to dial. If you travel with your computer, the Phone Dialer
knows how to dial numbers at your destination as local calls, and how
to dial home as a long-distance call. For incoming calls, the Phone
Dialer can notify you of who is calling (this option requires certain
hardware and software). SE€aapter ¥or more information.



— TheDeleteicon lets you delete items from Internet Sidekick. To
- delete a card, document, or calendar activity, simply drag it to the
Delete  Delete icon on the Deskpad.

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

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

The Calendar Toolbar is shown here.

Save Special  Quick  Resource  Select
Newl All| |Cut |Paste |Day |Letter r/izard |Time Zone |Info |Calculator

Olelels| a'ﬁlliélfrl | =|=‘I 4| @B =me] o=@

Open Print Copy Find Multi-day "Scheduling "Send/ True-  Contact Add
Event Wizard Receive  Sync  Manager new event
Now

The Custom In addition to the Toolbar, you can display a Custom Toolbar if you
Toolbar 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. You
can move it to another area, if you like. You can leave your Custom
Toolbar displayed, and turn off the standard Toolbar.

i Intemet Sidekick - C:APROGRAM FILESASTARFISHAINTERNET SIDEKICKAUSERDATANRB

The
Custom
Toolbar

Monday |HEZ % 5 5 ;| | Events-USA Pacific

1 12 1

15 16 1 19 2
Lo L) gggess | 00
[T 7996 [ ]|.=%% 154 |30 EaniTime

=
ol
el ]

10:00a (& 13 Marketing @ Paul Felton -
To Do Sha by: Due Date 10:30a [Committes %
[#) Finish product specs 11:00a Cardfile
[ Review ad copy B 1:20a 4
[ Check team 12:00p a
¥ [ Hpdataschadua 12:30p e
7 () wiits Balovsky-piopes 1:00p: ‘ lunch - Uma Fredericks ‘ ,r_"‘i
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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.

The Viewport

Chapter 2

To move the Custom Toolbar

Click in a blank part of the Custom Toolbar and drag it to any side of
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:

Calendar Custom Toolbar Setup [ %]

Available Buttons:

To remove a button,

1 Click the button you want to
remove in the Current Buttons list.

LCurrent Buttons:

3 Undo

Add After

- Separator -

| Save Calendar 2&dd Betore | {U Delete Activities 2 C/ICk [he RemoVe bunon

B3 Save Calendar s - Separator - '
=

Save Al ml -_é“ Freferences

- Geparalor - To add a separator,

B Repot ] 1 Inthe Current list, click the button
you want the separator before.
Help |

2 Click the Separator button.

&f Print Sidekick Form
vg Prirtt DayTimer anll

0K Cancel |

Separator -> |

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

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

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

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

O Like appointments, you can create a Calls list or To Do list entry
by dragging a cardfile name from the Viewport to the Calls or To
Do panes. If the Call entry contains a phone number, you can then
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.
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3 EarnthTime
K IR 9:00a | Marketing Committee | & Pat Felinski _I -
To Do Sha by: Due Date 1 3302 g
[ Finish product specs ~{110:00a Cardfile
[ Review ad copy 10:30:
[ Check team staffing 'H.UU: H
¥ [ Updatacchacule 11:30a wite
P [ Wisite Frankston 12.00p
12:30p | Uma Fredericks lunch The
1,00 p spense i
1:30 7 Viewport
You can drag a card 200p [ S\l mesting 7 [~ | AE"{."@S P
from the Viewport to the z L N Drag th
Events, Calls, orTo Do |5 Mcocs Hiar Draglhe
lists to create Nade, Upton, 555.2844 [ [ o ieer sk o dog/n [g
a new entry.  Fihonda, Auerbach, 555-3800 L | Madine; Uptan | = ize th
;I lI Cards | Cardfiles | E ,\Ezﬁ/sorf
Daily | ‘weekly | Monthly g Yearly Delete ’
Click to close Click to choose Click to
or open the what to display select a
Viewport. in the Viewport. cardfile.

Internet Time
Synchronizer

The information you can display in the Viewport changes depending
on which view of Internet Sidekick you're working in.

0 From the Calendar, the Viewport displays cards, the Contact Log
of the current card, or the Goals list.

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

0 From the Write view, the Viewport displays appointments, calls,

To Do items, cards, o

r the Goals list.

The Internet Time Synchronizer lets you set your computer’s system
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 time
server and specify a schedule for synchronizing, if desired. (For more
information, click the Help button in the dialog box.)
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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 synchronization in
the bottom panel.

Conversions internet Sidekick includes a convenient conversion utility that lets
you instantly convert units of measure. You enter a number followed
by the original units, and then specify the units you want to convert to.
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 to
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.

1 Select the Category. Etegeres. [\veion = Coe | Hep |
2 Enter the value _Fam

you are converting. Vel [z10
3 Select the unit you Wi [eaar 51,0 El

are Convemng from [ Description, Type, Spmbol |

' ~To —— » The result appears here.

4 Select the unit you Value: [1.63375036” Ression(@12) 10 {4y can specify the number

are COHVEI’tIng to. Unit Iounce [avoirdupois], US, oz j of dlgll’S you want.

[ Desciription. Type, Symbol |
1 ct = 7.054793168E-003 oz
1oz ="141.7476 ct

The Calculator intermet Sidekick comes with a tape calculator for performing simple
calculations. You can show or hide the calculator at any time by
choosing Tools | Calculator or by clicking the Calculator button on the
Toolbar.
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To save the result of a

calculation, select it and drag it
to any card, document, or
calendar item in

Internet Sidekick.

To resize the Calculator,
drag any edge.

4.456.34 +

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 avalue.

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.

Shortcuts Internet Sidekick has other features, discussed in this section, that

Shortcut menus

Drag and drop

simplify the work you can do with your computer:

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

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

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

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.

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

Overview
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Several of the objects on the Deskpad are drag and drop “targets.” For
example, you can drag a card, call, event, or To Do item containing a
telephone number to the Call icon to dial the number. You can drag an
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 to
the place you want to drop the object. Release the mouse button. In
the Cardfile, point to the index line in the Card list; in Write, point to
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, as
described in later chapters.

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

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

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

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

O Drag cards to Cardfile tabs to move them from one open cardfile to
another. (After you start dragging the card, hold dowrCiti&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

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

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

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

0 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

0 Drag a document to the Delete icon to delete it.



Setting
preferences

Select which view you want to

be the default, or check the box

to return to the last view used

Drag a document to a folder tab to move the document to a
different folder. (Hold down thé€trl 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 mail
merge or form letter.

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

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

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

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

0 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.)

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

General Preferences
~ Deskpad

Default Deskpad View: Calendar >

I Remember [ast Active Deskpad Views /

Check the options you want.

before exiting. e : /
—Deskpad Icons On Option: 7 .
' Right Side I™ Password at Start-up g, $4— Change the display .fO”’$ for
Choose where you want the ——— the Cardfile and Write views
; € Left Side ¥ Start Marimized Password. . .
Deskpad icons. i '
) " Hide Deskpad |cans I Digital Clack Set a password.
Click to change Deskpad % Fromptfo Savs on s p '
colors. 7 Deskpad Colors ¥ Show Animation

ChOOSe the key that moves to Key To Move Between Fields in Card Entry
the next field in the Cardfile. @ TabKey C EnterKey

Specify the default directory.
for your files.

Default Working Directory
c:\pragram fileshatarfishhinternet sidekickh Browse... I Help |

The individual Internet Sidekick views have their own Preferences
menus, discussed in later chapters.
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Using password You can set a password so that no one but you can open Internet
protection Sidekick. Check Password at Startup in the General Preferences

dialog box (described in the preceding section). The Password Setup
dialog box appears.

Sidekick-Password Setup [<] . i
_ | Type in your old password (not needed if
M Passord this is the first time you are creating a
MewPassword: | ~ paSSWOId).
Repeat Password: [ E Type in your new password in these two
Cancel Help bOX(:‘S

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

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

19

Jun

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.

The 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 anc
phone calls. You can schedule group events and resources using
Internet group scheduling (discussed in this chapter and in CHapter
Your events automatically adjust if you take your computer to another
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, presk6, or choose View | Calendar.

This chapter explains how to
Enter events, To Do items, and calls
Schedule special days, recurring activities, and multi-day events

Sort To Do items and goals
Use the Activities view for personal events

Synchronize two Calendars

0
0
O
0 Search for specific entries
0
O
0 Enter time zone information for events
O

Set Calendar preferences and customize Calendar views

The Calendar view



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 following figure illustrates the Calendar view.

File Edit “iew Calendar Intemnet Reparts Fhone Tools Help

The Events pane shows

Z Internet Sidekick - C:\PROGRAM FILES\STARFISHANTERNET SIDEKICK\USERDATAVRE  [M[=] B3

e all the scheduled events
Toolbar (shown below) = R R EEE RN ﬁq: for tociay
Calendar
24 I S %5 i |Events - USA Pacific CYE] ) )
Iglilﬂ EhLEEgl [Heamiasay —B—— Special days and Multi-
[ el Al AR B Elfemsme | day events appear at
The To Do pane shows ToDo Show by _EnirDate | |10.00- [P Fermandes & 575 Ve Qg the top.
the tasks you need to [ Firish feature specs 5/24/96 ﬂ 10:30a [Committee: o Cardile
. [ Review ad copy 5/24/98 11:00.
) acgompllsh tOda,y — [ Check team assignments | 5/24/96 o3t H
including any you didn’t | [ Updats schads 5/24/%6 12000 || -
complete yesterday. | Dyiiie Balardpraposal 5/24/%6 12:30p
p y y 1:00p | Lunch, Uma Fredericks E
i o
200p /
2:30p
[z | 2000 [ Fark Bogel o Seanis
Calls T - fa i f
The Calls pane o Reynard, Abby, +1 (409) 555-2 ﬂ ‘Eﬂ!ﬁi‘.a"ﬁ”ﬂ?&mlﬁf e _: — The Viewport displays
shows the calls you # Gireybold, George, +1 (516155 Ssmarths, Scapell, +1 [408] 5559030 =il = another Internet
need to make today. o T Cardies | ¥, Sidekick view (see
U~ Daily [ weekb | Moy g vealh wele page 45).
Click a tab to select="1
the view of the
Calendar you want.
Save Special ~ Quick  Resource  Select
Newl All | |Cut |Paste | Day |Letter r/lzard |T/me Zone | Info |Ca/culator

Olslils] s [m(a] el x| @E=ne]  o=m|

Open Print Copy Find Multi-day Scheduling "Send/  "True-  Contact Add
Event Wizard Receive  Sync  Manager New Event
Now

Viewing your You can view your personal calendar in several formats (including
calendar Daily, Weekly, Monthly, and Yearly views, which are discussed here
and starting opage 48.
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To jump directly to today’s calendar
TIP Click the Calendar icon on the Deskpad. If you've changed to another
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 go
to today.

You can quickly jump to today’s
calendar from another date, or

from weekly, monthly or yearly

views, by pressing Ctrl+G.

Selecting datesin the Daily view, the selected date is highlighted in the mini-
in Dai|y view calendar. The following illustration shows how you can change the
date using the mini-calendar.

£
5 B

12 13 . . . .
1 %—— Click a date in the mini-calendar

2

i to go directly to that day.

L
[
-

L E

o

|%= o
iv
o
K=
o
Fain
Ln—
E=t =l —
ol
s
[

Change to the previous or next % _
month or year by clicking the Click the mouse on the
left and right arrows. month or year to see a
drop-down selection list.
List view and You can switch between two views of your calendar’s events:

Time VIEW  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.

Time view icon

Time view
Events - USA Pacific | [& — List view icon
8:30a = ot
9:00a | Jerny, Friieda schedule meeting LISt view
9:30a
10:00a (& Staff meeting ]
10:30a
i Eienls - USA Pacific EIE
11308 :00a-3:30a Jeny, Frieda schedule meeting
1200 @10:00a-11:00a Staff meeting
12 BUD T oo i&12:30p-2:00p lunch, Victoria and Salvatore
: DDD unch. Victoria and Salvatore &3:00p-2: 30p Rick Leavesley, 403-352-9876
o
1:30p
200p
2:30p
3:00p & Rick Leavesley, 403-352-9576
330p
4000 =

Scheduling Enter your appointments and scheduled events on the Events list. You
events can have any number of events scheduled throughout the day (up to ¢
maximum of 288 per day—that's three per 15-minute period for 24

The Calendar view



Create an event by typing in an

hours per day), and up to three overlapping events starting at the sam
time. Like To Dos, events can be checked off when completed, by
right-clicking and choosing “Check as Complete” from the shortcut
menu.

Events - USA Pacific IEIE
=

empty time slot, or double-click the —saga-.

starting time to open the Schedule
an Event dialog box.

To change an event's starting time,

300a [ Markefing G PatFeingke Overlapping events appear side-by-side.

9304 [Committee
10:00a |
10:30a
17:00a

drag its clock icon up or down.— {130

Click an event and drag its bottom—\a i Fredericks onch

edge to change its ending time.

Double-click the event icon, —=X&2AR sl mestng

or right-click the event and
choose Edit, to edit its details.

1:30p,

230p
00p:

Icons indicate an alarm and
unconfirmed activity.

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

Chapter 3

To create an event by typing in the time slot

Click in the Events pane on the time you want to start your event, and
type a description. You can adjust the event’s duration by dragging the
lower edge of the event down or up to lengthen or shorten the time.
When you're done typing, presster.

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 or
edit the information, or adjust the event time, just as you would with a
typed event. For more information, sé&sing 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 the
event text, whether it's a personal ev@nt  or a group dif2nt.



Revising in the To edit an existing event’s description or time
Events pane 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 the
Events pane. Change the ending time by dragging the bottom edge.

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

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

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

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

box To create or revise an event using the Schedule an Event dialog

box, do any of the following:
0 Choose Calendar | Events | Daily.

Double-click the Clock icoi@  for an existing personal event.

O
1 Double-click the Internet Eventicdi#  for an existing event.
0 Double-click an unused event time slot.

O

Click the Add button and choose Appointment from the Schedule
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 need,
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



The Date and Time page | EEEE¥EEEn

Project and schedule review mesting,

[m

When you finish with
each panel, click the

next tab you need [SanFiancisco, Ca.UsA — [wf[fusAPacic 3]
for your event.

Wharf Restaurant =]

The Participants page  EEYeyEzn

-

Jarice, Hartbloom, +1 [213] 5554 | ® Emest, wingo, +1 (202) 555-48
" . 4 Office Phone: +1 (213) 555- @ .Janice, Hartbloom, +1 (213] 55
Notification methods 1 WS Exchange: Jarice Hait
@ Internet 1; hartblmiEsg.is.ar B Samantha, Scapeli, +1 [408) 5
une, Corsova, +1 [301) 555-84.
4@ Office Phane: +1 (301) 555
@ S Exchange: june

—

]
Samantha, Scapell. +1 [405) 55+
N IS I

The Message page | EEEme
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1 Type the subject.

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.

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 Resources page

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.

Schedule an Event

Redwood Conference Foom

E_ Cypress Conference Room l Select aresource ffom the
- Available Resources list.
2 Click > to add it to the Event
Resources list.

Schedule an Event
1 Specify reminders you
want: by e-mail message to

asl =] participants, or to yourself

e by pager or computer alarm.
= 2 Click the RSVP button to
— 3] T | request a reply, or the FYI

B button to send an
announcement only.
u 3 Check other options you
[Fubic =] want (see text).

Reminders
The Reminders in the Options page include the following:

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

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

0 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:

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

The Calendar view



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.

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

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

0 Type—Specify an event type for your event: Public, Personal, or
Confidential.

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.

Help for internet Sidekick understands that the world isn't flat. Each scheduled
travelers: event on your calendar is entered with time zone information, which
. . you specify in the Date and Time panel (page 3). Most of the
Changmg time time, this will probably be your Local Clock time. But if you are
Z0oNnes planning a long-distance trip and will be taking your computer, you

can enter events with the time zone of your destination. Internet
Sidekick can then adjust your events when you change time zones.
Thus, as you travel, you can always check with Internet Sidekick to
find out what's happening back home, or elsewhere, in terms of the
current time.

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

Changing the time You can temporarily change the displayed time zone, so you can view
zone temporarily events you have made in another time zone. For example, if you are
trying to schedule a meeting for your trip to New York next week, you
can temporarily switch to New York time to see what your schedule

will look like when you get there.

To change the displayed time zone
E 1 Choose Tools | Select Different Time Zone or click the Select
Different Time Zone icon in the Toolbar.

Chapter 3



When you travel

Entering
To Do items

2 Inthe Select Different Time Zone dialog box, choose the time zone
you want, or choose the city and the time zone is automatically
selected.

The time zone you select remains in effect for your current Internet
Sidekick session or until you reset it. It affects your calendar display
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, 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, you
will be able to see any activities back home in “real time,” adjusted
for your current location.

For example, when you enter the appointments for your trip to New
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 Francisco
(or elsewhere). So an event you need to attend in New York at 10 a.m.
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 York
time), so you know when to make the call.

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

You can enter tasks into your To Do list, and check them off when
completed. Internet Sidekick forwards any uncompleted tasks to the
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 next
section for details.

¥/l wed a
M July ] éz é: ?
W1 199  [] |% 5% % & 51

] ] ] To Do Showby: | Pieiy L Click to specify what's displayed in the right
Click any blank line and begin Firish feature specs High ﬂ column.
typing to create a new T0 Do~ Review ad copy High

[ Check team assignments Medium DOUbIe-CIiCk [he rlght COIUmn to add or

Drag the icon to move the To DO ——o mipetaion Se52889  Medium change the details for a To Do item.
up or down in the list.

y
Click here to check off To Do _/
items when completed. =l

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

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

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

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

Revising To edit the text of an existing To Do item
To Do items 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, s&mrting To Do and
Goals lists” on page 46

Setting To DO You can set the attributes (for example, priority, category, due date,
attributes and person assigned to handle the item) for a new or existing To Do
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.
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Choose a Predefined Activity or
type in the text box. See page 47.

Type additional notes here. ——

Click to start or stop the timer.

Click to mark the To Do completed.

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.

To Do

Friri
C Low  © Medium
@ High © advanced

Predefined Activities:

I Send letter to {First Name}

Test:

Click to save the current settings

ISEnd lelter to Janice Hartbloo Advanced!..
: - efaut as default.
Fegarding: ™ Mo Prigity

e are still waiting for their (&
updated requirements
document

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

™ Click to create a recurring To Do item.

Category

chuning .

Agsign
[Mane] -

™ MoDue Date

el Tue 5728/
™ Timer 0 Help

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

[~ Completed

The attributes for To Do items are as follows:

O 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, Al, A2, B1,
and so on).

0 Category.Choose one of three predefined categories: Business,
Personal, and Other. You can edit or create your own categories as
described irfiCreating Personal Lists” on page.47

0 Assign.You can assign a task to someone else, and you can
customize the list of assignable people ($&eating Personal
Lists” on page 4).

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

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

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

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

0 Recurring. You can make any To Do item recurring, so it
automatically appears on your To Do list at specified intervals. See
“Recurring activities” on page 40
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NOTE The dates of To Do items are always based on Local Clock
time, and are not related to a specific time zone the way events are.

The Calls list i you prefer to keep your scheduled phone calls separate from your
To Do list, you can enter them in the Calls list. Like To Do items and
events, calls can have additional attributes—in this case, status and
level of urgency.

Drag to enlarge or reduce the Call pane,
5| or to open and close it.

Click any blank line and begin = ' _
typing to create a new Call entry, =———f— Zuorend, 0¥eil 5533057563 - Double-click the right column to add or
¥ Sale

Or drag a card with phone number . idamas DuPre 404-63 5555 change the call attributes.
from the Viewport to Calls list. _/ = If you assigned a status to a call, it

Check off calls when completed. DAILY o WEERLY | MONTHLY _YE2  appears in the right column.
The exclamation point indicates that a

call is urgent.

To enter a call item, do any of the following

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

0 Drag a card from the Viewport to the Calls pane. The three card
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 Call
icon to dial the number (assuming you are using modem dialing).

0 Choose Calendar | Calls | Daily, which opens the Call dialog box,
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 To set call attributes
attributes Double-click in a blank or existing call’s right column to enter or
change details. The Call dialog box appears.
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Choose a Predefined Activity &l
or type in [he text bOX Eredefined Activities Call Status:
yp See page 47, — IEa\I {First Name} {LaslNanj END"E] ;I
: usy Cancel
Tesk: Call —L
ol Emest Wingo, +1 (202 65 g:\llﬁacéY . Select a status.
elLrne: our Lal
Begardi /nice Mail b Defaul . . .
Mot i [WilCaBeck s —— Clickto define status choices and
Type notes about the call. —t El —}R- = predefined activities.
 ECLITING. .
|_/ Click to check as completed.
Completed . . .
& o T Click to display the Urgent icon.

You can set the following attributes for each call:

0 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 (seéCreating Personal Lists” on page)47

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

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

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

NOTE Calls are always based on Local Clock time, and are not
related to a specific time zone the way events are.

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

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

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.

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.

Chapter 3

Choose Edit to revise or reschedule the activity, or Delete to remove
it. The Recurring option opens the Recurring dialog box. (Note that
you can'’t have a recurring group event.) Check as Complete places a
checkmark next to the activity to indicate that you have completed it.

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

Recurring Appointment

Specify how long you want
[Project meetiig =] B the event to recur. The
] default is one year.

Click your choice here...
\w/eekly status check and schedule a]

review, ...and then choose the
interval in this panel (see
“Picking the interval for
recurring activities” on
page 41).

To add recurring activities to the Calendar

1 Choose the type of activity (Events, Calls, or To Do items) you want
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 recur
on using the From and To dates.

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



Picking the You can pick one of four types of intervals for a recurring activity,
interval for weeks of the month, weekly, days of the month, and daily, as

recurring activities described in the following sections.

Ereme Tue 5/26/95 B
To wed 5/28/97 EE

~Recwning————————————
C weeks of Month (% ekl T
€ Daps of Month € Daily

Click your choice in this panel...

Evew [z = wesks —T— ..and then choose the interval in this panel.

On W Mon [ Tue I Wed
Ty MR [ Sa
I Sun

Weeks of the month
This option lets you set an activity to repeat on the same day of the

week every month or every number of months (for example, the first
Tuesday of every month or the third Friday of every other month).

Set the number of months between occurrences. The default is
Exey r’%z monihs 1 (every month); the limit is 12.
gy ; ad 156 Choose the week of the month for the activity. You can choose
. F - - ::j et more than one week. 1st inserts the activity on the first
T G i occurrence of the day, whether it's in the first full week or first
ENENG 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.

Weekly
This option lets you set an activity to repeat on the same day every

week, every other week, or any other weekly interval (for example,
every Tuesday or every third Friday).
By |0 —p—me——— Set the number of weeks between occurrences. The default
o W I Tw I We is 1, the limit is 52.
e Cm FEs - Choose the day or days of the week for the activity. At least

5 one day must be selected.

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

every month, or the 25th of every other month.)
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Modifying and
deleting recurring
activities

Chapter 3

ey [ B mme——— Set the number of months between occurrences. The
e A default is 1 (every month): the limit is 12.

e o0owonow s ut—— Splact the dates for the activity from the generic month grid.
£ 15 [RCE TNV

o ow s oo At least one date must be chosen.

:29 EU ) 1 2 3 4
E S & v & 9 10 1

I LastDayof The Manth

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

Daily
This option lets you set an activity to repeat after a day or a number of
days (for example, every day or every 10 days).

Set the number of days between occurrences. The

B r%a m default is 1 (daily); the limit is 366.

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.

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

recurring event.

To modify or delete an existing recurring activity

1 Choose the type of activity (Events, Calls, or To Do items) you want
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 want
to change.



Recurring Appointment [ %]

Select the recurring activity Depattrent mesting Tue 5/28/%6 =]
you want to modify from TET i Stfan
the drop-down list. e

Staff meeting
T ennis lesson

1

i
<0000

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 delete
all occurrences, future occurrences, or past occurrences.

Using the Internet Sidekick gives you solar and celestial information about the
Almanac currentday in its Almanac. The information applies specifically to the
Local City set in EarthTime (see Chapser

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

Facts About San Francisco. CA. USA

Fr  B/28/9 =5

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.

The Calendar view



CUStOmiZing the You can change in your Calendar configuration to suit you personal
Calendar Working methods.

Setting Calendar

To enter or modify the Calendar preferences, choose Tools |

Preferences Preferences | Calendar while in the Calendar view. The Calendar

Set the beginning and ending
times, and the time increment to
display. The range is 12 a.m. to
11:45p.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.

Customizing the
Daily view

Chapter 3

Preferences dialog box appears.

Calendar Preferences

Click tabs to set preferences
for other views (they are
B T discussed later in this chapter).

Set up the arrangement you
want for your work space.

The Forward Incomplete Items setting determines how far back
Internet Sidekick looks to find To Do items you have not checked off
as completed. For best results, leave this value set to its maximum of
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.

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



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.

Using the
Viewport

Click here and choose what
to display in the Viewport.

Click to open or close
the Viewport.

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 .

Using the
Goals list

Events - USA Pacific ICYE
i1s ko 3003 =l

9:30a
Dunn interview

10:003 | [ Review

10:303 [meeting

D L Drag the border to
change the width of

the panes.

36 Tuesday 30
KT D1 ég é% -
M _19% D] | ¥ 2®™3) § 3 4
Show by:  DueDate

To Do
[ Review phone capacity
[3 Status report
[} Create user database
[ Report on support call volume

" 1) Riesisephanespstem-capasity

12:00p

12:30p
1:00p
1:30p
2:00p [ 77 Managers’ meeting
230p |

lunch with Fran, 262-5304

gggz Click to open and
\ it : close the Viewport.
= Cards | Cardfiles |I

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

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

Contact History i 3

236-300.
Goals List p-336-8

G l87E-4982
Close. . 93-6453

Cards

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

Cardfiles

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 the To
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 entry
from the To Do pane, for example, to the Call icon to dial the number.
You can also use the Edit | Add Card command to add new cards to
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. (SBeang the
Contact Manager” on page 191

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

The Calendar view



distant future. These tasks might not need your immediate attention,
but you don’t want to forget them.

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

Check off goals as completed.

Sorting To Do
and Goals lists

Chapter 3

| o |
= _ : To edit a goal’s attributes, double-
= Irnprove beam mor.ale 2/1/96 ﬂ click the rlght column.

Long-range planning E/30/96
o [# DRevssrsvisup 43086 |
- ok List DueDate 1 Click to choose which attribute to
=l 5 e Lit_| = display in the right column: Assign,

Category, Enter Date, Due Date,
Priority, or Timer.

Goals have all the same attributes as To Do items, except Recurring.
For detailed information on entering To Do items and setting their
attributes, seé=ntering 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. In
addition, you can move goals to the To Do list manually when they
need attention, by dragging and dropping them.

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

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.

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



Soit To Do Items [ %]

Brimary Index: Secondary Index:

) & 3100 I | Asszign
Select the primary and ——kaza Ealzan —
secondary indexes, meaning the EierDaic EnerDite ==
attributes you want to sort on. Timer Tiner o |
r— Order i
& Ascending € Descending Set options you want (see text).

Moves completed items to the

end of the list.

Creating
Personal Lists

Ifthe predefined activity includes
a phone field, you can place the
call by simply dragging the To Do
or Call item to the Call icon.

= Sort Completed ltems To Bottom

* Blank Indexes First
1 Blank Indexes Last

Choose from the following options:

0

P

Ascendingarranges the list from lowest to highest value (Ato Z, 1
to 6).

Descendingarranges the list from highest to lowest value (Z to A,
6to 1).

Blank Indexes First/Lastsorts cards whose Primary index field is
blank to the top or bottom of the list.

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

ersonal Lists can be a great time saver when you're creating events,

calls or tasks. There are several kinds of Personal List items:

0

Predefined activities can save you steps when creating an event,
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’s
card in the Viewport. Choose Calendar | Calls | Daily, and choose
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 Esgng
call attributes” on page 38They 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 Personal
List Setup dialog box.

The Calendar view



0 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 box.

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

Personal List Setup

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

For predefined activities, type text
. (including spaces) and double-click the
o o] e e field names you want from the list of
Meeting wi IFist Name) Lect Hame) fields. Choose Add to place the activity

Retum {First Name!'s call at {Home Phone}

Send letter to {First Mame} {Last Mame} on the pl’edeﬁned list.

Display Mame
Email Address

Fax
First Name

For call status codes, categories, or
i assign names, type a description (up
ssisant Phone Fu to 48 characters) in the Edit box, and
Eal choose Add to place it on the list.
all Back
Returmed Your Call
Voice Mail Meszage
"will Call Back
Dizplay Name
Email Address

Fos e Up to 127 entries can be added to
each list.

[EhanaE)

The Weekly and The Weekly and Monthly views display events, calls, To Do items,

Monthly views

Chapter 3

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.
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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.

Daly | weekls ontly | veart | Check Summary for number
T et of events only, or Detail for

5 &+ Detail ifi
Check all events you want to —=— oot o i event specifics.
see in the VieW ¥ Special days v Completed ltems [V 'wirap Text Check Op[iOﬂS yOU want
! ¥ Appointments ¥ Begarding [~ Appts. w/Duration )
¥ Calls ¥ Leading lcon [T Day of vear
¥ IoDa R 5wy | This option appears only for
- Monthly preferences.
Fonts.

oK I Cancel Help

The display options for the Weekly or Monthly views are as follows:
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View offers a list of what you can choose to display: multi-day
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 Itemsdisplays activities checked-off as completed
(incomplete activities always appear).

Regarding displays any comments attached to an activity.

0 Leading Icondisplays the To Do, Event, or Call icon in front of

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 on
one line appears.

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

Week Of Year/Day Of Yearshows 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 horizontal

Chapter 3

format, or as a yearly planner. Only multi-day events, such as
vacations and conferences, appear in this view. Switch to Yearly view
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. You
can choose from a vertical, horizontal, or planner format display.

Entering The Weekly, Monthly, and Yearly views are referred tglasce
activities from views
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 The Activities view brings together your group scheduling events
Activities view with personal events and other entries in your Calendar, all in one
f lend convenient location. This section discusses using the Activities view
or Ca ?n ar for personal appointments, calls and To Do items; using the Activities
Items view for group scheduling is discussed in Chapter 4.

/. To open the Activities view, click the Activities icon on the Deskpad,

_ or choose View | Activities from the menu.
Activities

The Calendar view



Click a tab to select—T]|

activites to view.

Click a column name to sort —T1

on that column.

Double-click a Calendar entry to go—

directly to it in the Calendar view.

Adding special
days

Chapter 3

%8 Internet Sidekick - Activities
File Edit “iew Intenet Phone Toolk Help
(45 an |2 Appointments | 4| To Do | g calls | @ internet Events | 05
Sop
- . P Show: |Tuda_v T calendar SEIEC[ the
The current Time Zone is: USA Pacific Time. (Im(:‘ EfIOd
Date aivity | Description | Detail: | p
e TE/96 Appointment Marketing Commitee Time: 3:00a - 10:00a o ffom the dl’Op-
uuuuu .
@ 9/6/95 Appointment Project review Time: 11:00a - 12:30p _ dOWﬂ I[st
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—+t E/96 Cal Doe, dcme Inc.. +1 [111] 555-8765 e
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[ 9/6/96 Todo Review ad copy :1;1
9/6/96 Todo Check staffing Write
9/6/96 Todo Read manual diafts P
Expensze
/
4
Activities
e
Call

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

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. Select
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 appear
in the list. This provides a convenient way for you to see everything
on your schedule for the day ahead, including today’s unfinished
items.

Special occasions, like birthdays, anniversaries, or other events that
you want to be reminded of, can be added to the Calendpeaisl

days Special days appear on top of the Events pane in the Daily view.
You can add special days to each day of the calendar year and set
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.



Special Day If the special day falls on the
Spacial Days Lit ~ Tine—2 same date every year, click
Choose a day from this list — =] DFoitionh & Dayorweek Day of Month and choose the
or enter a new special day here. —~Desergier: Martii [+ Pl Do s [ exact date.
o [nnuial meeting 7 Fepeat Annualld
Check if this day occurs annually. T If the special day is on a
) I Alam FiEy (cr T Coond Coad O 4t O lat | different date every year, click
Set an alarm if you want to be—-Lead | e Day of Week and specify
reminded several days in advance. - Coon CMon © Tue Ced when the day occurs. (This
Tore [oMESWAY P | ey coRi O example selects the first
Add | LChange | Delete | QK I Cancel I Help | TueSday n Aprll)

2 Enter a name of the special day into the Description text box, or

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 Weekis the week of the month and the day of the week
that the special day occurs.

4 To add an alarm to the special day, check the Alarm box. You can

set a lead-time for the alarm of up to 31 days. Choose a tone for the
alarm. The alarm sounds the designated number of days ahead
when Internet Sidekick is first opened that day.

NOTE Alarms use .WAV files, and require that your system have a sound
card. The .WAV files are stored in the Windows\Media folder.

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

Continue to add other special days following the same steps. All the
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 click
Change to save the changes.

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

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

The Calendar view



Choose a multi-day event

from this list.

Create a new one
by typing it here.

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

Chapter 3

A multi-day event appears in the title bar of the daily Events pane. In
the Weekly and Monthly views, the multi-day event appears as a bar
extending from the starting date to the ending date with the
description centered on the bar. In Yearly view, it also appears as a
bar, but its description appears on the status bar in the lower right of
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 Event
dialog box appears.

Muilti-Day Events List:
{iasaton =] | & ——+— Ifyou've created a new multi-day event,
Description: : . ..
|vdca.i - _Cronee| add it to your list by clicking here.
~Time Range———————————————— Delste
Fram: m ’TI

To RIEEES _—
ERuDy  CAM ORI Choose the color of the event's bar

ol |ﬁd s in the glance views.

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

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

4 Select Full Day, AM or PM (visible in Yearly Planner), and a color
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 settings
for the starting and ending dates. Click Change to save the changes.

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.



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, and
click Add.

Publishing The Internet menu includes an option to publish data to the World
HTML data Wide Web. This option requires the addition of the Internet Sidekick
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 The Eudora Pro Mail and Netscape Mail options in the Internet menu
Eudora Pro let you send e-mail from Internet Sidekick (you must have Netscape®

Mail or Eudora™ Pro Mail installed and configured).
or Netscape , _
E il The Eudora Pro Mail command opens your Eudora Pro (32-bit) e-
-mal 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 Message
Composition dialog. (If you have not configured Navigator for e-mail,
this option just opens the Navigator browser.)

Searching the its easy to find specific entries in your Calendar by searching for text
Calendar in the descriptions or Regarding notes.

To search for calendar items
Choose Edit | Find from the Daily view, or typgl/+F. The Find
dialog box appears.

The Calendar view



Select the range of dates to

Find .
Enter the text for the description or

search in the Calendar. The st | Regarding note to find. If you enter
minimum time period is one day. - B e TR E. Faﬁ" fircr text in both fields, only those
Lo [weaznrm BC]) gegaana | entries that meet both criteria are
Inchd found. (See the note on search text
Select the activity lists to include —FF ggpointments [ Cals [ ToDolems [ Goals Lis ‘ on page 102.)

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.

Working with
Calendar files

Using multiple
calendars
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Aclivities Found

FA10/96  Appt [12:00p] Iunch with Fran “ebsky d
FH2/96 Appt [12:30p] Jan Hirsch, lunch

FH5/96  Appt [12:30p] Team lunch meeting and briefing
7/16/96  Appt [1:00p] lunch, Jeff ‘w/elsh

|
GoTo I Cloze | Help |

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 Go
To to switch to it in the Daily view.

A single Internet Sidekick Calendar is composed of as many as eight
separate files. Internet Sidekick uses part of the filename to
differentiate the different files. When working with Internet Sidekick
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.

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

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

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.

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

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.



Deleting activities

Synchronizing
events

Task Command

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.

You can free up space in your Calendar files for new entries or delete
information that is no longer needed. The activities that fall within a
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 to
delete all activities from the lists selected. One day is the minimum
time period allowed. You cannot delete the current year’s Goals
list.

CAUTION Before you proceed, check your selections carefully. There is no
undo option.

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

You can combine the events of two Calendar files, reconciling the two
calendars so they agree. Note that this is different from the Backup
and Restore feature, which overwrites one file with another.
Synchronizing sends data from each system to the other, so that both
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 the
open Calendar file. Or choose a different file type in the Files Of

The Calendar view



Importing
Calendar data

Starfish
TrueSync~

Chapter 3

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 times,
description text, and exact attribute settings) to events in the other file,
the identical events are not added. However, if they are at all different,
they are added as separate events.

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.

You can import calendar data from other products, including previous
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 file
types you can import.

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

Scheduling Group Events

/:.

Activities

About Internet
Scheduling

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 event
you schedule, and collects their replies. The event is automatically
placed in your Internet Sidekick calendar, as well as your recipients’
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 schedule,
or that you accept an invitation to, are also posted automatically in
your Calendar.

This chapter discusses

0 Using the Activities view for viewing group events
0 Scheduling a group event

0 Receiving, reading, and replying to invitations

0 Creating mailing lists

0 Verifying the status of a meeting

0 Scheduling resources

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 intranet,
Internet Sidekick can provide group event scheduling with users
anywhere in the world at any time.

The Activities view: Scheduling Group EventSiEEIIEGEGE



To schedule an event, you enter the details of the meeting and the list
of people you want to invite. Internet Sidekick automatically notifies
the recipients and collects their responses for you.

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.

In addition to Internet messaging for group events, you can use fax or
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-mall Internet Sidekick schedules group events using either of the following
systems mail systems:

O Internet Mail using a POP3 account (POP stands for Post Office
Protocol).

0 Microsoft Exchange with a connection to the Internet if you want
to schedule group events via the Internet.

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

Requirements Before you can use Internet Sidekick for scheduling events and

IO Chapter 4

resources, you need to check a few things about your system:

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

the Internet.

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

0 To send fax invitations, you need a fax modem, and you must
install Microsoft Fax in the Windows Mail and Fax Control Panel.

For additional information about these requirements, see Chapter 1.



Scheduling
group events

Using the
Scheduling Wizard

Internet Sidekick provides a convenient Scheduling Wizard to assist
you in entering event information. It helps you enter all the
information about the event and identify the participants you want to
invite. You also can create a group event using the Schedule an Even
dialog box discussed in the previous chapter‘(Seag 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 your
scheduled time, a report on free time.

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

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).

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 you
to enter the information for your event—participants, resources,
agenda or notes, and options. Enter the information in each panel;
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 back tc
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 panels.
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Internet 5cheduling Wizard

Scheduling Wizard
Event Type 3 Select the type of event to schedule

e[ M eeting

£

Empl Perf Review

Executive Briefing

Executive Staff

I ional Country M
M arketing Review
Miscellaneous

Press Briefing

Private

Product Review

W Conference Call

& J Drline Event

Other Event

Project Review
Public Relati
Sales Forecast /

Internet 5cheduling Wizard

Scheduling Wizard
Date and Time

3 Review the subject and select the ime of the event

San Francisca, C&, US =] usa Paciic = ‘
=

ﬁ

Scheduling Wizard

Internet 5cheduling Wizard

Partl(:lpants b Select the event participants
Feceros 7 5] | Mee. |
Biakrow, Rob, 461-5995
At . Ealmoran, Piere, [518) 555-82
Notification method. Blaom, Fermands, [209] 555-8 419) 555-124

Telephone — o 212) 5554512

Fax

Internet
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Click an event category...
and click the event type.

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

Select the date by typing or
using the arrows. The large
arrow opens a calendar.

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

Select the city. The time zone
fills in automatically.

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.

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

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



Schedullng leard Internet §cheduling Wizard
Message b Enter a message or other notes for the event
Mg 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.

Please bring your latest budget estimates

Schedullng leard Internet §cheduling Wizard
Resources } Select the event resources

1 Select one or more

fose “mjeence floam, resources from the list.

Disisy Conference Room 2 Click the > button to add the
i, Profectar resources to the Event
Resources list.
Schedullng leard Internet 5cheduling Wizard
Event optlons 9 Set reminders and select event oplions 1 CheCk [he bOX to Send a
e reminder, and set advance

[Date) = notice time.
(=5 i advance 2 Check Page Me or Alert Me,
= and set the time, if you want

[Fisios Exclamatoner =], | TestPisy | 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).
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Scheduling Wizard Internet Scheduling Wizard
Schedule the Event |, sy

1 Review your selections.
Meeting Pro ect Fevies - CIICk the BaCk button ifyou
need to make changes.

2 When settings are correct,
click Finish.

Event options

The Scheduling Wizard Options panel provides the following event
options:

0 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.

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

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

Attaching a URL

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

Using the You can schedule a new event by clicking the New button in the
New button Activities view. When you do, the Schedule an Event dialog
box opens; se&Jsing the Schedule an Event dialog box” on page 31
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(If you are in the Calendar view, use Calendar | Event | Daily to open
the same dialog box.)

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

Participants WhO You can include participants who do not have e-mail in your list of
do not have e-mail 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, Internet
Sidekick launches Microsoft Fax and faxes the invitation for you (you
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 you
Calls list in the Calendar.

When you hear from these people, you can enter their replies by right-
clicking on each participant’s name in the Details pane and manually
selecting the appropriate status: Accept, Decline, Reschedule
Request, Delegate. S&entering replies manually” on page.72

Sending event once you have created an Internet event, or when you reply to an

message

Sinvitation or do something else that requires communicating with

another computer, an e-mail session must occur for the message to b
sent.

If you have scheduled flash sessions in Group Scheduling
Preferences, the message will automatically be sent during your next
flash session. To send the message right away, click the Send/Receivi
button 2 send/Receive] or choose Internet | Send/Receive Now. If you
have not scheduled flash sessions, you must use the Send/Receive
Now command (or button) to send your messages. Any unsent
messages will be sent when you exit Internet Sidekick.

If you are working offline, seé&Jsing Internet Scheduling offline” on
page 84If you are using a dial-up connection, $€eing a Dial-Up
connection” on page 85
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Incoming event when you receive an invitation, it appears in the Activities view in
invitations bold type. Anicon in the New column indicates a new event. In

4

Activities

Icons indicate message _| |

type, new message,
unsent message.
See text.

Click an item to see

2 Internet Sidekick - Activities

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, with
<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 changes
to it.

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

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

Click the Internet

information about it in the
Details and Information
panes.

Click an item in the

Details pane to view its
information in the
Information pane.

These buttons change~_|

depending on what kind
of event is selected.

Eile Edt Yiew [|ntemet Phone Toals Help E [ t b
vents tao.
H an Y3 Appointments ) ¥ To Do | g catie | O tntemet Events | E
e curient Time Zone is: USA Pacific Shaw: |All Group Events _— Select [he events
Type | Mew | Outbox | Date and Time I Subject [ Iniator | Location - m you want to see.
7A16/96 415 PM - 4., Birthday party Robert ... San Francisco, CAT EathT:
= 7/15/96 10:15 ... Meeting: Budge... bakan San Francisco. CA. US| e,
=2 49 717796 10:15 ... Meeting: Marke... cisco  San Francisco. CA, US E\\ .
(] ja| 7718796 10:30 .. Meeting: Marke.. retina 5an Francisco, CA, US Cole CIICk a COIumn head to
iR TR 00 AN Frodunt statis oviow e Beyeide Corieenis Cont. sort on that field.
= & 713796 7:30 8M - 1., The first event from ... plin SanJose, Ch, USA = SL—\‘
= 40 7722796 10:30 ... Meeting: Review retina  San Francisco. CA, US rite
@I 4 7711796 10:25 AM_Resource Distri.___rbakan | A P
1 r
Datais EE._ Click to expand the
=T Initictor. baker DateTime:  7/12/86 10:00 AM |4 Details and Information
B Received: 7/11/96 10:30 AM Puration: 1 hour(s), 30 minute(s) anes.
i EE Participants [Time Zone: US4, Pacific p ‘
Location: Bayside Conference Cent
CityiCountry:  Zan Francisco, CA, USA
Subject: Prociuct status review
Message: Please bring your latest budget information and= Call
ecommendsations hd —
H:l New”-@ SendIHecelve” & Mlnulas” ¥ Accepl” x Decllne” EDeIegalel A
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Status information for Internet events is represented by icons in the
three left columns:

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

include:
iFa  New event you = New incoming = Incoming RSVP
initiated RSVP event event you have
opened
Resource _E_ FYI message
message

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

icons include:

~— New event Reply has Canceled
h:':l information % arrived event
g’ Minutes @ Rescheduled

event

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

s Message waiting
== to be sent

Reading and when you receive an Internet Sidekick invitation to a group event, the
rep|ying to invitation appears in the Activities view.

Invitations 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

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

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

O 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. Then
click your reply choice from the buttons at the bottom of the
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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 only
to the originator, not to others invited to the event.

|‘ﬂ§:| New”l@ Send!Heceive” B’ Hinutes” v Acce&l“ x Decli\ne”'*_ﬁ' Dglegate”@ﬂeschedule Hequesll

BRI Chapter 4

Reply buttons
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 even
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 eventrist added to your calendar. You can
include a Free Time report that shows your booked and unbooked
time for the next 30 days. S&éreating a Free Time report” on

page 69

Short Message
Type a Short Message:
Somy, I'l be in Chicago that week. ﬂ—— Type a rep[y message'
[ . .
[¥ Attach my Calendar's Free Time Report for Next 30 Days ———— CheCk the 'bOX to InCIUde a YEPOI'T ShOng
T ] o | e | your free time for the next 30 days.
Delegate

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



Creating a Free
Time report

Replying for non-
Sidekick users

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.

Reschedule Request

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

@ 7! Erst Propased Dae/Tine — O Enter one or more alternate times for

Date Fram:

To
wed 7717096 [olle] [10:008M = the event.

—9 ¥ Second Proposed DatedTime
Date: Fram:

To
RN R EN EEE

—9 ¥ Third Froposed Date/Time
Date Fram:

To
MEEEEE N = RS
o Tppe a Short Message:
Mext week is busy, but these times would waork. —| - YOU can InC/Udea ShOf[meSS&ge hel‘e

= . .
¥ Attach my Calendar'’s Fre Time Report for Nest 30 Daps — chECk lfYOU want to InCIUde yOUf Free
[ ok | ool | Hep | Time report for the next 30 days.

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, beyond
the indication that the time is booked. To view this report, see
“Viewing the Free Time report” on page.71

People who have an e-mail account but do not have Internet Sidekick
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 the
contents, which is stored in formatted text. The body of the message
includes instructions that briefly explain how to reply. (The reply
choices for a non-Internet Sidekick user are limited to accepting or
declining the invitation.)

The Activities view: Scheduling Group EventSiIEIIEGE



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. (Do
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 | Accept or | Decline, so it reads
[X] I Accept or [X] | Decline. You can type a brief message in the
space between the markers reading <BEGIN REPLY MESSAGE>
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.

Incomlng replles Internet Sidekick automatically collects reply messages from people
you've invited to an event and displays the replies in the Activities
view. When you have unread replies, or other incoming messages, the
Activities view icon on the Deskpad is animated and changes color.

Checking replies As replies arrive, an icon in the New column of the Activities view

and messagesshows their status=l,

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

Details g—Expand the
Click the + sign by Participants, ___|_ 8 3%~/ 10574 ] [DatefTime: iy GRS 1530 A ] ??ta//s L?_nd
if necessary, to expand the list. 2 o Drow, Dugloski Time Zone: USA Pacific niorma /l;””
Click a pari ticipant 'S name — g:;;:mﬁ:i:ﬂc ML ] | CityiCountry: San Francisco, CA, USA — g?;gj-,m v
to view the reply in the 3] Josenh, Wisnewski, +1 (909) 55 Mo, of Participants: 5
Information pane. ‘-7 Rhonda, Auerbach, +1 [212) 555 | | Ho. of Resources: 1 -
H’j Newl ‘.@ Sendlﬂeceive” & Minutes”@ Heschedule”@( Cancel” ? Confirm

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.)
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Viewing the
Free Time report

l_:_lfﬁI Participants

Accepted —— - o Direw, Duplazki
Declined —— A Francois, LeBlanc
Reschedule Requested —— ﬂ George, Hinnch
Delegated ——% Jozeph, Wisnewsk
No Reply Yet—— - ? Rhonda, Auerbach

To read reply messages

Click a participant’s name in the Details pane and read the message ir
the Information pane.

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

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

=

i ﬂ Initiatar: Robert Baker Reply Status:
sl Sent 71496 10:30 AM
E-E% Paticipants
7 Francois, LeBlanc Message:
Report

I.

Declined

Sorry, can't make it as scheduled. See
attached Free Time

|JC| New”n@ Sendlﬂeceive” & Minules”@ Heschedule”@( Cancel” ? Heminderl

Activities

Delete

Entering replies For people you have invited by fax or phone, you can enter their reply

Zk Internet Sidekick - Activit

ies

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.

Eile

Edit ¥iew Intemnet Phone Tools Help
ﬁi‘l All Ya Appninlmenlefd_E To DDY_-' Calls Y nternet Events . EI
Il
The current Time Zone is: USA Pacific time Sfow: [A Group Events j‘ Calendar
Details Information =1 m
- T Iniiator: Fiobert Baker Mon 7/15/96 The 7/16/95 \Wed 7/17/95 EanthiTime
i) Sent 7411796 10:30 AM
: y 9 W Al =
= Eﬁ' Participants A g
-2 Francois, LeBlanc El 4
17 Joseph, Wisnewski 10 00
H Mo f
11 00 rite
AM 30|
PM 30| N Enpense
1 00 !
P20 J
2 @ Activities
PR 30|
3 0l
P an T
@
4 00 4| cal
4 » e
H’j Neu”.@ SendIHeceive” Eg Minute:”@ He:chedule”@( Eancel” ? Hemindell .
Delete

manua”y status manually in the Details pane.

Right-click a participant's name
and choose that person’s reply
from the shortcut menu.
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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 right-

click it.

3 Choose their reply from the shortcut menu.

Delegate

Details
q Initiator: Robert B aker
----- & Sent 74 e EEples
Eﬁ‘ P Accept
Decline ——
FReschedule Request ] @

The reply options are discussed beginningage 68



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

||3 Hinutes”@' Heschedule”@( Eancel” ! Flemindell

The reply choices are described in the following sections.

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

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

When minutes are received, the New column displays the minutes

icon. [

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

Rescheduling You can reschedule an event you originated by selecting the event anc
events clicking the Reschedule button.

Enter the new date and time information, and any other changes, in
the Schedule an Event dialog box (pege 7§. 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 ($&enceled
events” on page J5

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

Confirming For a tentative event, the Reminder button is replaced with a Confirm
tentative eventsbutton.[? tonfim] - 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 clean

Chapter 4

up your events list. Select an event and presfélaée key. Or you

can right-click an event and choose Delete from the menu. To delete
multiple events, use Citrl+click to select each one, or Shift+click to
select a range of events. Then presPdiete 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.

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.

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

You also can have events automatically deleted a specified time after
they have passed. In the Group Scheduling Preferences dialog box,
check the option Delete Entries from Activities View __ Days after
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,



Appointments, To Do, Calls) are Calendar events; change to the
Calendar view if you need to delete one of them.

Canceled eventsi you receive notification of a canceled event, the notice appears in

Using mailing
lists

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

3 Click the + by a name, and click L1 Jomn, dimson

the notification method you
want for that person.

the Internet Events list with the canceled icén.

Recipients of the cancellation notice who have accepted the invitation
can have the event automatically removed from their calendars. Click
the notification message and then click the Clear This Event button to
remove the event from the calendar.

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 schedule
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 List
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 List
dialog box. Select an existing mailing list to modify as shown below.

Select Address Book: Select a Mailing List: .
ONTACTS =] [rewist ——=— 1 Click the arrow and select an
People in the Address Book: Feople in the Mailing List: eX’Stlng ma”’ng IISI-

Drrew, Duploski
Francois, LeBlanc
@ Jossph Wisrewsr
@ MNadine, Upton

EI:I Francois, LeBlanc
i L Dffice Phone: +1 [41F

~ 4 Click > to add the person to
the mailing list.

Select a name in the Contacts
list and click < to remove that

B0 Drew, Duploski -
© L2 Office Faw: +1(408) 41

_5|

1 George, Hintich

-1 Joseph, Wisnewski
[ P Klacion Lot _lll
»

4
Beset Cloze Help | person

Addressing with Touse a mailing list for addressing event invitations, select the
mai|ing lists mailing list instead of individual names in either the Scheduling

Wizard or the Schedule an Event dialog box.
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Schedule an Event E

Date and Time ~ Participants |Message| Hesnur:esl Dphnnsl

Select Address Book or Malling List: 1 CAICk the ﬁ/;‘r()/m alrjdt
[Haiing List> ;{/ More cnoose <Mailing List>
Peaple: Partcipants in the drpp-dqwn list.
P Department "1 Team Leads Your malllng IIStS

(&P Mansgers appear under People.

7 et 2 Choose the mailing list
you want, and click the

P > button to add it to
> | either the Participants
< | or CC list.
ak | Cancel Help

- esources are facilities such as conference rooms, or equipment suc
Scheduling r facil h f l
resources as projectors, that you want to reserve. Internet Sidekick uses the

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

Chapter 4

following resource types:

0 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.) Internet
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 calendar.

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

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



Reserving You can reserve a resource as part of creating a group event. But you
resources may want to reserve a resource separately. For example, you might

Resource Wizard
Facilities and Equipment

need to know when the resource is available before scheduling an
event. (If you reserve the resource and then schedule a group event, b
sure not to include the resource when you schedule the event, since
you have already reserved it. You can notify people of the location in
the event message, if necessary.)

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

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).”

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

Resource Reservation Wizard

Choase th faclles and

equipment you want to

7] {0l e reserve. Click an item and
I conterence room i Projectar N .

Dak conference raam Prajector 2 CIICk [he De[alls buﬁon to

Pine conference room

Redwood conference room see information about it.

You can reserve multiple
resources by clicking each
one.

To de-select a resource, click

Deetails... | i[again-
< Back IWI Cancel | Help |

Eacilitie: Equipment
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Resource leard Resource Reservation Wizard

Purpose and Tlme 9 Enter the purpose and select the time of the reservation

Stall meeting, _| . Enter the purpose of the
reservation.

{ Wor 75056 ] ( | _ Then enter the start and end

oo = Lo = times and date.

Click Finish to send the

I reservation request.

’V San Francisco, C&, US4 r US4 Pacific ‘li

When you click Finish, the Resource Reservation Wizard sends out a
request to book the resource for the specified time. Internet Sidekick
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 mai®2d  in the Details pane. You
can click the resource and click the Free Time Report btshn at
the top of the Information pane to see the resource’s booked and
available times.

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

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

command.

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

Chapter 4



Distributing
resources

Add Resources

Click the resource type...
Y — type the resource name...

Cornputer projectar 1

Computer projector 2 and entef addltlonal
Maple Conference Room

Peng's camels information in the spaces
Pine Conference Foom prowded

Projectar
Redwood Conference Room

The War Room When dOI'le, CIICk Add l’O
depool Conference Fioom add it to the Existing
Resources list.

You must enter the following information. The rest is optional:
01 Name of the resource

0 Your e-mail type and account information. (This information is
automatically picked up from your group scheduling preferences.)

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

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

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

Distribute Resources

Click one or more

+a Department van B resources you
tagnolia Conference Ro manage that yOU
Duerhesd projector want to distribute.

Select users to
receive distributed
resources.

Department

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

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

prlntlng resource To view the resource schedule

Choose Internet | Resources | View.
i€| Viewing Resources - USA Pacific CIICk to select the
Wiew Resource:  [Coral Conference Room BEa| Print... ! resource.
Mon 7/22/36 Tue 7/23/96 Wwed 7/24/95 Thu 7/25/96 Fri 7/26/96

9 = \ i i

AM - 30[Bensfits mesting Click to prlnt the
10 0] schedule in Weekly
T or Monthly view.
1 00 y .
Am )

12 00

PM 20

1 00 M arketing Finance committes

PM 30 presentation _I

2 00|5taff meeting

PM 0]

3

PM 30

4 0

PM a0

5 00 -

4 Tl |

Modifying To change the properties of a resource
resources Choose Internet | Resources | Modify. The Modify Resource dialog
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 To remove a resource

resources Choose Internet | Resources | Remove. Select the resource from the
list and click Remove.

CAUTION Removing a resource that you manage deletes all scheduling
information for that resource on your system. Once removed, it cannot be
recovered.

BTN Chapter 4



Transferring a
resource

When you delete or modify a resource

If you modify or remove a resource you do not manage, you affect
only your local resource file. For example, you might want to delete a
resource that you never use, or you might want to change a resource’
comments. These changes affect only your local system, not others
who also reserve that resource.

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

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

To transfer a resource to another manager
Choose Internet | Resources | Transfer. The Transfer Resources dialo
box opens.

The Activities view: Scheduling Group EventSiELIINEGE



Undoing a transfer

Retransferring

Using
Eudora Pro

or Netscape

E-mail

Chapter 4

Transfer Resources

Computer projector

Coral Conference Room
Projectar
Seabrecze Conference Roo

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

and enter the new manager’s fiwemet ™
information.

[4058) 555-7B22

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

The new manager must accept the transfer before it goes into effect. If
the new manager declines, the transfer is cancelled.

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

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

The Eudora Pro Mail and Netscape Mail options in the Internet menu
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 Message
Composition dialog. If you have not configured Netscape Malil, this
command opens the Navigator browser.



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

Preferences 1o change your group scheduling preferences
In the Calendar or Activities view, choose Tools | Preferences | Group
Scheduling.

Group Scheduling Preferences

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.

Group Scheduling Preferences 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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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).

Using more
than one
computer

Using Internet
Scheduling
offline

Chapter 4

Group Scheduling Preferences [ x]

Schedu\ingl Electronic Mail ~ Signature |

Your Personal Signatur

S, |.Johi - . . .
Botwol Sallwats Consulants = Enter a brief “signature” with

B information about yourself. to be
included in Internet messages.
(Internet Sidekick creates a default

i _>|L| signature for you.)

OK I Cancel | Help I

Delete group scheduling messagesFhis option in the Electronic
Mail page determines whether messages are automatically deleted
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 messagesthis option in

the Electronic Mail page determines whether Internet Sidekick tests
each incoming group scheduling message for authenticity. One reasor
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.

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 tha
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 use
the Synchronize Appointments command ($&e1chronizing
events” on page 57%r Backup and Restore (s€eapter 1).

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

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



Using a Dial-Up
connection

Dial-Up
Networking

0 Reply to incoming events, initiate new events and take other action
as usual on event items in the Activities view. However, do not use
the Send/Receive Now command or button, since you are not
connected.

0 The next time you are connected, be sure to click the Send/Receive
button to send all pending messages and receive any new ones.

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.

You can use Dial-Up Networking to dial into your company’s
computer and use Internet scheduling. (Your computer must have a
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 item.
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. When
you complete the steps of the Wizard, click Finish to save the new
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. In
particular, refer to the topic on “setting up a new connection.”

To use dial-up networking for Internet Sidekick scheduling messages,
you must have the Prompt setting enabled in the Dial-Up Networking

settings Settings dialog box.
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Using Dial-Up
Networking

B Chapter 4

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.

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

=#Connect To

SISO

9 415 555 8699
Default Location ’—

[ Comest ] concel |

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.



Cardfile

Cardfile basics

5

The Cardfile view

The Cardfile lets you store, manage, and retrieve all your personal
information. Each Cardfile card can contain full address information
and numerous other details about your contacts. You can store World
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 inventory
of your favorite wines.

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

This chapter explains how to

0 Create a cardfile

0 Work with multiple cards and cardfiles

0 Use a URL to jump directly to a Web site.
O

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

O

Send cardfile data by e-mail
00 Search for and extract information from a cardfile

0 Use the Contact Manager and Contact Log

In the left pane of the Cardfile view is the card list, your visual index
to the cards in thactive cardfile—the cardfile whose tab is selected.
In the right pane is theurrent cardin the cardfile. You can review

and edit the information in the current card directly.

The Cardfile view



The following figure shows the Cardfile view.

2 Internet Sidekick - C:\...\RHB3.5KCard

cardf”e Toolbaf Fle Edit “iew Caids Intemet BHeports Phone Tools Help
(see below). = _ = -
—Ho (s [0 ] mE= TSI
Type characters l Lok Ece | =] "Barclay Advisors. DiMaggio. +1 [408) 555-44 il Z,-,Ze (;nge)(; I!bneer %eiﬁ; nzgre;
to find a card. <] [ Advest Consulting, Hulinski, <1 (616) 5557 ] ,°  TH= Hr. Al B .
& -] First Hame Rich list at left.
| Atabasca Corp_ Dramel_+1 (303 526-1¢ | B La are Didaosio EartTime Ist at lef.
| Barclay Advisors. DiMaggio. +1 [40!15 | Lompany arclay Advisors
] ] Lsarums ries Frarkin, +1 [#15)5661320__| £ e Une South River Sieet ﬁ
The index lines of J_\mnnks Wwebber & Fiona, Honchow, +1 [4[15: gity E:ville
cards in the | Ca Assoriates, wings, +1 (2 se4el | o 32 3 fﬂ
q LIZars & More, Garzola, +1 (415) 555-6860 J_.J -| Office Phone +1 [408) 555-4400 rite The current card.
g;j.r?(em ca;rdf/le. [ Carway Supply, Sanbom, +1 [408] 55583 | | | EE‘;E i‘;g,ess +1(408) 555-4408
Ick one lo see | Diavid & George, Nuncio, +1 (408 65584 1M- M3 Exnchangs o Ewe
the card. [ Dealers Chice, Malkavich, +1 (4081 5653 | | [remet 1 rdimaggio@barclay. dfg
J_‘Dlummund Wwalkow, Wilson, Buitoni, +1 [4lp: Compusere | !:
[ Elephant Storage, Vershel, +1( 18] 55574713 | soL | | #onmes
EnterPrize Co., Scapelli, +1 [408] 555-9030 7 - -
[ st || [T e e The Viewport can display
LFustInterglobal Swit, [212) 555-4512 J_w: catalog and current timetable. r(: Ca/endar ’nformatlon or [he
[Fone Brothos, Habtan, 1 (4081 5558227 | || - Contact Log of the current
= | 3/ 34 cards Zv' | Contactlog | e card.
hs Exchange Contacts | Rhb: Pl Defete
Click a cardfile’s tab to Click to select Viewport contents.
switch to another cardfile. \ cyicy o gpen or close the Viewport.
Save Contact Add
New All Cut Paste Find TrueSync Manager cards

gl =11 -TET A P ]

Open

Print

Copy

Sort

Quick
Letter

|={m] S

Calculator

Card view (full-screen) or
Index view

Here are some of the key concepts of cardfiles:

0 Thecardfile contains customizable fields that you can use to
organize the information on the cards. Each cardfile can have up to
30,000 cards.

O A cardfile consists dfields. Each card can have up to 100 fields.

0 At the top of each card is tliedex 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. You
can specify which fields appear in the index.
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Opening,
closing, and
saving cardfiles

Creating a
cardfile

0 Thefield nameglescribe 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 are
currently open. The tab that appears to be on top of the others is the
active cardfile.

You can choose File | Open Cardfile to open as many cardfiles as you
like. Each open cardfile appears as a tab at the bottom of the screen. |
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 least
two cardfiles open.)

To reorder the cardfile tabs

Choose Cards | Reorder Tabs or pFddsin 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 save
the file under a different name or to save in a different format.

NOTE Internet Sidekick and Sidekick 95 cardfiles must have the extension
.SKCard.

To close cardfiles

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

When you create a cardfile, first decide what fields you want on each
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 an
imported file with its own fields, seémporting and exporting

cardfile data” on page 111

The Cardfile view | IIIEEHEIE



To create a new cardfile
Choose File | New Cardfile. Choose the template you want from the
list that appears, as shown below.

Select Cardfile Template E
Cardfile Template: i i
NOTE: If no cardfiles are open, etk e — ggg{(bgi,]_%gg%nir}%g 7,-2?58 possible templates
use Cards | Define Fields to : = o
open this dialog box. = EEdNames: ] | You can see the predefined fields for each
Title [ template. When you find the best template for
Fist pame your needs, click OK. If you want to define all
Campany | your own fields, choose None from the list.
Office Phone
Office Fax " . .
s — The new cardfile contains the field names from
Dffice Add ;
citf[%rrice[]ess =l Help | the template, but no data until you add cards.
Click to add cards
(see page 93).

m- Internet Sidekick - [Untitled)

File Edit “iew Cards Intemet Reports Phone Tools Help

D]zl » (w2 H] ] = 1 N
Calendar
Look For: | =l &
= 1 & Tite :I m
S First Mame EarthTime
L J_E o Last Mame =
[ 163 Gy =
i iﬁ i S;JE: z;:zne Cardfile
G ice Address
1| Citg (Dfice) u
- 11 rp
- H Add
L ,]-llf - Ei?yrﬂ[ilﬂmeaess
L J_ - MS Exchange
Bl Internet 1 Erwense
N Lot et 4
L J_E | Compuserve i
L ;‘ AOL LI Activities
i | A
[ 1
1 é ] & Call
=l | Mo cards Zv- EI Contact Lag @
Ms Exchange Contacts | Untitled Delere

You can use any of the cardfile templates provided with Internet
TIP Sidekick, or create your own (s&ereating and editing cardfile

templates” on page 98In most cases, you'll find it easiest to use or
gg’;’i‘(‘f"(‘)’f‘g;;ovsi;ﬁ&:ﬁ;’r‘]gddress customize existing templates, rather than using no template and
S 6 ey s i creating all the fields yourself.

feature, you should select the E- If you want to define fields or change any fields after creating the

Mail Address Book template ) : ; : - "

from the Template pick list (see cardfile, see the next sectidhdding and changing cardfile fields.

the next sectign). s If yog’re ready to begin entering data into your new cardfile, see
“Adding cards” on page 9For another way to create new cardfiles
from existing cardfiles, s€&xtracting cards” on page 106
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Adding and The Define Cardfile Fields dialog box is where you create new fields
changing cardfile for a new cardfile, edit existing fields that were provided by a
fields template, or change field names.

Using special field names for e-mail

If you are using Internet Sidekick’s group scheduling feature (see
Chapterd), the electronic messaging it uses makes some assumptions
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 wordinternetmust appear in the field name.

Microsoft Exchange mail: The wordExchangeanust appear in the
field name.

When you create a new cardfile, your cardfile will have e-mail fields
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 box

opens.

CSirelardslrsias To add a field, type a name in the Field Name box or
e N | choose from the drop-down list. Then click Add, or
[oae I click an existing field and click Add Before.

Fon oo, A _pasgene | To change a field name, first select it from the list.

£z Hama | _Thense Then type the new name and click Change.

Dot Stop o= 4 To delete a field, select it from the list and click Delete.

Address 1

Address 2

t = swes. 44— Click Sort By to set which fields to sort the cardfile by.
QK | Cancel I Help |

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

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.

The Cardfile view



Reordering fields To change the order of the fields in a cardfile

Choose Cards | Reorder Fields to open the Reorder Cardfile Fields
dialog box.

. X i Reorder Cardfile Fields
Double click fields in the order

you want them, or click each—g =
and then click the >> button. —

Hew Order;

Salutation
First Name

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

=
_oown | ~~— Click Reset to return to the original order

oK Cancel Help of the fields.

Default field data when you add a new card, you can have a default value in any field
that appears automatically when you create a new card. For example,
you can have Internet Sidekick automatically enter USA in the
Country field for every new card added to a file. You can change the

information once it appears on a card, just like any other information
you've entered.

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.

To specify default data for a field

Choose Cards | Define Fields. The Define Cardfile Fields dialog box
appears.

Define Cardfile Fields
Field Mame:

e Select the field and type a colon ( : ) followed by the

First Name 3| [t default information you want. In this example, “USA” will
[ = appear in the Country field of new records. (You can
s _feee | change it for non-US addresses by typing over it,)

State Delete
Zi
= Sort Buy...

[k | Cancel I Help |

Using numbers cardfile fields are text fields, not numeric fields. This means that when
in fields you enter numbers, you should use leading zeroes if you want the
number to be sorted correctly. For instance, if you enter the numbers
from one to twenty into fields, Internet Sidekick sorts them as 1, 10,
11, 12, 13, 14, 15, 16, 17, 18, 19, 2, 20, 3,4,5,6, 7, 8,9
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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 or
68-06-19.

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

r— = Type the data for each field in the list. To move
Sohtaton ] —= from one field to the next, use the up and down
FistMame [ - arrow keys or either Tab or Enter (depending
st on what you specify in Tools | Preferences |
Poston [ General).
Campany l—
DeptMalstop [

Address]
Address2

ciy Click Add to insert the card in the cardfile. You
State [ - can then begin entering data for another new

card, or click Close.

Add Cloze Help

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 characters
in a field. If more than 10 fields exist for the current cardfile, a scroll
bar appears at the right of the dialog box.

Duplicating cards Sometimes it is useful to make several copies of one card, and then
customize the information as needed. For example, if you are entering
information for several people who work at the same company, you
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 and
choose OK.

Entering When you enter data in telephone number fields, you can type the
telephone numbersnumber just as you would dial it, for example, 555-1234. This
approach will work for a computer that always stays in one location.
However, if you have a portable computer and want to be able to dial
numbers automatically from any location (including or excluding area
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code and country code as needed), you must enter the number in a
format that Windows 95 recognizes. For details, Setephone
number format” on page 161

Editing and oOnce a card has been added to the cardfile, you view its contents by
Viewing cards clicking its index, as shown in the figure 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 If you have a large cardfile, there are several ways to navigate through
through the it quickly to find the card you want.

cardfile To navigate quickly through large cardfiles

Type the first letters in the Look For box. The cursor jumps to the first
card whose index starts with that letter or group of letters:@eek
searches” on page 103

The navigation aids are shown in the following figure:

Look For: [ =]

| [Alvarez, Department of STRE, Ty . . "

Click the index fine to T—— Type the first letter to jump to the first card whose
select a card index starts with that letter.

Scroll bar Click the arrows ; Or you can click the letter you want in the scale, or
‘ A drag the marker up or down.

:
or drag the slider up or down
to move through the cardfile.

Greenberg, Frank & Stein, +1 (303

Grurwell, Fipzon Contractars, +1 2

Hapfield. GeaT ech, +1 [313) B854
Johnson, Will Coates & Sons, +1 [«

| 8716 cads

(S5STR00EET A Taanonn

Sorting the cardfile Every card has aimdex or title line, with up to three fields. For
by index example, you could use Company, Last Name, and Office Phone
fields for an index, as shown in the following figure.
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Z Intenet Sidekick - C:\_. \Business SKCard

Fle Edit “iew Caids |Intemet Beports Phone Tools Help

D] b [w(w] 2] (0] Dlsl@| ol |
Calend. ..
|Lnnk For | =] Tosova. & ich Consulting, +1 (301) 55! = This index...
: - LBakrnw West Services, 461-5335 . First Hame June i m
- - | Last C —
Card indexes 4}3 Imoran, Four Quaters, (516] 555-6200 | B | g O b Comsulting | EarthTime ists of
appear here. [ Bloom, Intergraphical, (205 566 8788 | ]| Office Phone |41 (301) 655 8445 J consisis o
. Second Phone | +1 [3011] 555-8300 [he Infor_
CI’Ck the IndeX to LBulton\, Dirurnmond, W alkow, Wilson, +1 [4J_§ o| Office Fax +1 (301) 555-8448 Cardfile " |
VIeW the Cal’d | Corsova, Greenwich Consulting. +1 | - gfhceuﬁ_ddress 15"‘3 S“"_'“;. Lark mation in
. [ DiMaggio, Barclay Advisors, +1 (415 5857 | H- i [0ifce) P e H these three
Divemel, Athabasca Cop. . +1 [303) 55615 | 4 -] Zin 02155 Wiite .
}.\E . > .aSDa o +1 1303) ’lK -| Home Phone f’e/ds'
stevan, Stafish Software, [B05] 5665828 | | | e 7 P
[ Frankiin, Barometrics, +1 (408) 5554551 | M+ Home Address :
ey e —raarrer e 1 M=l MS Ewchanae pense

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 are
arranged alphabetically by last name, then first name, and then
company name.

In addition to determining the sort order, the index determines what
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 card
in the left side of the window, be sure to include the telephone field in
the index.

To define the index
Choose Cards | Sort or click the Sort button on the Cardfile Toolbar.

A . .
24 The Sort Cardfile By dialog box appears.
5 [x]
Sort By: Up to 3 Fields] ) o
1 Select up to three fields one- Lot Hame — 2 Yo carzjchangehfleld or d‘é’ by clicking
by-one and click >> to move g | 1Dtiee Phenz Cance one and using the Up and Down
them to the Sort By list. [ buttons to move it
+— 3 Choose the sorting order (Alphabetical
Soting Qrder or Reverse Alphabetical) for the card
’7(3 Alphabetical I’S[
Office Extension .
Home Phons +| | T Reverse Alphabetical Help |

Changing the view There are several options for changing the way your data appears in
the Cardfile view, as shown in the following figure:
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2 Internet Sidekick - C:\...\RHB3.5KCard

Click to switch between

] Fie—fri—tier—F et Fromhe—tieie _
Index view (shown) and
Card view (full screen, IEEERE IHIIEJ =S =E]a]| T
Calendar
one card at a tlme) ! |Look For: | =] “Barclay Advisors. DiMaggio. +1 [408) 555-44 &
< [ Advest Consulting, Hulinski, <1 (61615557 | ,° TH= Hr. A B2
-| First Mame Rich EarthTime
LAlhabasca Corp. . Dremel, +1 [303) 5551“18 Last Mame DiMaggio
LBarcIay Advisors, DiMaggio, +1 [4[!(15 Compary Barclay Advisors g
fiddiess] One South River Stieet
[ Sarometics. Frenkdn, +1 (55661530 E - s e South Hiver Shee o
Bronks, wehher & Fiona, Honchow,_+ — City Milville
D f these bord I = Wiae. -1 (202 oebtea | 1| 5 o @L
rag an,y o . ESQ Oraers ~< ATt ivreaaacla_+] [415) 5555350 Office Phone || +1 (408) 555-4400 Wit
to adjust viewing areas. ey Supeh, Sanbern, | (W EETT T fes  +1 [408) 555-4408
[ David & e Huncio, +1 [40) 555844 l -l M5 Exchange ) . Exg
[ Diealrs Choice, Mallomoid (4015559 | 1y | [rtemet ] rdimaggio@barclay.dig
LDIUI‘HI‘HDHd Walkow, Wikson, BMlP Compusarve [ !:
[Elephant Storage, Vershel, +1(513) 555- 4};\ AL [ | Aetiviies
| EnterPiize Co.. Scapsli, +1 [408) 5555020 | 2
- [CALLED]: 6/23/96. 10:26 AM, 3min, Warls to B
LFarr, Giotham, Urzzl. Wyzsnski, +1 (515) 55,]-5 | |dizcuss new schedule. Sent him latest updates for
LF\IS[ Interglobal, Swit, [212] 555-4512 l 4 .| [|catalog and current timetable.
[ Fonz Brothers, Halstein, +1 [208) 5558227 ] ¥ - =[] -
= 3734 cards 3 Cortection | e
Ms Exuchange Contacts | Rhb3 Y Delere

If you drag the divider between field names and data all the way to the
left, you completely hide the field names from view.

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

Using the Internet Sidekick works with your existing Internet software and e-
Internet and mail systems to help make your Internet activities more productive

and easier.
e-mail tools

Storing and using You can store World Wide Web addresses (called URLS, or Uniform
URLs Resource Locators), and then use them to launch your Web browser
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 | Launch
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 to
jump to before you select the Launch URL command. If you don't
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select the URL first, Internet Sidekick finds and uses the first URL in
the current record.

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

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

address bOOkTo open the Eudora Pro address book

Choose Internet | Eudora Pro Address Book.

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

Importing the If you use Netscape Navigator for your e-mail, you can open your
Netscape addresd\etscape address book in the Cardfile, and use it for addressing e-
book 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 Cardfile
view. You can save it as a cardfile; the default file name is
Netscape.skcard. It is stored in the Data directory.

Importing the voucan open your Microsoft Exchange address book as a cardfile in
Microsoft Internet Sidekick. Once you save the file in Internet Sidekick, you can
Exchange addressselect cards from the imported Exchange address book for sending e
book mail and for group scheduling.

To open an Exchange address book
Choose Internet | Exchange Address Book. Choose the address book
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; use
File | Save to save the file before attempting to import another address
book.

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

The Cardfile view



Eudora Pro or
Netscape mail

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.

The Eudora Pro Mail and Netscape Mail options in the Internet menu
let you send e-mail using those programs. ‘Seséng Eudora Pro or
Netscape E-mail” on page 55

Sending card data You can send Cardfile information by electronic mail using Eudora

by e-mail

Creating and
editing cardfile
templates

Type the name of the
new template here...

...0r pick from the list to
modify an existing template.

BCEE  Chapter 5

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 choose
Send To from the shortcut menu. Select Eudora Pro or Exchange from
the menu.

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

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

Cardfile templates help you create a new cardfile quickly and easily
(see"Creating a cardfile” on page $9Not only can you use the
templates that Internet Sidekick provides, but you can also create your
own, or edit the existing ones.

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

— Click to define the fields of a new template.

LCardfile Template:

|_—— Click to modify the fields of an existing template.

o 2

e Festotons enane 44— Click to rename the selected template to the
Pervond At Bock._ =] D name you've typed.
o |_Coel | b | N Click to delete the selected template.

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



Modify Cardfile Template
"y Field Name:
Type the name of a new field. 2 3 [+ Click to add the new field.
Aliaz = elete ] i 1
or pick from the list of ex{s fing e Beize o Click to delete the selected field.
fields. @?Q?ﬁl"” _| __" 4 Click to move the selected field up in the list.
SR _ Lo = Click to move the selected field down in the list.
(K I Cancel | Help I

The Viewport The Viewport can display the Contact Log for each card, and can
make cardfiles available in other views.

‘Loak Far. I d Carg Inc., Garzola, 415-565-2200 &
ﬂ fcme Inc., Doan, 400-663-890 A‘_ galtﬂﬁlinn DF-h. . =
= Z| First Mame ran
Athabasca Com.,.Dremfa\I, Ei E L Last Name Garzola
Barclay Global, Dimaggio, 454 D Position Sales Manager
Brooks, Wehber & Figld, Honc E - Eggpaﬂ.\; 1552";8-[[ N -
o 7] ress atten Avenue
Cable Vector, Dubrovrik, 804- :—c J addiees 2 Suite 12D
Cars Inc_. Garzola, 4155 | 1 | Ciy San Francisco
Compusystems, Gregorio, 515- '|_< | State CA
Conway Supply, 5anborm, 305 Wi 94115 LI
o
gav;d &g: D'ge'h:'l 11 ] [CALLEDE 672075, 557 AM. dmin Caledre <
ealers I0ICE, ark.ovIC o o . H
- F - |rew model just arived.
Drummond, ‘Wales, Godine, By ? 0| [[CalLLED]711/36, 11:15 am. Discussed The VIEWpOff ShOW’ng
Dyna System Corp., Wershel, 2 | U -  [easing proposal. Check finance rates and - _| Contact LOg information
W =l lease terms for meeting on 7/11
Elephant Storage, Jones, B56- ¥ b -
LI B/ 21 cards ; ] EI Caontact Log I
-

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

0 In the Cardfile, you can use it to view your Contact Log for any

TIP card.

The Viewport is a powerful O In the Calendar, you can drag a card from the Viewport to an
feature that lets you use data appointment time, the To Do list, or the Calls list to create an entry

from your cardfiles with Internet using that card’s dat&ee “Using the Viewport” on page 45.

Sidekick's other views. . . . .
O In the Write view, you can send electronic mail or fax a document

to one or more cards selected in the Viewport. You can also create
a merge template, and then drag a card from the Viewport to the
template to instantly create a personalized letter or docuBeat.
“Personalizing documents” on page 131.

O In any view you can drag a card to the Call icon to dial the phone
number on the card. S€apter 9
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Selecting and in addition to editing the information in the fields on a card, you can

working with
multiple cards

Marking cards

Chapter 5

perform various actions—like deleting—to the card itself. You can
even perform these actions on several cards at once, after you select
them.

To select multiple cards, do either of the following:

0 Click a card’s index line in the card list, and then p&g$and
click another card’s index. The two cards and all cards between
them are selected.

0 PressCtrl and click several cards’ indexes in the card list. Only
those cards yo(trl-click are selected.

You can perform many functions on multiple cards:
0 Deleting
0 Printing (see Chapteézhapter 1)

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

0 Merging cards with Write documents (s&ersonalizing
documents” on page 131

0 Creating reports (see Chapiiel)

0 Extracting (se€Extracting cards” on page 196

Marking cards gives you another way to specify a group of cards for
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 left
side of their indexes.

To mark the current card
Choose Cards | Mark Current Card, or pi&gsK, or right-click the
card’s index line in the card list.

To unmark a card

Choose Cards | Unmark Current Card, or pé#$s< again, or right-
click the index.

To unmark all marked cards in a cardfile
Choose Cards | Unmark All.



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 choose to
delete the current card, selected cards, marked cards, cards with blan
indexes, or an index range.

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

Card Fields: Select or lype contents:
Title Add: E -mail Information: Ed/t or type
. " . . First M
Click the fields you want in the list éo' Home B | | o Lot el constant text
—— — C )
and CIICk [he Flelds >> bUtton Elﬂrlgpeagﬁuns {M%mgfggange} and fle/dS here.
. Office Fax {Internet 1}
You can type a Space or carriage Dffice Address {Intemet 2}
return between the fields, or use Ea i) T i
RIS I
the Insert buttons. i e
Intermet 1
Interet 2 Space
Compuserve
e E

Cancel

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 Edit |
Paste, or pregsiri+V.

Usmg the use the Contact Manager to search your events, calls, To Do items,

Contact and Contact Log for all activities involving specific contacts or people

in your cardfile. The Contact Manager displays all activities involving

Manager a contact in one place for you to review. You can then schedule new
activities with that person using the Contact Manager.

The Cardfile view



For example, if you search for John Smith in your cardfile, you might
find that you've made an appointment with him for tomorrow, called
him twice last week, and have plans to send him a letter at the end of
next week. All the contacts that pertain to John Smith appear in the
Contact Manager dialog box.

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

i Contact Manager [6/1/96 - 7/31/96) [ %]

The current card index is useq for ———bdiasEarICas and Vore Garzola )
the Search. You can [ype other text Date Range |Pickadate range j—_ SpeCIfy the range Of dates to SeaI'Ch.

rch for here. 6249 Cal Cars and More, Giarzola, 42
to search for here FANE Cal Cars and More, Garzola, 4
B/21/98  Appointment  Cars and More, Garzola, 4
E£/28/96  Appaintment  Cars and Maore, Garzola, 4

7/5/96  Appaintment  Cars and More, Garzola, 4}

— Click to start new search after entering

- new contact text.

— Search Setup... | Befresh Close |
Click to create a new ———_Schedule New... | Gola -I—H&b—l—— Click to goto the selected activity

appointment, To Do, or call.

Click to specify where to search.

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 your
searches are very slow, use the Date Range and Change Criteria
options to narrow your searches to include only necessary
information.

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.

Scheduling new To schedule a new activity for a contact
activities 1 Click the Schedule New button in the Contact Manager dialog box.
The Schedule New Activity dialog box appears.
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2 Choose the type of activity you want to schedule—Appointment,
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 chapter.

Searching internet Sidekick has several powerful tools for finding data in a
cardfile. You can search for simple text strings, such as hames, cities,
numbers, and so on, or specify conditions to search for in particular
fields of a cardfile. Internet Sidekick displays the first card matching
the search criteria as the current card.

Quick searches You can search the Card list for text contained in the index lines of
each card. As you type text into the Look For box, Internet Sidekick
displays the first card whose index begins with the characters you're

typing.
In the following example, typinge” takes you to the first record

whose index begins with the letter “c”. Adding a second letter to
make ‘to” takes you to the first record whose index begins with “co

| Lok For: [Co = When you type Co in the Look For box,

: Internet Sidekick moves immediately to

:| | Alvarez, Depariment of State, 1 | %, the first record whose index begins with
LAtklnson Brice and winn, +1 [313 J_ E | “0"

LBakrow Green Grazs Supply, +1 ¢ J_E ?‘
LBIitstein, Fandango Inc., +1 [707) EJ_E i
LCaIiguIa, East Mortheast, +1 [202) J_E :
| Canuthers, Smith, Wiein, +1 (512)5 1 H -
| Conroy, Benton & Hamis, +1 J_
LFernfoot Grubfelt & Smith, +1 [415 J_K
LGarzoIa Cars and More, +1 [201] ¢ J_L
LGreenberg Frank & Stein, +1 [303 J_N
LGrunweII Fipson Contractars, +1 [+ J_p

. Ipson Contrctors +1 [
Johnzon, Wil Coates & Sons, +1 [4]
Leidethozen, TekReview Consulta

'

If you press Enter after typing “Co”, Biitstd Martinez. General Automatican, (51
Internet Sidekick displays the first 20 u,";'agm pirateon Conlrct, +1 (525
records that contain “co” anw’l_/hefe in LEarruthers Srrith, Wein, +1 [512]5J_H
their index (to see this drop-down list, [Conray, Benton & Harms, +1_] |
click the down arrow button to the right [[Ferrfoot, Grubrel & Smith, +1 (415 ] | -
of the Look For bOX). LGarzoIa Cars and More, +1 [2D1]‘J_L

Lﬁreenherg Frank & Stein, +1 (303 J_ 1 -
LGrunweII Fipzon Conbractors, +1 2 J_p

Searching for text You are not limited to searching card indexes. You can search all
within a card information in the active cardfile for any text string. It can be any
letter, number, word, or combination of letters, numbers, or multiple
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Type the text you want to
find. You can search for
complete and partial text
matches, dates, or
combinations of numbers.

Finding specific
conditions

Chapter 5

words. For example, you can find the card for the person whose
company hame you remember but whose name you've forgotten, or
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
Ctri+F. The Find Text dialog box appears.

Find Text
Text to Find:
= -_Emd
[Derveer —
Searchithin—————————— —I "
oo - i Select the part of the cardfile
€ Contact Log € Wated Cads Help I to searCh for the teXt

Click Find to begin the search. Internet Sidekick locates the first
matching card.

Choose Edit | Find Next or preB3to continue the search and go to
the next match. Choose Edit | Find Previous or (8Ri§$F3 to move
to the previous match.

You can search the active cardfile for specific conditions. For
example,

0 You might want to find cards that show rates of more than $50 but
less than $100.

0 You might want to review records of customers living in either
Texas or California.

O You might want to find people you have identified as attorneys or
accountants in your address list.

To perform a conditional search
Choose Edit | Find | Condition. The Find Condition dialog box
appears.



1 Select the first field to search in

Find Condition Condition 1.
[ Condiion 7 . 2 Select the operator you want from the
[5tae Hieqare /DH B operator list.
w7 [state ] [Equaito Ef= S 3 Type the value you want to find in the
selected field.

AMD
r— Condition 2

For additional conditions, check the

efeiName ] [ootmcen - I appropriate condition’s check box and
———— - repeat Steps 1 through 3. See
rlewree  Affen Bl “Specifying operators” for an explanation
Cancel_| el of operators.

When you have specified all the conditions you want, choose OK.
The first card in the active cardfile meeting the specified conditions
appears.

Choose Edit | Find Next or preB3to continue the search and go to
the next match. Choose Edit | Find Previous or @3ki§$F3 to move
to the previous match.

Specifying operators

When searching for conditions on cards, the contents of the fields are
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 State
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 find
the first name alphabetized after Baker, such as Bridges.

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 Al 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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Field name Operator Sample value Search result

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 Oultside of (range) 91000,95000 Any card with a Zip code that is less than 91000

or greater than 95000.

Extracting cards

Extracting on
index range

Chapter 5

Specifying conditions
Keep these tips in mind when specifying conditions:

0 Don’t use commas in numbers. They are reserved for ranges. To
enter a number like ten thousand, tyf@00, not10,000.

0 When entering a range with the Between operator, separate the
high and low ends of the range with a comma. For example, to
indicate the range of years from 1990 to 1997, 14%96,1997. To
indicate the range of words from smi to tru, tgpétru. Searches
are not case sensitive.

0 Don't use quotation marks around words unless the data in your
fields have quotation marks as well.

0 Use <Any Field> to search all fields for text. For example,
<Any Field> Equal to SMITH searches for the cards in the cardfile
that contain Smith regardless of the field it's in. <Any Field>
works only with the Equal To or Not Equal operators.

Extracting cards is a way of searching for cards and automatically
copying them into a new, untitled cardfile. All the types of searches
described previously can be the basis for extracting cards into a new
file.

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 in
the index. If necessary, click the Sort button and change the index.

2 Choose Tools | Extract Cards | On Index Range.

3 Type the letters you want to begin the range in the From text box,
and the letters to end the range in the To text box.

4 Choose OK.



Extracting on text

Extracting on
condition

Using the
Contact Log

A new cardfile appears containing copies of only those cards from the
original cardfile that were found within the alphabetical range
specified.

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 dialog
box appears. Type the text you want to find and choose the part of the
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 that
were found with the specified text string.

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 Cards
On Condition function creates a new cardfile contaimithghe 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 On
Condition dialog box is similar to the Find Condition dialog box
discussed opage 104When the search is complete, a new cardfile
appears containing copies of only those cards from the original
cardfile that meet the specified conditions.

You can display the Contact Log in the Viewport to see the history of
the current card.

The Cardfile view
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2 Internet Sidekick - C:\...\RHB3.5KCard

Fle Edit “iew Caids |Intemet Beports Phone Tools Help

s == E N E P E]

Cllsss]@] ol | ]

| [ Advest Consulting, Hulinski, +1 61615557 | »

| Athabasca Corp. . Diemell, +1303) 555-1512
| Barclay Advisors, DiMaggio. +1 [40f | o ]
[ Baromstiics. Frankiin, +1 [415) 555-1330 l}g ]
[ Bronks, Wwehtier & Fiona, Hanchow, +1 (4( ] & -

[ Car Associates, Wingo, +1 [202) 5554881 ] 17
LEars & More, Garzola, +1 [415) 555-6860 J_.J d
[ Corwray Supply, Sanbom, +1 (408155583 | | |
| David & Geoge, Muncio, +1 [408) 555844 | i
LDeaIers Chuaice, Malkowvich, +1 [408] 555-3 J_ o i
LDlummDnd, Walkow, Wilson, Buitoni, +1 [4 l = ]
LEIaphant Starage, Wershel, +1( 919) 565-47 J_ R -

|Lnnk For [ =] Barclay Advisors. DiMaggio. +1 [408) 555-44 &

Title: Mr. - m
&-| " First Hame Rich T | EarthTime
Last Name DiMaggio —
Compary Barclay Advisors
Address] One South River Street g
Address? Cardfile
City Milville
Slate CA a
Zip 99613 =
Office Phone +1 (408) 555-4400 Write
Office Fax +1 (408) 555-4408
Home &ddress
M5 Erchange .. s
Internet 1 rdimaggio@barclay_dfg P

Irtemet 2
Compuserve
A0L

| Date
e stamp.

/:I Activities

[ EnterPiize Co., Scapeli, +1 [408) 5555030 | 3 7
LFarr, Gortham, Urzell, wWyzanski, +1 (515] EEJ_U |

(CALLED]: 6/29/96, 10:26

i, ants to -
for
catalog and current timetable. ]

discuss new schedule. Sent him 156

[ First Interglobal, Swi, 2121555-4512 | v _@_ Time
| Fonz Brothers, Halstein, +1 [408) 555-322715 ] = o stamp.
| 3/ 34 cards “- & Contagileg | =
v :
Ms Exchange Contacts | Rhb3 Delete

Click to open or close

the Viewport.

Click here if Contact Log is not displayed,
and select it from the list.

The Contact Log can store a great deal of additional information
about a card (up to 14 kilobytes of data). You can save the following
information in a card’s Contact Log:

0 Additional comments about a card. Just type them in the Contact
Log window (although comments you type are not found by the

Contact Manager).

0 Phone calls that have been dialed or answered through the Speed
Dial feature. (SeéEntering information in the Contact Log” on

page 160

0 Events that were saved to the log.

0 Mail merges that have been performed with Write documets (
“Personalizing documents” on page 1)31.

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 presetri+D.

To stamp the current time at the insertion point in the Contact

Log

Choose Time Stamp from the shortcut menu, or G&k3.



Moving cards
between
cardfiles

The cards are being moved from
the file BUSINESS.SKCARD,
which contains these fields.

Select a field from each file to
match, and click the Match button.

Click to have Internet Sidekick
use these matches the next time
it finds the same fields.

Merging two
cardfiles

After a mail merge, Internet Sidekick stamps [DOCUMENT] to the
Contact Log along with merge information.

NOTE If you export a cardfile, the Contact Log data is not exported.

You can move a group of selected cards between cardfiles by
dragging them. (Seé®rag and drop” on page 28Dragging a group

of cards onto another cardfile’s tab moves those cards into the other
cardfile. If you want to copy cards instead of moving them, press and
hold Ctrl while dragging and dropping them.

When you move cards between two cardfiles that use different field
names, the Match Cardfile Fields dialog box appears. This dialog box
lets you choose how to map the different fields from one cardfile to
another.

Match Cardfile Fields
business. skeard personal. skeard
Paozition = Apartrent/Unit £ 0Ok I
forepl/blai Shop 3 Match |[Slemate Phene — The cards are being moved to the
ot f| = fowds TS file PERSONAL SKCARD, which
r ildren . "
Y || ] contains these fields.
Fiome Foene] Tiome Foene] He== ,
[Courtry] [Country] s p— — Matched fle/dS appeaf here
Remember The Matches
[elete i ateh Felds.. | Help |

The Match Cardfile Fields dialog box automatically matches fields
that share the same name in both cardfiles. You can match other fields
manually, by selecting a field from each cardfile and clicking the
Match button. You can remove an incorrect match by selecting it and
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 cardfile’s
fields. If you matched fields between the two cardfiles, information is
moved accordingly. Information from unmatched fields will be placed
in the last field of the new card.

You can merge data from one cardfile into another. For example, you
might want to combine the addresses from your personal address
cardfile with your business address cardfile to create a single address
cardfile. When you merge cardfiles, Internet Sidekick adds the fields
and the data from one cardfile into another.

The Cardfile view
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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.

To merge two cardfiles
1 Open the cardfile you want to add cards to. If the cardfile is already
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, and
click OK.

4 The Remove Duplicate Cards dialog box appears.

Remove Duplicated Cards
For Cards Found Wwith the Same Title:
+ Replace Cards in the Curent Cardfils
" Retain Cards in the Current Cardfls
Do Mot Remave Cards

ak. I Cancel | Help |

Choose how to handle cards that have the same index line.

0 Replace Cardsreplaces the cards in the currently open cardfile
with the cards from the second cardfile.

0 Retain Cardsretains the cards in the currently open cardfile
and ignores the cards in the second cardfile.

0 Do Not Remove Cardkeeps all cards, including any
duplicates.

5 The Match Cardfile Fields dialog box appears (s@ge 10).
Specify any matches you want between fields by selecting a field
from each cardfile and clicking the Match button. Click OK when
done.

The merge combines all of the information from the two cardfiles into
the open cardfile.

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.



Synchronizing intemet Sidekick can synchronize data in one cardfile with data in
data from other another, or with data created in another application. The process
involves passing information from each file to the other, so the two

appllcatlons 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 in
the imported cardfile relate to fields in the target cardfile (called
“mapping”). Double-click a field in one list, and then in the other
list, to establish the relationship.

Remap Fields [ ]
Microsaft Schedule+ 7.0 Sidekick
Contacts Cardfile
Sompery Ll [Addesst =) Lines shows fields in the imported
Fat Phone Cord Lo file that are “mapped” to fields in the
First and Middle Mame City target Cafde/e

First M ame Company
Home Address J1 CompuServe —
Home Address - Line 1 Country
Home Address - Line 2 Fau
Home Address - Line 3 First Name i
| ey = Defaults resets the default mappings.
ok ] cocs | aion | eiad] comar—mT— Clear All removes all mappings.
L — CAUTION: Both buttons erase all
tess the Spacebafor Double-Click on fields bo remap mappings you have created.

Click to move all Click Help for
currently mapped information.
fields to the top of

the list.

Note that fields that end with an asterisk (*) must be mapped.

Importing and You can import cardfile data from and export cardfile data to other
exporting applications. If you use an app_lication that can save in one of these
. formats, Internet Sidekick can import the data. The formats Internet
cardfile data Sidekick can import from or export to include the following:
0 Sidekick 95, Sidekick 2.0
0 dBASE llI, IV, V
0 Paradox 3.5, 4.x, 5.x. 7.0
0 ASCII Text-delimited text files

The Cardfile view



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.

For more information about the specific conversions, click the Help
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, special
fields found in other file formats for dates, numbers, labels, and so on
are converted to standard text fields on import. Some formatting for
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 import.

3 Select the file, and click the Open button.

The Field Selection dialog box appears, showing the fields
available from the source file.

Source Fields: To Tl Select fields you want, and click the Select
TG Seectiied [ [ = Field button...
First Name Select 21— or click Select All button to move all fields
. to the Target Fields list.
Pastal_Code
Telephane
Discount_%
Bemave Field
< Chepeat ] = Select a field in the Target list and click
T — Sort By to specify the index field for
Sort B 0] Cancel
e N sorting the cardfile.

1 Select the fields for the target file. You must select at least one field.
You must also select a field in the Target Fields list and choose Sort
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 the
index, as with any other Internet Sidekick cardfile. Click OK to
begin importing.
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Exporting

If no fields are available, you might need to open the file in another
application, such as a text editor, and add the field names you want to
use in the cardfile before continuing with the import.

When you export data from a cardfile to another application, Internet
Sidekick converts it to the appropriate file format. The Contact Log is
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 for
more details.)

4 Click OK.

The Cardfile view
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The Write view

The Write view lets you create letters, reports, and other documents
and save them in folders and binders. The new AutoSpell feature
works in the background as you write to flag misspelled words. You
can apply formatting to your document, and you can even create form
documents to merge with names from a cardfile. A simple right-click
on a document lets you send it to others by e-mail or fax.

To open the Write view, click the Write Deskpad icon, pfes®r
choose View | Write.

This chapter explains how to

O

g
g
g
U
0

Create and edit Write documents, and organize them in binders and
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.

The Write view



The binder name is

Z¢# Internet Sidekick - C:%._ \Dept. SKWwrite

shown in the title

Fil=  Edit “iew ‘wiite Fomat Phone Tool: Help baf
The Write Toolbar | = = S = = -
(see below) | (@ =[] » o] 6] Flad B rlo]o| slal @ Olslal ol i
' Ll i | =] [Subiect: Bakrow letter 72798 |
2 Fn—— A—— A — |
Web Associates = |="m™
; 2219 Ferndale Blvd.
The document list Epporiment Menosha, CA 95441 ;%
displays the subject Willamsan letter i
lines of all Tuly 12, 1956 St The currently
documents in the Infomation Enclosed Rob Barow e selected document
i
current folder. 15 S P appears here.
Cresribel, WI75221
!.
Dear My Bakrow: o t-'
] | _'l_I
Fidon e Sarvces TET8E — f——— Drag a card from
Bl nisroaphiea) (515 595 8785 j the V/egpor tio
. merge data into a
=l 8 /15 documents = Cards_l ﬂl ?
W Business Iallas‘| Project specs Reviews ] E ggglénzggt See
\ Click the tab of the
folder you want.
iﬁve . ‘ ‘ Folder/
New Spelling check  Font Bold Underline  Alignment Document | Calculator
| | | | view |
1 1 1 1 o 1 1 1 1
T 1 - = = |
Dlzwl g% »|e=le| Fla)s 2lu]] =lalz] Olsd|
Open' Print * ClipboalrdI SizeI ltalic | Color| FindI ' Quick 'Contact 'Add
tools Letter Manager  Document

Binders, folders, Binders help you organize your documents by topic. A Write binder
and documentscan 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 the
Write screen. Using folders, you can organize documents according
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to projects, tasks, people, subject, or any other grouping. You can set
up as many as 256 folders for documents, and add, rename, or delete
them at any time.

Creating A Write folder can contain as many documents as you want.

documents To create a document

1 Click the tab of the folder where you want the document.

ﬂl 2 Click the Add Document button or choose Write | Document | Add.
A new, blank document appears, with the insertion point in the
subject line.

3 Type a subject, and then prdsger to move into the body of the
document. Type your text.

When you create a new—subiect: Bakrow letter 7n2:9 —— The date the document
document, you type its & — R R R was created appears here.
subject line first. Web Associates =

2219 Ferndale Blvd.
Menosha, CA 95441

Tuly 12, 199
Rob Bakiow ——=— Type directly in the document.

West Bervices
4118 South Park
Greenbelt, W1 75221

Dear Mr. Bakrow:

To follow up on out last conversation, [ have attached a propozal for han

West Services. As you will see, our advertising staff has been working fi

West Services, which is both positive and, we feel, very creative. -
v

51 |

Using full-  You can edit documents in a full-screen Document view or in Folder
screen editing 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 Write view



i Intemnet Sidekick - C:A\._ ADept. SKWrite

File Edit “iew ‘Witz Format Phore Tools Help

Z
Dlz@l 2% (=6 FlaB|7]e|x0] =[] mETTE

12
Jul

Click to switch between Folder view
(left) and full-screen Document view
(below).

Calendar

7412796

------- ||

‘Look For, | =] [Subiect: Bakrow letter
4 SAmmaaa :

Williamson letter
Appaintment
Williamson letter

Web Associates & (=™
2219 Ferndale Blvd. ‘Q
Menosha, CA 95441 Cardile

File Edit “iew ‘wirite Format Phone Tools Help

w letter July 12, 1994
ation Enclosed Rob Bakiow
oW letter West Services
Bilstgin letter 4118 South Park
son proposal Greenbelt, W1 75221
e nole Dear My Bekrow:
inzky letter
Petigich letter ﬂ

|esne proposal

Bakrow, West Services, 461
Balmaran, Four Quarters, [51
Dusgnberg letter Bloom. Intergraphical. [203) §

LI ’7 8 /16 documents EI Cards
Depaltment J Business letters IW-

sky leller

The index shows the
Subject line of each
document in the folder.

L R S R N AP AT P S Y e TS

[sublect: Bakrow letter 712796
I . é T oo E ER 4 o O
Web Associates 2

2219 Ferndale Blvd.

Menosha, CA 95441
Tuly 12, 1994
Roh Bakrow
West Services
4118 South Park
Greenbelt, W1 75221
Dear Mr. Bakrow:
To follow up on our last conversation, [ have attached a proposal for handling all fiture advertising 1
West Jervices. As you will see, our advertising staff has been working full- time on & plan customize
for West Services, which is both aggressive and, we feel, very sreative

Our plan is hroken down into three main areas. They are

Activities

]

Department : Business letters |

Project speos

Reviews | Delete

Fonts and The editing Toolbar provides options for changing type size and style.
formatting You can also change paragraph alignment—lIeft-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 click

the formatting button you want.

Font

Bo

ld

| Underline

Alignment

&| FlafB 7]

U5

|ga| =

Size

To change paragraph alignment

Italic

Color

Click in the paragraph, or drag through at least part of all paragraphs
you want to change. Then click the Alignment button.
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Changing
margins and
tabs

Finding text

Y

To add a “bullet” to a paragraph

Click in the paragraph, or drag the mouse through several paragraphs
Then choose Format | Bullet.

Use the ruler when you want to change margins or set a tab stop. To
change more than one paragraph, select the paragraphs before you
adjust the ruler.

To see the ruler
Choose View | Ruler.

Drag to change left margin for first line of paragraph.
/_ Tab stop

[ 1 To add a tab stop: click on the ruler where you want it.

2n 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 change left margin paragraph after first line.
Drag to move both margin markers together.

If you create a new paragraph by presdnigr at the end of an
existing paragraph, the new paragraph retains the margins and tabs o
the existing paragraph.

You can search through the document indexes or the text documents
at the click of a button. You can search for text in two ways—with the
Look For box or with the Find dialog box.

The Find dialog box gives you more flexibility in searching for text. It
searches through the current document, all documents in the current
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 (iefss

Look Faor, ID\an

ﬂ | Monday notes

| Market analysis
| Report caver note
| Corbinsky letter
I Mestinn reminders

RS

To find text using the Find dialog box
Click the Find icon to open the Find dialog box.

The Write view



Type text to find.

Check to match capitalization.
Check to match only the whole word.

Click to see lower panel of
Advanced Options (shown).

Optional: Enter date range to search.

Click when ready to begin searching.

- | Select document folders to search. If you

[Blenariment

Business letters
R do not select folders, the search is limited
to the current document.

ml

Specify text to find in the Subject

Setting search The default is to search the current document. Clicking Advanced

options

Found text

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.

Chapter 6

Options lets you choose other search criteria.
The options available in the Find dialog box are

0 Match Whole Words Only. Find only if the characters you
entered appear as a separate word in the text.

0 Match Case Find only if the capitalization matches the characters
you entered.

0 Date range Limits search to dates before a date, between two
dates, or after a date.

0 Select Folders Specify all folders or only certain folders.

Once you have completed a search using the Find dialog box, you car
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.



]
Gilover letter Business letters
Bandiriski letter Business letters
Calvados letter Business letters
Pierre response Business letters
Inguiry form letter Business letters
Chang affer letter Business letters
Donohue letter Business letters
Greg's low-fat recipes Recipes

Replacing text To find and replace text

Click to go to the next instance of the
found text in any of the documents.

Choose Edit | Replace to open the dialog box shown here.

i+ Find and Replace [ %]

Type the text you want to replace —Fremt——]asunei Erd et =
and the replacement text, ——Heseseth—dcbale || Beplace =

Check box to match capitalization.

™ Match Case J Match Whole twiord Orly M\
Check box to find whole words only. _ G|
Click to see lower panel of T __ton |

| Click Find Next to go to the next instance...

— then click Replace to replace it, or Find Next to
Skip it and continue search.

N— Click Replace All to automatically replace all
instances.

Advanced Options (shown). & e Sugiect
Search Within Folders:

Depattment el
Business letters

Check box to include subject in search.

Select folders to search or check All Folders.

Project specs
Fieviews =

™ &l Folders

Checking your internet Sidekick gives you

the option of having your spelling

Spe”ing checked as you type, or checking the document or a selection in one

pass when you have finishe

d typing. You also can type a word you are

unsure of and have the Spelling Checker correct it.

The Spelling Checker uses
button to create a personal

a dictionary of 90,000 words. Use the Add
dictionary of words and names that you

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 find

and correct them.

The Write view



To turn on AutoSpell so checking occurs as you write

Choose Tools | Auto Spell Check. You also can turn on AutoSpell as
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-continoios
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 be
removed from all instances of the term. The ignored word will not
be considered a misspelling during the current Internet Sidekick
session.

NOTE To avoid conflicts with marked misspellings, you should avoid using
strikeout in your text.

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 the
Print dialog box.

Checking a If you are unsure how to spell a word, you can type your best guess
single word 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 does
not need to be on). If the word is not recognized, you will see a list of
possible alternatives at the top of the shortcut menu. Click the correct
spelling to replace the word in your text.

Single-pass To check the spelling of selected text or an entire document
spelling check Choose Tools | Spelling. If you have selected text in a document or
subject, only the selection is checked. Otherwise, the spelling check
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begins at the start of your document. When an error is found, the
Spelling Check dialog box opens.

Sy & Ciick to insert the suggested replacement.

Mot in Dictianaty:  [fason Change 4 |_~ Click to replace all instances of the found
Change to lsson charaesi A word with the replacement.
e [ ==— Click to ignore the found word and continue.

_aoelig— Click to ignore all instances of the found word.

Ll

Click to add the found word to your user
Add To User Dictionary | Undo Last Comrect \I Help | dlC[lOﬂary

\————— Click if you change your mind about your last
correction.

Cou nting 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 with
the totals for your document.

Sending e-mail once you have created a Write document, you can send it by e-mail
with a click of your mouse. (This feature requires that you have
Eudora Pro or Microsoft Exchange installed.)

Sending e-mail To send a document using the Eudora Pro (32-bit) e-mail
using Eudora Pro program

1 Right-click in the text of the document and choose Send To from
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. The
attachment includes text formatting (rich text format).

Sending e-mail To send a document using the Microsoft Exchange address book

using the ; Rignt-click in the text of the document and choose Send To from
Microsoft the shortcut menu. Choose Exchange from the menu.

EXChange 2 Microsoft Exchange opens, with your Write document in the text
address book pane. Click the To: button, and complete the addressing
information.

3 Click the Send button. Your document text is sent to the recipients
you specified in the message body.

The Write view



The text of the document, without formatting, is sent.

Sending e-mail You can send e-mail to people in your Microsoft Exchange address
using the imported book. First you must import the address book as an Internet Sidekick
Exchange a‘ddresscardﬁle (se€lmporting the Microsoft Exchange address book” on

book P29 %7
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 card.

3 Right-click on the Write document you want to send and choose
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 not
included.

Faxing d You can fax a document directly from Internet Sidekick using the
document Windows 95 Fax capability.

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.

To fax a Write document

1 Select one or more cards in the Viewport (use Ctrl+click to select
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 the
field. If you don’t make a specific selection, Internet Sidekick uses
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.
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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 and
Fax icon.

2 Select Microsoft Fax.
3 Click the Properties button.

4 Select a cover page from the list, and make any other changes you
want in the fax settings.

Working with To create a new folder
folders ! Choose Write | Folder | Add. The New Folder dialog box appears.

2 Enter a name for the folder (up to 24 characters). Choose Add and

click OK.
Add Write Folder
Eolder Mame:
Type the new folder name here. —— g 88 32— Click to add each new folder to the Write binder.
| gt [
Current list of folders. [ e e
Check to sort the folder tabs ———F seit Feiders alphabatically Help
alphabetically.

To delete a folder
1 Choose Write | Folder | Delete.

2 Select the folder from the list and choose Delete.

WARNING All documents contained in the folder will be deleted.

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, choose
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.

The Write view



Working with
binders

Working with
multiple
documents

Selecting
documents

Chapter 6

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.

A new Write binder initially contains one unnamed folder and no
documents.

To create a new Write binder
Choose File | New Binder.

See alsdExtracting documents” on page 18z 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 Toolbar.

If you want to save a binder under a new name, choose File | Save
Binder As and specify the name.

To open an existing Write binder
Choose File | Open Binder and select the binder.

In addition to editing the information in a document, you can perform
various actions—like deleting—to the document itself. You can also
perform these actions on several documents at once by selecting
them.

To select multiple documents, do either of the following:

0 Click a document’s subject line in the document list, and then press
Shift and click another document’s subject. The two documents and
all documents between them are selected.

0 PressCtrl and click several documents’ subjects in the document
list. Only those documents ydii+click are selected. Once you
have selected multiple documents, you can als&iBelick to
deselect individual documents.

You can perform several functions after selecting multiple
documents:

0 Deleting (see below)



Marking
documents

Deleting
documents

Sorting
documents

0 Exporting (se€Exporting documents” on page 133
0 Printing (seeChapter 1)

0 Moving documents from one folder to another (8éeving
documents between folders” on page)128

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 marked
documents remain marked until specifically unmarked. Marked
documents are distinguished by a red triangle on the left side of their
subject lines.

To mark a document
Choose Write | Document | Mark Current Document, pfés%, or
right-click the document in the Documents list.

To unmark a document
PressCtrl+K or right-click it in the Documents list.

To unmark all marked documents
Choose Write | Document | Unmark All.

You can delete a single document, selected documents, or marked
documents.

To delete multiple documents

Select them from the Documents list and drag them to the Delete icon
(see‘Drag and drop” on page 2.30r choose Write | Document |
Delete, where you can choose to delete the current document,
selected documents, or marked documents.

The indexed view contains a listing of document subjects in the
current folder. You can sort documents by subject or date created, in
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 box
appears.

The Write view



Sort Documents By

C) &) : Select either Subject or Date for the sorting.
’V Do = Ord

- ' 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.

Moving To move documents from their current folder to another

documents Drag the documents from the Documents list to the tab of the target
folder. Or you can choose Write | Document | Move, which displays
between 1:Olders‘the Move Documents dialog box.

Choose which documents to
move.

Select the destination folder.

Setting To set preferences for the Write view
preferences Choose Tools | Preferences | Write.

White Preferences [ ]

{ EEI - | (T
S Select the default font for the
document subject and text.

e [0 [
Check to have AutoSpell
turned on by default.

Changes you make to the subject and document fonts take effect for
documents you create after the font changes.

Quick Letter internet Sidekick’s Quick Letter feature instantly creates a letter from
information in the current card, formatted and ready for you to just
type in the text. Although Quick Letter operates in Write view, you
can activate it from Cardfile and Calendar views as well.
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Using
Quick Letter

Create a Letter [ %]

Quick Letter makes use of merge templates that specify where
different pieces of information from the card should be placed in the
document. Internet Sidekick comes with predefined templates, based
on the fields used in the Business and Personal cardfile templates.

You can create or modify merge templates, and you'll need to do so if
you want to merge using cards that are not in the standard Business o
Personal cardfile formats (see “Creating merge templates”).

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.

Select a Letter Template: /
Complaint / :I i3 I
J Cancel |

Cover Letter #1

Cover Letter #2
General Congratulations
Gift Thank You
Intaimation Enclosed
Interview Thank Yiou
Invitation

=l Help |

™ Show this dialog when clicking Quick Letter Button

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.

Hzw] =]y s |w=a] Flas] 7o) =(al =] [Os@

Igu joct:  Eurkowleter

641796

My John Doe

VEF Sales

Actme Ine

2000 Austin Rd.
Suite 52

Chaleston, CA 99999

DearMr Doe:

To follow up on our last conversation, [ have attached 's proposal for handling all future advertising £
A5 you will see, our advertising staff has been working full- time on a plan customized for Acme Ine., v
aggressive and, we feel, very creative.

Our plan is broken down into three main areas. They are:

*  Creative Development Strategies
*  Advertising Product "Suites"
»__ Return an Investment

il |
Department J Business letters |

o

Project specs Reviews ]

Creating MEerge A merge template is composedaminstant texandfields Constant
templates 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.

The Write view
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Internet Sidekick recognizes the following field codes:

0 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 information.
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 the
Short Date format.)

Field names surrounded by # #, such as {#Product#}. You will be
prompted to fill these in at merge time. (This option is not
available with QuickLetter.)

To create a merge template

1

i Insent Card Fields

Field Names:

Open the Binder called Templates.SKWrite in the Userdata folder.
(The full path is usually \Program Files\Starfish\Internet Sidekick\
Userdata.)

Create a new document and write the constant text, such as the
content of a letter.

Be sure to include such unchanging information as your return
address at the top. You can apply whatever fonts and formatting
you need for an attractive letter.

Insert fields from the active Cardfile where appropriate. To insert
fields, choose Write | Mail Merge | Create Template. The Insert
Card Fields dialog box appears.

First Name
Last Name
Position . .
cempry  ———T—— Double click a field or...
Dept/Mail Stop
Address 1

Address 2

City =l

e —1— selectitand click Insert to insert the

ose | hek | field into the merge template.

Inserted fields appear in the merge template between braces, such as
{Last Name}.

You also can type field names, including the special types for system
information and fill-in information.



Personalizing
documents

Merging cards

i) 2 Datefield

Salutation} {First hame} {Last Name}
Address 11
Address 21

City}, {State} {Zip}
Country}

Fields from cardfile

Dear {First Marme} {Last Name}

[Thank you for your inquiry regarding the FastTrack le——— Constant text
e are enclosing our latest product catalog and price lis

mllcu:hrm':- JEiret hlamel J1 ast M;‘rncil and e (ool an\j_'l
4 3

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 rich
text format (.RTF), in the Internet Sidekick\Template folder. Note,
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 Sidekick
by editing them in the Templates.SKWrite binder. Again, if you want
to be able to use them with Quick Letter, export them in .RTF format
in the Template folder.

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 used by
Quick Letter. Using a template, you can select one or more cards and
drag them from the Viewport to the template to create personalized
letters.

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.

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. Or
you can choose Write | Mail Merge | Cardfile.

1 Drag a card from the Viewport to
the merge template.

Zk Internet Sidekick - C:\...\Dept.SKiWrite

Eile Edit “iew ‘wiite Format Phone Tools Help

=

#13 doo

m- Internet Sidekick - C:\___\Dept. 5Kwrite
[ Depatmert File Edit Miew ‘Wite Fomat Phone Took Help

R P L= L S N A ) = e 1 S

Bakrow letter

Burkow letter

Clarkson propos:

Delahaye note:

Drirwinzky letter

Petrarch leter

2000 Austin Rd.
Suite 52

Calend.
|Lﬂﬂk Far: | j ISuhiect: Williamson letter 6A/E |
«| [Williamson let ] & """ 1 R o 5 m

61196 [=] [EanhTime

Wiliamson letter ==

M Joka Do =]

Infarmation Encl &5 Cardfile
Acme Ine.

Dl=lw| S| sle(e FlaBlrjuos] T=El| ,
olzlal S]] 4le/s) o 2 The Merge Card dialog appears.
‘L_ook Far: | [z] [subiect: Williarmson letter 671796 Check Current Card Ifyou want to
& Chppormen ] Koo I Pt | B merge a single card. Check other
Williamson let {#Date} = Time Op[IOHS you want.
= :
Tofommaton Enl {Salutation] {First Name} {Last Name} Q
ey Merge Card
{Company) r
Burkow letter {ddress 1} ft_ﬁi -~ Merg o
Clarkson propos: {Acddress 2} it & Curment Card £ arted Eards l—l
[City), {State} {Zip} = © Selected Cards Al Cands Cancel |
=
Dear {Jalutation} {Last Ham\} o C- Lt
DuFresne propos e 3
™ To follow up on our last convelsation, T hayattached {#Company]'s|o l
4] b Botivities W Save Merged Documents to Folder
| .
Acme e, +1 [416] BE5-87ES hé N — ‘which Falder.
Greyzon and Freem, +1 [617) 555-3800 bk, I
Omega Corp., +1 (216) BE5.5678 B Business letters - il

Chaleston, CA 99999

Dear Mr. Doe:

3 The merged letter appears as a
new document, or is
automatically printed for you, or

Dre e | |10 T e e 4 both, depending on the options
Ehomeky erer | | (4] T e you selected in Step 2 above.
Acme Ine., +1 [416) 555-87E5 - _
Greyzon and Freem, +1 [617) 555-3800 "‘7-|
Omega Corp., +1 (216) 5556678 - —
j /14 document Cards I Cardfiles “;:J
Department : Business letiers | Project speos Reviews | Delete

Use the options in the Merge Card dialog box if you want to stamp the
subject lines of these new documents to the selected cards’ Contact
Logs.

To merge multiple cards, select or mark them before you drag them
from Viewport to the document window. You can also use the
command Write | Mail Merge | Cards to open the Merge Card dialog
box and perform the merge.
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Importing text You canimport any text or rich text ((RTF) file into a document, and

and .RTF files Youcan import several files at once. Imported text files are added to
] the current folder.

To import a text file
Choose Write | Document | Import. The Import Files dialog box

appears.
[ e [ %]
File Mame: Directories:
Ihen.lxl c:AMEMOS oK
port o ha carent ooy T[eme o S o]
: dg:\::a_t:t MNetwork....
S | - |_— Click to add a file to the
Choose text (.TXT) or lFseiips B [ Import Files list.
rich text (RTF) files. oo bn ol [« = ok T~ Clck 10 remove a file from the
These files will be imported into S WEV DT | Import Files list.
the current folder. SAMEM DS bt i
—  Heh

Opening other intermet Sidekick can open files created in other applications.
file types

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 You can export the current document to rich text format (RTF).

documents To export the current Write document to RTF

Choose Write | Document | Export. Specify the name you want for the
.RTF file and click Save.

You can also export multiple documents and folders to the Clipboard,
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.

The Write view



Export Documents
i~ Documents to Export Select Folders

Choose the documents ——— o5

fo eXpOft " Found Documents Cancel
ezl ezt Choose which folders to export from.
) . & AllDocumentz Click to select each one.
Click to /rzclude, the ——— % ol Subject | 8lFolders
documents SUbjeCt Export Documents To
Choose the expor[ —‘7(" Clipboard @ TextFile ¢ Rich Text File Help |
destination.

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 name
for your new text file and click Save.

Extracting You can use the Extract command to create a new Write binder

documents containing a specific group of the records in an existing binder. You
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 documents,
selected documents, or found documents are dimmed unless you
use one of these methods to select documents before using the
Extract command.

N

Choose Write | Document | Extract.

w

Specify what to extract, and the folders to extract from. If you
extract by condition, another dialog box opens when you click OK
where you specify the conditions.

Extract Documents [ %]
‘what ta Extract Select Folder

Click a button to specify which € Al Doumsnts
documents to extract. € Merked Dosuments

" Selected Documents

Click one or more folders to extract
documents from.

50 Eor Desiments

' Documents by Conditioré

Cancel

4 Click OK.

Internet Sidekick creates a new binder containing only the documents
you have specified.
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Combining To add all the documents and folders from another binder to the

documents ©oren 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 and
click Open.

Internet Sidekick adds the second file’s folders and documents to the
open file. If the second file has any folder names in common with the
open one, new folders are not added. Instead, their documents are
added to the open file’s in the folder of the same name.

The Write view
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Expenze

The Expense view

The Internet Sidekick Expense view makes it easy to enter
information from expense receipts, and create an expense report. You
can organize your expenses in folders, and create reports based on a
specific date range, a particular week, or a folder.

To open Expense view, click the Expense icon on the Deskpad, or
choose View | Expense, or préss

This chapter discusses

0 Entering information from your receipts

0 Creating and using expense folders

0 Using expense categories

0 Creating the expense report

0 Setting preferences for expense files and folders

The following illustration shows the Expense view.

The Expense view



_— Internet Sidekick - C:\...\Dave Expenses.SEE
File Edit Yiew Espense Phone Toolks Help

S E R E L =@l o] 1]
= Calendar
Enter or edit current expense | show : [Oate B | cheeErpreo Ty iocrires: T [}
T ) N Miscellancous 4415
receipt information here. =| [T Miscellancous.123.771796_ 48951 | por> Mon 771796 -
B 0 0 &8 Employee Meals 008,741/95 18 551 City: Phoeni ==
List of recez:ll).tskm current fOIdZ'j‘ 2] Business Meak 0E.1/1 /98 77.55] e wa———— 'Q
ick a receipt to edit [ B Employee Meals 771736 578 Cardile
its contents. [ = EvployecMeals 006,7/2/96___12.00] | Vendor: Green Stationery ‘5&1
[ 5 Business Moals 006, 7/2/36 2875 | Payment Type: Vista s
B Gas.1237/2/% 78.00] | Account 123

@

E.?EJ_ Amount: 44.15
Currency: $
Exch Rate: 1.00

&= Employes Meals 00B,7/3/96
| faf Business Meals 006.7/3/96  124.95]

o
2
@
2

[ fir Lodging006,7/3/96 IR ) 55 4415 I
j:gg Car Rertal 006 7/3/96 84 ?5} H:r:allkl : stites

i i L

Folders are identified by tabs. i
d 1411 receipts \t}

o
T,
x
&

Phoenix trip 7/1 | Bubark tip 713 |

An expense file contains folders, which you can tailor to represent
separate trips or projects, for example. Within a folder you enter
expense receipts, which are organized and totaled in expense reports
You can have an unlimited number of receipts and folders in a file.

Creating a New create a new expense file when you want a new container to hold
expense file multiple folders. For example, you might want to have an expense file
p called 1996 Travel, in which you have folders for each trip. You might
have another expense file for project-related expenses. Or you might
prefer to have one expense file for the year, with folders for different
expense types.

To create a new expense file
Choose File | New Expenses. The New Expense File dialog box
opens.
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Enter information

about the new file. : Currency to use. You define this list in the
TR N Tools | Preferences | Expense dialog, Pick
Folder names can have

List page.
up to 32 characters. pag

; De-select any expense types that you do
not want to appear in reports. You also
| Transporation can remove any you are not using later in
1 Erploves Hesl the File Properties option.
odging

PhonedFax

Select the Country setting
(determines whether Value Added
Tax, or Goods and Services Tax
and Provincial Sales Tax is
included in report information).

Entering and Creating an expense report usually begins with a pile of receipts.

editing 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

g Click the Add Receipt button.

1 Click to add a new receipt.

Choase Expense Type:  [Employee Mesks [ 2 Click to choose expense type. Or you can type a
= Employee Meals 9.50 new expense type in the field.

Date: Tue 7/2/96

City: 3 Enter receipt information in the fields by typing or
R : Brown Cafe clicking the arrow choosing from the drop-down
Payment Type: Vista /ISt.

Account: 006

Amount: 9.50 If you type new information in a field that has a
E::::::e S list, the new name is added to the list so you can
Totalig) 850 select it the next time.

Remark:

To edit information in a receipt you've already entered

Click the receipt in the display window (left side), and then edit the
information in the entry window (right side).

The Expense view



| Shor By [Date =—— Click to choose the

ﬂJE Employee Meals 006772796 950 sort order of receipts.
L1 Miscellansous,123,7/1/96 44.15].

[ Employes Meals 0057/1/96  18.55]

[ fsf Business Meals,006,7/1/36 mssb— Click the receipt

LE Employee Meals.7/1/36 379 you Want to edlt

|58 Enplopes Meals 0087/2/96 12.00]
[ Business Meak, 006 7/2/96 2875]

B Gas1237/2/% .00

&5 Employee Meals 006.7/3/95 8.75]_
| jsf Business Meals 1057/3/96  124.95]
[ iy Lodging,006,7/3/96 178.50]
|52 Car Rental 006.7/3/%6 8475 ]

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 account,
cost, expense type, or date, or choose no sort order.

Entering cash To enter a cash advance
advances Follow the procedure for entering a receipt, but choose Cash Advance

as the expense type.

USing drag You can drag a receipt from the list to a folder tab to move the receipt
and drop to that folder.

You can also drag a receipt from the list to the Delete (trash can) icon
on the Deskpad.

Viewing the The Expense Report view arranges the receipts you have entered by
expense reportdate and category, and totals them.
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To see the expense report
Click the Go To Report View button or choose View | Report View.



. . Z& Internet Sidekick - C:\...\Dave Expenses.SEE
Click to specify report content. e ——— )
Click to go to Receipt view. | OS] B 8 Jrarge F[71756 B[75% Eacant[wb  FT1 Click to select
CIICk to Edlt name and I' Mame: Dave Wilglok B Department: Design Galendar aCCOunt.
fepOft InfOfmatIOﬂ |l Purpoze: Presentation ® Organization: Starfish Software m
MON TUE WED arthTime
DATE TA/96 | 74208 | TG TOTAL | | _m
& | Aitare/Rail @
& | Car Rental 34.75 8475 | | cordie
& [ Gas 18.00 1800
g Mileage E
E( Parking/T olls iite
& [Tranzportation
w Employee Meals 28.34 21.50 878 5859
3 | Lodaing 178.50 17850 | || Erpense
@ | Phone/Fax
& Tips /
i | Business Meals 77.55 2875 12495 231.25 Act\ult\‘es
'uI: Entertainment
O [Miscellaneous 44.15 4415 /fyOU haVe
TOTALS | 15004] 6025] 355 oz | A | entered a cash
Less Amount Advanced T ot advance ,[
Due Employes | 615.24 . appears,here
;\? It is subtracted
from the total.

The expense report is not directly editable (except the report

TIP information fields at the top). To change information, return to

Receipt view and make changes in the receipts.
If you have expense items that

don't occur on successive days, You can change the content of the report by choosing from the By list,
choose the Range or Folder which lets you specify a date range (choose Range in the By list), by
options in the By list. These Week, or by Folder. You also can limit the report to only a specific

reporttypes display only dayson - a0yt or all accounts.
which there is an expense entry ’

within the date range you You can specify the report range:

specify. by Week B |Week =l IMDH |

by Date Range By [Range =] [7/1/96 [H[7sme |5

by Folder By IFDI::Ier 'I

Finding receipt To locate a specific receipt, use the Expense view’s Find function.

information To find information anywhere in your receipts
ﬁl Choose Edit | Find, or click the Find button in the Toolbar.

The Expense view



Find Text:

[Fomion  ————— Type the text you want to find
|| and click Find Next

Internet Sidekick searches all fields of all receipts, including fields
with information chosen from pick lists.

After the first instance is found, you can pré8sor choose Edit |
Find Next, to go to the next instance.

Modifying the use the command Expense | Folder | Modify to change the properties
folder of the current folder.

Falder Name: Person's Name:

|Phoerii trip 7/1 |Dave Wilglak Information you enter here

Falder List: Department: . WI” appeaf In_ expense
reports for this folder.

Phoenix tip 741 |Design
Burbank trip 7173

Organization:

|Starf\sh Software

Purpose of Expenses;

I 5ot Folders Alphabeticalls |Presentatian

(1]:4 I Cancel Help

Setting EXPENSEFile properties affect your entire expense file. Most of them are set in
file properties the dialog box you see when you create a hew expense file.

To view and change the expense file properties
Choose Expense | File Properties. Make the changes you want in the
Expense File Properties dialog box.
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Expense File Properties

Samuel Johnson

Development
Brittanic: Conzulting Transportation

Employee Meals
Lodging

1 Phone/Fan

NOTE Once an Expense file is created, you can no longer change its
currency or country setting.

Setting The options in Tools | Preferences | Expense apply to the entire
preferences Expense View. Many of them are defaults that appear in the properties
when you create a new file.

Defaults page Expense Preferences [%]

| Cutency | Expense Type| Pioklie] )
The reimbursement rate per

( mile or kilometer.
‘ ‘ ‘

Click tabs to set other properties.

Choose home currency
from the list.

Starting day of week (usually TR Country tax policy:
Sunday or Monday). \ No tax
Value Added Tax

Goods and Services Tax,
Provincial Sales Tax
(Canada).

The Expense view



Currency page

Expense Type page

Pick List page

Expense Preferences

|Ewense Type | Picktia]

e C—

Expense Preferences

OTHER =1

[ =

Expense Preferences

Account
Airlinebgency
Carier

Cit

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.

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.

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.

The example in the Pick List page of the preceding illustration shows
how to add a currency. Type the new currency in the Pick List Iltem
field, and click Add Item to add it to the list. Use the Currency page to
enter the conversion rate for the currency.
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Earth Tirme

The EarthTime
globe

8

The 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 your
home location and the local time as you travel. EarthTime includes
helpful information about over 540 cities in its database.

The first time you run Internet Sidekick, the Setup Wizard asks you to
specify your local city. For information, séearthTime 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 a
digital or analog clock, and it shows the current time.

This chapter discusses

0 Selecting cities

0 Setting and changing the Home Clock and Local Clock
0 Checking Facts about the City

0 Determining time differences

When you click the EarthTime icon, you see a map of the globe. Light
areas are in daylight, and the shading represents nighttime.

The leading edge of the sunlight area, as it moves from east to west, i
where sunrise is occurring, and the trailing edge of sunlight is where
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.

The EarthTime view



. %% Internet Sidekick - EarthTime [_ o]
Clty CIOCk fOf File Edt “iew EartthTime Phone Tool: Help 7 Icon ﬂ
San Francisco —_JT- / o indicating
indirati I Tue 3/10/36 Tue 3/10/95 Tue 3/10/96 D%I Local City
m Icon indicating el B New ok, NY Tokyo it where you are
Home City, B || currently
where you live Ewtme] | Jocated
=
B
e
Enpense
Icon indicating that Fetles
[ daylight saving 203 43 44 30343 Pi s
i is i ‘wed 3/11/96 ‘wed 9/11/96 Tus 3/10/96 Tue 3/10/96 Call
time i in effeCt Henng Kang ESydney Eul:cagn,lL ueF'alis v
Delete

Above and below the map of the globe are the names and local date
and time information for eight cities. EarthTime has a database of
over 540 cities you can select from in choosing city clocks to display.

Selecting cities 1o change one of the displayed cities
Right-click the panel containing the city you want to change. Or you
can click the city panel, and then choose Edit | Select a Different City.

If you want to display GMT (Greenwich Mean Time) without
daylight saving time, select GMT/UTC/Zulu in the city list.

445 Intemet Sidekick - EarthTime
File Edt “iew EartthTime Phone Tool: Help
1 Right-click the city panel and 50343 A e S0343FH EI
choose Select a Different C/[y Tue 8/10/96 Tue 3/10/95 \wed 9/11/96 Tue 8/10/96 Calendar
San Francisco, C& Mew Yark, MY Tokyo Landan
from the shortcut menu. : B2
L . o, i EanthTime
2 Choose a city from the list: i : ﬁ
Select A Different City [%] u
You can Specify & ——gu oy cobives =l " | wite
country orview | 4 )
cities from all | i )
! Houstor, To, U] Evpenzs
countries. Houstan, 7, U9A =] Help | L9
Indianapolis, IN, US54
e, U5k sotites
\slaméhad, Pakistan = Gl
Jackson, M5, LISA - 3 4 20343 P 44
|acksanuile, FL. US4 s et i | 1456 ‘ Tue 8/10/98 ‘ Tue 3/10/96 ‘ E
Jamestown, Saint Helena il Gzl Park \\t?
Jeddah, Saudi Arabia !
Jersalem, |stael Sun 6/2/96 Delete
K.abul. &fghanistan LI Houston, T, US4
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Home Clock EarthTime lets you designate the time where you live as your Home
and Local Clock 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 zone,
you can set another city as the Local Clock.

When you change the Local Clock, Internet Sidekick adjusts all your
events to display correctly in the current local time. Internet Sidekick
also sets your system clock to the Local Clock time, so all time-
related events can use the local time. For more detailsHsgefor
travelers: changing time zones” on page 34

Changing the change the Local Clock when you travel with your computer to
Local Clock 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 As
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 cﬂr

Changing the Your Home Clock should be set automatically when you first start
Home Clock Internet Sidekick. Use the following procedure if you need to change
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 Choose
As Home Clock from the shortcut menu.

An icon appears in the Home Clock parm

Time differences Time differences between any two locations can be displayed
graphically in EarthTime.

To view time differences

0 Right-click one of the city panels and choose Time Difference
from the shortcut menu.

0 Or you can drag from the time numerals of one city clock to
another to open the Time Difference dialog box for those two

The EarthTime view



cities. When you drag from the first city, the cursor changes to a
double clock%? indicating that you are performing a time
comparison of the two.

Time Difference

Click to reverse the cities in
the Difference and i GRS
Comparison displays.

Click to change city.

If you open City Difference by right-clicking, the City 1 displayed by
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 Browse
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 window
lets you look up the time of either city in relation to a specific time at
the other.

Facts about earthTime provides a number of useful facts about the cities in its
the City database, including telephone codes, language and currency, latitude
and longitude, and other data.

To see facts about the city
Right-click the city panel, and choose Facts About The City from the
shortcut menu.
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Facts page

Almanac page

Modifying city
information

Facts About Chicago, IL, US

Facts About Chicago, IL, US

Changing the date updates sun,
moon, and other information for
the date and city you select.

The Almanac page gives sunrise, sunset, hours of daylight, and other
calendar related information. If you change the date, the information
is updated for the date you choose. For example, you can advance the
year to see when daylight saving time starts and ends in that city next
year—or 10 years from now.

You can change some of the information about each city in the
EarthTime database. This feature lets you update certain parameters
that might change for some cities.

To madify the information for a city
Right-click a city and choose Modify City Information, or click the
city and choose Edit | Modify City Information.

The EarthTime view



Modily Paris. France Information

I ‘
Fiench You can type new values for
French Franc [FRF) the telephone codes and other
information about the city.
Standard time is measured in

-
hours earlier or later than
1 ater r
[ Ll Greenwich Mean Time (GMT).

{ '— T ] Daylight saving time dates

L .
occasionally change for some

ast
b | locations.

Configuring You can configure EarthTime clocks according to your preferences.
EarthTime To change a clock’s options

clocks Right-click the city panel and choose Clock Setup from the shortcut
menu. Choose the options you want to change from the dialog box.

Clock Setup

. : ‘ To change the displayed city
nane, pe there

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.

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 The EarthTime map can be shifted left or right to put your city, or any
map location 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.
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To center another map location

Point to the map location you want at the map center and right-click.
Choose Center Map Here.

Rearranging You can change the order of city clocks in EarthTime using drag-and-
city clocks 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) to
another opens the Time Difference dialog box (Séee
differences” on page 13.7

EarthTime in some circumstances, including damage to the Clocks.dat file which
Setting S contains your clock settings, you see the EarthTime settings dialog
box when you run Internet Sidekick. Use this dialog box to select
cities and specify your Home and Local cities.

EarthTime Settings

Al countries |

Azcra, Ghana

Adamstown, Pitcairn lslands

Addis Ahaba, Ethiopia

Adelaide, Australia

Agana, Guam, US4

Akran, OH, US4

Alameda, 04, USA

Albary, NY, USA

Albuguerque, MM, USA

Algiers, Algeria

Amabts, Fazskhstan — | Spdney, Australia
Altadena, Ca. US4 Tokyo, Japan

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.

The EarthTime view



Chapter 8



9
The Phone Dialer

The Phone Dialer dials your voice phone using phone numbers from
your cardfiles or appointments, or phone numbers you type in. When
you receive an incoming call, the Caller ID feature shows the caller’s
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 call
is as simple as dragging a Cardfile card, Calendar appointment, or To
Do item to the Call icon on the Deskpad.

Phone calls are dialed using your modem and sophisticated telephone
technology known as TAPI (for Telephony Application Programming
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 described in
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

Viewing “while you were out” messages

O
O
0 Using Caller ID
O
0 Specifying the default cardfile SpeedDial field for the dialer
O

Entering information in the Contact Log

The Phone Dialer



What you need There are several requirements that must be met before you can use
to use the phonethe Phone Dialer to dial your calls.

Dialer ©

Chapter 9

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 calls,
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, §8etting up

the Phone Dialer” on page 162

The Caller ID feature requires that you have Caller ID service from
your phone company. In addition, you must be using the Windows
95 driver called UnimodemV, which is available on the Internet
Sidekick CD-ROM. You also must be using a modem that supports
UnimodemV, such as the following:

Creative Labs Phone Blaster

Compagq 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 discussetiSpeedDialing” on page 160

This field is selected by default as the number to dial, although you
can switch to another phone number for any card. If you create
cardfiles using the Business or Personal templates, an appropriate
phone field has already been selected.

For information about dialing with area codes and international
country codes, s€@elephone number format” on page 1@here

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.



Opening the There are a number of ways to open the Phone Dialer and place a call
Phone Dialer

To open the Phone Dialer, do any of the following:

il

0 Click the red Call icon on the lower right of the Deskf &
0 Choose Phone | Dialer from the menu or pfdss
0 Drag a card containing a phone number from the Cardfile or

TIP Viewport to the Call icon.
The quickest way to dial a 0 From the Calendar, drag an Event, Call, or To Do item that
number is to select (highlight) a contains a phone number to the Call icon.

number in the Cardfile, Calendar,

or Write and press 9. 0 From the Activities view Calls tab drag a Call to the Call icon.

The Phone Dialer opens with the phone number from the current card
(if there is one), or the number you dragged to the phone icon, ready
to dial.

Phone Dialer E

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.

Redial  Bnswer  Hanglp

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 You can use the keypad to enter a number.

Call Mote b

Selecting the if the right phone number is not displayed, you can type the number
card to dial yourself or switch to the right card in the Cardfile.

The Phone Dialer



To change to a different card

Leave the Phone Dialer displayed and change to the Cardfile or open
the Viewport and display a cardfile. Click another card. The Phone
Dialer window remains on top of other Internet Sidekick views, and
the new numbers appear in the Phone Dialer fields.

Zs Internet Sidekick - C:% usiness SKCard

5 Vo co o T
nEEETES Grmenvich Corsul OIS ]| 2] | ifthe current

Look Far:

ﬂ Bakrow, Wwest Servic

wich Consulting, +1 [ & Card has
June = @ more than

Balmoran, Four Quart Corsova I It Earthlime one phone.
Bloom, Intergraphica] b to make o +1 (301) 555-0445 = number, click
Buitoni, Drurmmand. Y +1(301) 555-8300 @ the one you
Click a card in the index list, Torsovs, Treonw gy S 63 Soun Lore =l want
IC‘ acara! . e INGEX list, Ditdaggio, Barclay &g Eleen?ul‘ilch a ﬂ '
and it automatically appears Sremel AhabascaC BT i PA o
in the Phone Dialer. Estevan Siarish 5ol p 02155 e
Franklin, B arometrics
Garzola, Cars & More 2 Exe
Grimswell, Freestyle F _ .
Halstein, Fonz Erathe & icarsova@greenwich.p y;
Hartbloom. Grerille, Activiies

Honchow, Brooks, W
Hulinski, Adwest Cong
Juniper, Quick Copy §
Malkovich, Dealers O

j 5/33¢c
Cartacts J Business

Delete

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:

_ Internet Sidekick finds the
first card that matches
typeTg ;retao% 20; Z nc;‘grg,r what you entered.
index and press Enter. ey /o than one card
contains a match in its

index, click the down-arrow
and up-arrow to select the
one you want.

Redial  Ansmer  Hanglp

Ansuer  Hangllp
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Dialing the call oncethe 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 tone
or see the Call Status dialog box, pick up your telephone handset anc
click the Talk button. Internet Sidekick disconnects the modem so you
can use the telephone handset.

While dialing, the exact dialed number
appears in the title bar...

and the status changes.
HangLp

The Call Status dialog box opens.
Lift the receiver to talk, and then

click the Talk button.

£ Lift the receiver and Flick Talk.

To disconnect, click|Hang Up and replace
the receiver.

Call Mate b

| Hanglp |

Entering call notes Atfter you dial a call, the Call Note window automatically opens, if it
is not already open, and the timer starts. During the conversation, you
can make notes by typing in the Call Note panel.

The Phone Dialer



Click to open or close
the Call Note panel.

Timer and timer control buttons.

1| While you talk, you can type notes
to be added to the information in
the Contact Log.

When done, click to record the
call information and notes, if
2B you've entered any, to the
Contact Log.

Ending the call when you finish the call, hang up the telephone handset. You may

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 when
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—sé8etting up the Phone Dialer” on page )62

Answering When you receive an incoming call, Internet Sidekick opens the
incoming calls Phone Dialer automatically (if you select “Yes” for the option labeled

Caller ID and

Monitor current modem for incoming calls in Phone Dialer Setup).
You can pick up the phone, and click the Answer button in the Phone
Dialer. When you do, the Call Note window opens and the call timer
starts.

If you have Caller ID service (s@age 1540r requirements),

card |00kup Internet Sidekick displays the phone number in the Phone Dialer. In

Chapter 9

addition, Internet Sidekick searches the current cardfile’s SpeedDial
field for a match for the caller’'s number. If it finds the number, it
displays the caller’s card.



For automatic lookup of incoming numbers in the Cardfile, you need
to have the correct settings in the Setup dialog box‘&sé&ng up
the Phone Dialer” on page 162

Call History: Internet Sidekick keeps track of incoming calls and displays a list,
While you were out including incoming calls that you didn’t answer. You can see this list
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).

Phone Dialer | x|

Phone Dialer E

Bisl  Redis  Answer  HangUp

Dial Redial  Bnstwer  HanglUp

Call Histary: =

* | GallNote b

Click the History button... e géllfgz [tgddgéetif/ lt'r’;ethe
...[o open the Call History Call History.
window in place of the keypad. Click to save the call

history to a card.

| Click the Keypad button
to restore the keypad.

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 the
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.

The Phone Dialer



Entering
information in
the Contact Log

SpeedDialing

Chapter 9

Internet Sidekick makes an entry in the Contact Log of the current
card, if you have checked the automatic call log option in Phone
Dialer Setup (se&setting up the Phone Dialer” on page ).6Phe
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 placed
the call and finished writing notes.

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.

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 (se&setting up the Phone Dialer” on page L&its
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.

When you drag a card to the Call icon, Internet Sidekick dials the first
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 Sidekick
views.

Setup Default SpeedDial Field
Select a Phone Field:
First M. -
Los Name Lo |
Eompany | Cancel | ) )
i e e | Click the field you want used as the default
D Fax phone dialing field and click OK.
ice Address
City [Dffice] =l Help




Telephone Internet Sidekick uses Windows 95's TAPI (Telephony Application
number format Programming Interface) to streamline communications. TAPI is
capable of correctly dialing telephone numbers in different cities and
countries based on your current location, inserting or omitting area
code and country code as needed. It also has additional features sucl
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 internationally,
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.

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.

TAPI expects phone numbers to look like the following:
+ country code (area code) number
The key parts of this format are
+ 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 code
number The phone number can include dashes if desired.

So the telephone field entry for the number 555-1234 in Boston (area
code 617) in the U.S. (country code 1) is +1 (617) 555-1234.

The Phone Dialer



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.

For a phone number (such as 1234567) in Bombay, India, where the
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.) See
the following figure.

Setting up the To enter or change the set up information for the Phone Dialer

Phone Dialer

Check to have Internet Sidekick ___|_|

dial numbers without using the
TAPI “My Location” settings.

Check the properties you want.——

Check options you want. ~L

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.

Dialing local
calls with Area
Code

Chapter 9

Click the Setup buttod@ in the Phone Dialer or choose Phone |
Setup. The Phone Dialer Setup dialog box appears.

Phone Dialer Setup Click to set up the phone number, area
code, and line information for your

current location or other locations.

i~ Dialing Praperti

| am dialing from: E
Using Caling Card:  Mone [Direct Dial]
Click to specify local numbers to be
dialed with Area Code.

—f Ignore "My Locations" settings

Tall Prefixes. 4

i Mademn Propertis

Current Modem: Sportster 28800 Extemal o

i~ Phone Dialer Fraperti

Setup ]

Click to set up your modem and

communications information.

I Dial using the handset instead of the modem

W &utomatically enter Call information into Contact Log at the end of call

( Phone Dialer Option:
™~

Monitar current modem for incoming calls: (% Yes © No IfyOU need aSSIS[anCe, click the Help
¥ Enable Caller Laak UIp if the Current Cardfile button or refer TO yOUI’ WIndOWS 95
documentation.

In some locations, you dial your own area code to reach certain local
exchanges. Or you may want to dial the area code to use a low rate
from your Long Distance carrier, instead of using your local service
carrier.

Normally, Internet Sidekick (and TAPI) knows that it should omit the
area code if it matches the area code you are calling from. When this
is not the case, however, you can specify that the local area code
should be included for specific exchanges. (The tohangeaefers

to the first three digits of a local phone number in the U.S., such as
555 in the number 555-1234.)



In the Phone Dialer Setup dialog box (see previous figure), click the
Toll Prefixes button. The following dialog box appears.

Toll Prefizes [%]

first, move them ta the list on the right

IF any of these numbers require you to dial 1-(4mea Code)

Local phone numbers:

FI R add >

Dial 1-408 first:

202 - wr
203 - ww
204 - s
206 - ww
206 - ki
207 - urmn
208 - wwx
209 -

< Remave

Add &l »>
_I << Remove All
-

]

Cancel

| b

Click a local exchange in the left column, and then
click Add if it must be dialed with 1+Area Code.

Using the Dialer ifyou do not have a modem, the Phone Dialer can still be useful to
without a You for logging call information.

Modem To use the Phone Dialer to log call information

1 Click on the Cardfile card for the person you are talking with, and
then choose Phone | Dialer.

2 Type information or notes about the call in the Call Note window.
Click the button to start the timer, if desired.

3 When done, click the Save to Current Contact Log button to have
the call notes added to the Contact Log for the card.

The Phone Dialer
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Printing cards

Printing

Internet Sidekick lets you print from the Cardfile, Calendar, Write or
Expense views to a variety of formats, using preprinted forms or your
own custom ones. You can print your generated reports, and you can
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 using
the Print Labels command. S&&inting labels, address books, and
envelopes.”

This chapter discusses
Printing cards

Printing labels, address books, and envelopes

Printing Write documents

O
O

O Printing calendars
O

O Printing expense reports
O

Printing Activities
NOTE If you have multiple printers, you can select the printer you want
using the File | Print Setup or File | Page Setup command.

To print the cards and their associated Contact Logs
In the Cardfile, choose File | Print | Cards. The Print Cards dialog box
appears.
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Print Cards

) ) ) ikt 1o Pt cadsPaPaes——1— Select the number of cards to print
Specify which cards to print.———~2 " T o B on each page.
{7 Selected Cards Fiom: Depa&alz Cancel | . .
£ ioiediads Joome || |TweCads . Click to preview your output onscreen
Three Cards F‘leylewzl—— 3
£ Al Cards To: Four Cards before you print.
& Index Fiarnge | Cabld FiveCards x|
—pi ~Margi Select the fonts used in printing.
. PBrint. Margi
Select parts of the card to print——p . Lot Bigh o
—— oy | Pon BPE B ste S printer setup options.
Enter margin settings as needed to _ I—U;U_E g
position the cards on your paper. o et s — Hep |

The Cards Per
Page setting

Printing labels,
address books,
and envelopes
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As you specify more cards per page, the cards themselves become
smaller. If a card becomes too small to contain all its fields, Internet
Sidekick drops the extra fields from the bottom of the card. If you
specify one card per page, Internet Sidekick will drop fields as needed
to make the card fit. If you choose Separate, each card will begin on a
new page, but will not be restricted to fit on one page.

Select Continuous to print the cards one after another, without page
breaks between cards.

Internet Sidekick can print to almost any size label, address book
page, or envelope. The dialog boxes for printing these forms include
numbered steps to help you organize and print the information the
way you need it. In addition, you can view special Hints screens that
provide details on arranging the contents.

Templates let you print in a variety of popular label, index card, and
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 Envelopes.
The corresponding dialog box appears; the Print Labels dialog box is
shown in the example below.



Follow the numbered steps in the
dialog box. Step 1 prompts you
to specify the cards to print.

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.

In Step 4, you specify the number
of copies and other options.
See text for details.

Print Labels on HP LaserJet 11151 Pos [Copy 2)

—o Select cards to print
g - Print
% Current Card =) Selected Cards
Al Cards ) i arked|Cards Close
1" Index Range From I T
i
—o Choase printing style templal ﬂl
IAvew BEE2 Clear Address j
Set up template... |
—e Choose contents to print - J
| I " j i-_ =
{"Sel up contents... E L J
| 1
*1’ Select printing option:
Repeat entire set; E Repeat each card: E

I More Optionz. |

Click to preview the
results of your choices.

— You can see the overall

layout here as you work.

The numbered steps are designed to help you specify what to print
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: SelectThis panel is where you specify the range of cards to print. If you
cards to print mark or select cards before you begin printing, you can check
Selected Cards or Marked cards for printing. Check Current Card to

print only the currently displayed card.

Step Two: ChooseThe template is the format of your printed output, whether that's a
printing style label of a specific size and arrangement on a sheet, an address book

template Pad%® format, or a specific envelope.

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.

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.
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To create or modify a template
1 In Step 2 of the Print dialog box (seege 16§, click the Set up
template button to open the dialog box shown below.

Label Template Setup Set up template: - Avery D662 Clear Address
Dlalog Box - Pageiagns Label Margin e |

¥
- ‘t e Top: (0.64 in
W Wert: (0.00n (e
Bok |0.61in DOptions.
Test Print

As you pass the cursor over the —T]|
dimensions... :

arrows show you where —7 Left: [A00 B |

they apply Hmz' % Horz:

fi: [100in 4 \: e Ay [n00in

~ Page Layout
Rows: lﬂ Paper [ h). 8.50in  11.00in
LColunns; lﬂ Printable (w x h: 7.9%in x 10.47in
Pages: m Label [hx wi: 1.31in  3.98in

D IIL
[ale] [Ie]

L] D]

!

™ Piint on Both Sides ™| Upposte Comers

2 Set the number of rows, columns, and pages to print per sheet of
paper in the Page Layout group.
0 Rows.The number of rows of labels on the sheet to which you
are printing. Up to 60 rows are possible, depending on the size
and margins specified.

0 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.

0 Pages.The number of address book pages on each sheet of
paper. Up to four pages are possible, depending on the size of
the address book used. Each page has its own Index Tab, Page
Number, and several address book entries. This setting does not
apply to labels.

3 Change the page margins if necessary.

NOTE Page margins are needed only for address books, which can print
to multiple pages on the same sheet.

4 Change the label margins settings if necessary.

Some margins might need to be set to the second decimal value for
accuracy in printing to a specific label. The dimensions for the
label size immediately reflect the change as you adjust the label
margin settings.
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If you extract a card from a
cardfile, you create a new
cardfile that includes the
templates of the first cardfile.

When the Print On Both Sides option is checked, the Options
button becomes available. Clicking Options displays the Template
Setup Options dialog box, where you can set several reverse-side
printing options and specify the position of binder holes.

The Opposite Corners setting allows alignment of the binder holes
to be adjusted by changing top and bottom margins.

When done, click Save As. To modify the existing template, save
your changes under the original name. To create a new template,
type a new name and click OK.

Click Test Print to see a printed example of the effect of your
changes.

Since template definitions are saved with each cardfile, the changes
you make only apply to the current cardfile’'s templates.

Template settings may be different for different printers. Experiment
with your printer to find the best results.

Step Three: Here is where you specify just what appears in the printed result,
Choose contents toincluding text, Cardfi_le fields, and graphics. If you have predef_ined
print 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 must
position it within this shaded area (not within the background
rectangle). Any elements you add to this contents design repeat on
each label you print.
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Dverview
The design you create in this Set Up Contents dialog box will repeat on
each printed label [or envelope or address book page). The design is
made up aof four types of elements:
* Card Field:
Workspace Ten
representing the label Use these G
or Oﬁ'ler pnnted handles to resize when you are finished with your design, click the 5 ave button to save
object. the cell. your contents.
Set Up Contents - Addiess Label ™ Show Hints Automatically U Net 5y Cancel
Save ds... I
Cancel
an —— Click Hint to see the first panel of Hints, |
which walks you through the process of
Click to sdd creating the content.
Card Fields...
Tent Click each button to add cardfile fields,
—— text, graphics, or a stamp.
Stamp
Madify Selection
zom 1 Click to change magnification.
¥ ShowGrd ¢ SnapToGrd “afict s Height 402 x 2.00in ‘

Right-click a cell to edlit 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 T0” in a large
font, and the other contains the name and address fields in a smaller font.

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, drag it
to the location you want.

To change font, alignment, and colors, or to edit the contents of the
cell, right-click it. Font, alignment and color attributes are unique
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 hnew name
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:
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0 Card field text (like a person’s hame or address, that prints a
different card’s information on each new label)

0 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 the
cell. The fields will be filled in with data from the card or cards you
select.

Card Fields: Select o lype contents .
Double click each field ———fzshision = as  [sHP7o: zl’crv,tc/ ,;:éa,g c_zc/t{gz
toadd it or.. Lost Hame S ggmﬁn} {First Name} {Last Name} with thegcagdfile
click a field and click Fields >>, —[cmean. {Company} {Dept/MailStoph fields by typing
Be sure to type a space Bckiress 2 directly in this
or punctuation where needed, o | et space.

or use these buttons. —_{z» NewLine

Office

Office E xtension Space

Home Phone

Alternate Phone LCornma
Far -
=

Spouse

oK Cancel

This dialog box makes it convenient to insert fields in label, although
you can type the field names yourself, either here or in the Text dialog
box discussed next.

Text elements
Use the Text button when you have a lot of unchanging text that prints
on every item, such as your return address on an envelope.

Edit text [text. return addiess, etc]

Edit

Hellal My Mame |5

——— Type your text here.

Printing



You can add multiple text
elements with unique fonts,
colors, and alignment.

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,” and
“Confidential” are available estamps Click the Stamp button, select
the phrase you want, and a new text cell containing that text appears.
By right-clicking a Stamp cell you can change its message and font,
rotate it, or delete it.

Graphic elements

Clicking the Graphic button displays four choices:

0 Bitmap lets you choose a .BMP file to import.

0 Frame creates a rectangle.

0 Round Frame creates a rectangle with rounded corners.

0 Line gives you the choice of creating a horizontal or vertical line.

Right click the graphic cell to see a menu of its properties you can
change.

Step Four: Select The options let you specify quantity to print and other settings. Two

printing options
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repeat options are available: Repeat Entire Set prints the entire set
once and then starts over, for the number of times you specify. Repea
Each Card prints each card for the number of times specified before
going on to print the next card.

The additional choices available with the More Options button are
shown in the following figure.



Calendar
printing

Printing in the
Sidekick daily
format

More options [ %]
r Drientation
- oK I
[[ee | Choose Portrait (vertical) or Landscape (horizontal)
page orientation.
— Other Option:
[¥ Skip Blank Lines
[~ Skip Blank Cards L. .
- Check boxes for printing options you want.
[~ Index Tabs
I~ Separate Index Tabs
it Inces Fisle: [sauiain  ——————— Select the field used to determine the printing
cten P Paii order. For example, to print cards in Last Name
i Te e der, choose the Last Name field here
lrﬁnw [t =/ Cobmn [T 2] oraer, ’

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.

You can print events, calls, and tasks from your calendar in a variety
of formats. Internet Sidekick can print the daily, weekly, monthly, and
yearly calendars in its own format using preprinted or standard paper.

In addition, Internet Sidekick can print to the paper forms of several
popular organizers:

0 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

I I

Using the Sidekick format, you can print on any size paper or
personal organizer. You can use special preprinted paper or you can
create your own organizer using standard blank paper.

1 Choose File | Print | Sidekick Daily Format from the Daily view of
the Calendar. The Print Sidekick Format dialog box appears.
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Print Sidekick Format
Erom To 0K,
EA7/95 -] [5at et Bl o |
Sl _Cored |
™ Single Column " Double Columns
' Triple Columns " Organizer Freview -|—— Click to prVieW the printed pages.
i Contents In Column:
First: Second: Third:
Click to change margins. s e = e TP Click to displav th ons be
\ ick to display the options below.
Choose the type of paper ——EssaiTupe  [Dojfumes Enen 0335 2] | Edi. | | Gpfonséé 44— piay ihe op
you're printing to. ~ Option
W7 Include MinCalendar ¥ Skip Emply Click to change the fonts used in
™ Include Regarding [ TextWwirap Font | — the calendar.
¥ Include Completeditem ¥ One Page Setup .I_ Click to change your Windows

print settings.

1 Change the dates in the From and To boxes if you want to print a
series of days. The default date is whatever day you had selected ir
the Calendar.

2 In the Style group, choose the number of columns per page that
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 you
pick the same activity for more than one column, text flows
continuously from the bottom of one column to the top of the next.

4 Select the paper type that corresponds to the paper you're printing
to. Internet Sidekick can print to a number of popular laser forms
by Day Runner, Day-Timer, and Franklin. If you need to change
any of the settings, click the Edit button. The Paper Setup dialog
box appears.

Edit, add, or delete paper types in this dialog box. You can print the
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 Format
dialog box.

5 Click the Options button to expand the dialog box and choose from
the following options for your printout.

0 Include Mini-Calendar. Prints current month calendar at the
top of the page. The previous and next month calendar grids are
also printed, when space allows.

O Include Regarding. Prints any Regarding notes attached to
activities.
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Printing in the
glance formats

0 Include Completed Items.Prints all entries from the selected
lists, including those checked-off as completed.

0 Skip Empty. Prints only those lines from the Appointments,
Calls, To Do, or Goals list containing data; all blank lines
between entries are omitted.

0 Text Wrap. Prints the entire description of an activity (up to
500 characters). If necessary, the text wraps to additional lines.

00 One PageTruncates the schedule and prints only what can fit
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.

NOTE Be prepared to experiment with the settings to achieve the results
you need for your paper type and printer.

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 printed.

In addition to the Daily view formats, Internet Sidekick can print in
several different glance calendar formats, including one-, two-, and
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 Weekly,
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 date
range currently displayed in that view.

4 Set any other options you want to print, including a title, footnote,
mini-calendar, today's date, or graphic images. (If you want to add

Printing



Printing to At-A-

Printing to Day-
Timer and
Franklin forms
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7

graphic images, they must be black-and-white .PCX files; store
them in the Internet Sidekick Data folder).

Change the fonts for the calendar by clicking the Fonts button. You
can choose a different font for each part of the calendar.

Choose Setup to change the orientation or the page size for the
printer. Adjust the margin settings as necessary.

Choose OK to print the calendar.

Internet Sidekick can print directly to pages in At-A-Glance organizer
Glance forms format (in Portrait orientation only). The pages from the notebook
must be fed through the printer.

1
2
3

7

Choose the Calendar view: Daily, Weekly, or Monthly.
Choose File | Print and then At-A-Glance format from the menu.

Select one of the At-A-Glance formats from the Format list in the
Print dialog box.

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 blank
sheet of paper and compare the output to the At-A-Glance sheet to
make sure that the text and lines match.)

For Daily view, check the Start On button to specify Left page or
Right page. For Weekly or Monthly views, specify the paper you
are printing on—dated or non-dated.

If you want, you can change the font by clicking the Font button. A
point size of 8 or 9 works best with the available space.

Choose the range of dates to print, and choose OK.

Internet Sidekick can print directly to pages from the Day-Timer and
Franklin Planner personal organizer notebooks. The pages from the
notebook must be fed through the printer.

1

From the Daily view of the Calendar, choose File | Print and then
Day-Timer Daily Format or Franklin Daily Format from the
cascading menu.

Select a Day-Timer or Franklin format from those listed in the
Print dialog box.

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 blank



Printing to Day
Runner and
Filofax forms

Printing in the
Write view

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. A
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 center-
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.

Internet Sidekick can print directly to pages from the Day Runner and
Filofax personal organizer notebooks. Both dated and undated
versions of a variety of Day Runner forms can be used. The pages
from the notebook must be fed through the printer

1 Switch to the view that you want to print, and choose File | Print.
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 the
lines on the page. (You can print a test draft to a blank sheet of
paper and compare the output to the Day Runner or Filofax sheet to
make sure that the text and lines match.)

4 Change the fonts for the calendar by clicking the Fonts button. You
can choose a different font for each part of the form.

5 Choose the date range you want to print. The default is the range
currently displayed in that view.

6 When ready, choose OK to print the calendar.

When printing to weekly and monthly forms, the information printed
is determined by the display setup for that view. Choose Tools |
Preferences and click the Calendar button to set up the Weekly or
Monthly views.

You can print a single document, all of the documents filed in specific
folders, selected documents, marked documents, or found documents
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.

Print Documents

If you choose All documents, select the
e folders here, or click All Folders.
Select which documents to print.— || it . . -
P : Click to preview the printed results.

Check Include Subject to print the
subject line with the documents.
Specify continuous printing or start
each document on a new page.

Enter the number of copies to print.
Check to print a page number.
Check to show or hide the strikeout
of misspelled words.

Printing To print a completed expense report
expense reportSChoose View | Report View. Then select File | Print Report.

Internet Sidekick prints your expense report, including details for the
business meals, entertainment, and miscellaneous expense types.

To print expense receipts

Choose View | Receipt view. Then choose File | Print Receipts and
select either Current or All.

Printing In the Activities view, you can print summary information or details
activities 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 an
event to select it; use Ctrl+click to select multiple events.

3 Choose File | Print.

Print Internet Events
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About Reports

11
Reports

Reports present information from your Cardfile or Calendar,
complete with titles and headers, in a form you can easily review or
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

0 Creating Cardfile and Calendar reports

0 Creating Free Time and To Do items reports
0 Creating Contact Log reports

0 Report formatting

Reports collect the information you request and present it in a tabular
form, such as the following Cardfile report:

Contact File =
[Fales Department
1996 Contacts

First Hame Lost Name | Company [ Offic
Bakrow West Services +1 (406) 4

(
Fierre Balmoran Four Quarters +1 (518) 5
Fernandao Bloom Intergraphical +1 (209) 5
Fawviao Buitoni Drummond, Walkow, ' +1 (408) 5
June Corsowva Greenwich Consulti +1 (301) 5
Rich DiMaggiao Barclay Advisors +1 (415) §
Don Dremell Athabasca Corp. +1 (303) &
Saul Estevan Starfish Seftware +1 (BOS) S
Fern Franklin Barometrics +1 (408) 5
Herman Garzola Cars & More +1 (415) 5
Fran Grimswell Fresstyle Foods +1 (408) 5
Jeff Halstein Fonz Brothers +1 (408) 5
Janice Hartbloom Grenville, Notewor +1 (213) 5_
= e S o M\L'J

Once you have viewed the report, click an icon on the Desktop to
switch to another Internet Sidekick view.

Reports



Cardfile reports
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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 the
following types:

0 Cardfile

0 Calendar

0 Free time

0 To Do ltems
0 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 formatting
(see'Formatting reports” on page 1B84Jse File | Save if you want to
save a report.

The Report menu contains two more commands: Open Report opens
any previously saved report; Go To Current Report returns you to the
current report if you're in another view of Internet Sidekick. Other
options appear on the Layout menu while you are viewing a report.

NOTE Be sure to save your latest changes before you create a report.
The Card report lets you summarize information from the open
cardfile in a tabular format.

To create a cardfile report
Choose Reports | Cardfile.

~Beport on
& AlCads € Indes Rangs — 1 Choose the cards to report on—all,
CitdakedBards - Eom 1o marked, selected, or a specific range.
) Selected Bards I ﬂl p g
LCardfile Fields: Report Columns:
Zip =l 55T | First Name: =
Countr e || ast Name . . . .
AT | o ||Comey ————2  Select cardfile fields to include in the
o Fran | a1 report using the >> or All buttons. The field
Alternate Phon =

names appear in the report as column
headers in the order listed.

Fan | —— | |

The cardfile report is generated with fields arranged in columns and
cards arranged in rows.

See'Formatting reports” on page 18dr information on customizing
your report.



Calendar reports A Calendar report summarizes information from activities in the open

Set the calendar date range
to include in the report. One
day is the minimum range.

the Text To Find box to limit
your report to items related to
a specific person or keyword.

Select the types of calendar

From: IMnn £/3/95 E: Appaintment details
To IF £/28/96 E : [~ #lam [ Unconfimed

calendar. You can choose to report on appointments, calls, To Do list
and Goals list items, multi-day events, or special days, and set the
level of detail for the report.

You can quickly generate

0 A weekly To Do list, sorted by due date or priority

0 A list of everything on your agenda, including appointments, calls,
and goals

0 A list of special days and multi-day events scheduled for the next
few months

0 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 appears

Calendar Report

Type a string of characters in———rgmma—| | | Lol Select from additional
Bepoton————————————— u Urgent I~ Call Status Optlons for each part Of the
W Appeinments v B4 To Do o Goals it e calendar to adjust the level of
T Mdidgeverts 2 ToDoiems | | L detail for your report. Options
I SpedalDape 7 Gods Lin become available as you

I~ DugDate [ Time Used . .

I Completed = =h make selections in the
I Regacing Qens c¢_ | |7 Eetesanr T Asien Report On group.

activities to include in
the report.

0k | Cancel | | Hep | T Includealdetais e

Click to show or hide the options on
the right side of this dialog box.

Free time report A free time report searches the appointments schedule in the open

calendar for unscheduled time slots. If you have a busy schedule for
the weeks ahead, this is a quick way to determine when you have time
available for last minute appointments.

To generate a free time report
In Calendar view, choose Reports | Free Time. The Free Time Report
dialog box appears.
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1 Setthe date range to search on — te=fn= e ez 2 Set the time range for the number of hours

the Appointments list. One day o 67375 217] | | eooav S each day to be searched, for example,
is the minimum. To: o From: 8:00 AM To: 5:00 PM.

JFi eee || [oorw  EH

Time Incremerl

’7(‘- Fofre  AETR @k —,—— 3 Select the time increments to display the
report results, either 15 minute, half hour, or
T bep | hour intervals.

The scheduled times are marked with an X, while unscheduled times
are left blank.

v Sidekick - (Untitled) H[=] E3
File Edt “iew Lapout Toolz Help
Date | WeekDay | 9. 00a [10:002[11:00a][12:00p] 1:00p [ 2:00p | 3.00p [+ 10
Wednesday X X )4 X )4 X Sep
774796 Thursday X X Z X X Z X Calendar
7/5/96 Friday X
. i 7/6/96 Saturday z X En
An X marks time that is busy. - % z X X X X EartTims
7896 Monday z b4 z b4 -
73,96 Tuesday »g
7-/10-9 Wednesday I X .
71109 Thursday I X X X
7-12/9 Friday X X X X 34
7/13/9 Saturday X Z X o
7149 Sunday e
771579 Honday
Ezpense
Activities
Call
‘ 4| @
Delete
L = |

Se€'Formatting reports” on page 18dr information on customizing
your report

To Do item
reports

For a report on To Do items and Goals, you can create a To Do Items
report.

To create a To Do Items report
Choose Reports | To Do Items. The To Do List Report dialog box
appears.
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To Do Items Report

Set the date range in the Calendar

to include in the report. One day is —TEsw——en_5/21%8

Io

the minimum range.

Type a string of characters in the ——===sest

Text To Find box to limit your report
to items related to a specific person
or keyword.

== "ﬂspurlDu

¥ ToDo ™ Goals List

IFli 6/7/96 El j

-

with Due D ate Between

ITue 4/2/96 Ej
IFli E/28/96 E:

From: From:

Ta:

Enter Date Between
To ’V

ITue 4/2/96 Ej
IFli E/28/96 E:

™ ReportOnall | |

LCategory:

Azsign:

Priorities:

Include
¥ Time used

Personal

™ Completed Only

Check the appropriate
boxes to include only the
To Do items, only the Goals
list, or both.

Select the dates and
properties to include.

Se€'Formatting reports” on page 18dr information on customizing

I Regarding
I i 25 [V Al Assigns ¥ &) Pricrities I™ NoPrigities
Cancel | ﬂl
your report.

Contact Log
report

The Contact Log report is a history of all the contacts you made with
specific people during a specified time period.

This is particularly useful if the Contact Log for each card contains
information that has been recorded there using the Stamp To Card
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.

1 Set the date range to report on.

2 Check the categories of logged
entries to include in the report. — 7

As you select one or more of the
categories, names for their attributes
appear in the Report Columns list.

Contact Log Report
Erom: To

[Mon erz%e  [E]] on navee ] oe |
— Categori

= Cancel
-~ Cal ] Answer &I

™ Document [ Appointment

~Beport On

& Al Cards " Index Range

£ Marked Cards s =

£ Selested By/

Cardfile Fields: ‘ Report Calurins:

Salutation - 2 |

First Name

Last Mame: All - |

Position

Compary - Al |

Address 1

Address 2

ity ] bop |

3

4

Select the cards to report on
from the Cardfile.

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.

See the following section for information on customizing your report.

Reports



Formatting
reports

Updating report
fields or data

Adding a title

Adjusting column
widths

Chapter 11

Once you create a report, Internet Sidekick displays it for viewing or
formatting. There are several options available for you to customize
the report format. When viewing a report, you can save it, print it, or
open a new one.

If you update your calendar or cardfiles after you generate a report,
you can also update your report. Also use Update if you want to add
or remove fields from the report, or change the range cards covered by
the report.

To update a report
Go to the report, if necessary, by choosing Report | Go To Current
Report. Then choose Layout | Update Report.

Before printing the report, you might want to add a title and subtitles
that identify the report contents. The report title is centered at the top
of the page, and the subtitles are left-aligned just above the column
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 total)
to the report.

4 When done, choose OK to insert the title and subtitles in the report
above the column headers.

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.

Eolurn: e, il Choose Fitted Width to change the width of
et e [T |~ each column to the length of its longest entry.

Cormpary Fharee Corce This adjustment might extend the width of the
o Phane  Fited wih 4
report across several pages.
 Fived width
% Assign width

Change Column Width

Lo | To specify an exact column width for the
selected field, choose Assign Width, adjust
o T vt~ teh | the size in the Width box, and choose

Change.

Check the Wrap Text option to have
information in cells wrap to multiple lines.



Deleting columns
or rows

Moving columns

Hiding column
and row titles

Changing fonts

When done, choose OK to apply the changes for column widths to the
report.

To resize the columns individually using the mouse

Pasition the pointer over the border between the headers. When the
pointer changes to a double-headed arrow, press and hold the mouse
button and drag the line to the right or left.

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.

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.

To change the order of columns
Select a column by clicking its title. Then drag the column to another
location in the report and drop it.

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.

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 Font
dialog box.

2 Select the font, style, and point size you want for each element of
the report, and choose Apply.

3 Choose OK when done.

The font settings are saved with the report.

Reports



Savmg and To save time setting up headers and fonts for each report, you can
i create a report with all the appropriate settings, then save its style to a
applymg report file for later use. The font settings and headers saved can be used in
Styles any subsequent report that you create. You might want to save severa
different styles to use with the various reports you need to generate
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 Save
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 not
saved in the style file.

4 Choose OK.

After you save a style, it can be applied to any other report to change
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 report.
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What it does

12
Back Up and Restore

When you want to take Internet Sidekick on the road, or if you just
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 to
access all the important schedule and other information from your
desktop computer at your office. And after the conference, you can
transfer the files you've worked on back to your office computer, so
you have access to all the new contacts you've met and appointments
you've scheduled.

In fact, you can use Back Up and Restore to copy any files, not just
Internet Sidekick files, anywhere. Using Back Up and Restore, you
can copy files to a laptop to take home for the night, or to a file server
to hand off to a colleague, or to a floppy disk to have a backup version
of your data.

This chapter discusses:
0 Backing up files
0 Restoring files

O Internet Sidekick file types

Back Up and Restore is a simple, yet powerful, feature. You choose
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 up
the files on to a floppy disk, and use the second computer’s copy of
Internet Sidekick to restore those files onto that machine. (You must
have a copy of Internet Sidekick, or at least the Back Up and Restore
utility, installed on each computer.) Internet Sidekick automatically
puts all the files into a directory structure identical to where they

Back Up and Restore



Backing up

Chapter 12

came from, or you can change directory for each file or for a group of
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 restored
most recently, and displays them as the default files for backing up or
restoring.

You can run Back Up and Restore from within Internet Sidekick, or as
a separate standalone application in your Internet Sidekick program
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 you
can complete the back up or restore process.

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.

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 not
running, select the Back Up and Restore option in the Internet
Sidekick program group. At the opening dialog box, choose Back
Up and click Next.



Back Up and Reslore

Click button to
specify Back Up.

Check the box if you
want to be prompted
before Back Up and
Restore overwrites
an existing file.

—_— Click to change the
source dlrectory.
Choose the files to back up here. : T | The files you choose
i iy fleststarfishti dekickluserdatatCONTACT S for backing
Then click the Add arrow (>) to oot s e O o T
add [hem to the backup Ilst C‘:I\purndgram files\starfishhinteret sidekick \userdatabstarfish B
[ ca\;rr‘ngrr‘]am fileshstarfishhinternet sidekick\userdataib
[writefilz]
c:sprogram files\starfish\intermet sidekick\userdatatDept
c:hprogram flleshstarfishbintemet sidekickhuserdata\Sidekick Ti
Sidekick Tips [Report]
Templates [Expense]
Click to choose
another destination
directory.

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. When
you do, the Back Up and Restore program backs up the files you
specified.

If you're backing up to a floppy disk, you might run out of disk space
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 the
capacity of the disk—1.4Mb for a diskette.
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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.

Restorlng 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 not
running, choose Back Up and Restore in the Internet Sidekick
program group. At the opening dialog box, choose Restore and

click Next.
Restore
e If necessary, change
(\ S L_d__ the source directory
' - to list your source files.
F[Ies you can restore Source files: FRestore file names and destinations:
appear here :;arde] [E?{de] fileshatarfishhy idekick userdataiBusi - s
ESSP‘JHTEAS‘SI‘:TS Etﬁlﬁﬁliﬁ ;l;:i:ii:ﬁ;limlﬂiilﬁii z:g:t:ﬁbk«:ﬁ::g:::tgaﬂﬁ%m__ Move files to this list
B t it t t,
iy 5| | Epogtem feststrishiter: sdkick usercateisah to restore them.
[CS\eﬂdaf] [Ca\\eﬂdaf] fileshstarfishhintemet sidekickhuserdatairb
“\pragram fileshstarfishhintermet sidekickiuserdata
l\:\f'nteh\e] _SI [\:f’ntih\g]
Dept c:Yprogram fileshstarfishintemet sidekickuserdatahDept
Sidekick Tips <« c:\program fileshatarfishhintemet sidekick\userdata\Sidekick Tips
. . " . R R
Click to list all files in the L Reset | [1Eoret
selected source directory. (Others] [Dthers] If necessary, change
| _ the destination
Change destination directary for the selected files... _'_ dlfechI’y for Selected
files. (You can select
<« Presious I Beain I Cancel | Help | mul[,p/e flles and

change all at once.)

Notice that each file to be restored already indicates its own
destination directory. You can change the destination directory by
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 continues.

If you are restoring from multiple disks, Internet Sidekick prompts
you to insert them in the correct order. If some of the files that should
be restored are missing, Internet Sidekick notifies you.

Internet Sidekick its easy to think of a Calendar file or Write binder as a single file, but
files each of these is actually composed of several files. When you create
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Write files

Calendar files

Cardfiles

Report files

new Calendar files or Write files, Internet Sidekick creates and
maintains these extra files automatically.

A Write file is made up of *.SKWrite, *.SKContent, and
*.SKNoteHeader. The asterisk represents the name you give the file
when you save it from the Write view. A fourth file with the extension
.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.

Your calendar file is actually up to eight files in the XXXX????.SKW
format, whereXXXXis the name you entered when you saved the
calendar (it can be more than four characters). When saving, opening,
backing up, or restoring calendar files, Internet Sidekick X¥txX

as the name of the calendar. TA#%®?part of the file name stands for

the type of calendar file, as listed here:

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.

Unlike calendars and Write documents, cardfiles are single files. A
cardfile is saved with the name you give it and the extension .SKCard.
Cardfiles are listed without their extensions in Back Up and Restore.

Like cardfiles, report files are single files. A report is saved with the
name you give it and the extension .RPT.

Expense files Expense files are listed under [Expense]. They have the extension

.SEE.
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Internet Sidekick Data files, usually with an extension .DAT, which are stored in your
system files DATA directory.

Back Up and when Back Up and Restore copies files, it creates and places a .LOG
Restore files file alongside the copied files. This file allows Back Up and Restore
to keep track of the files that have been backed up or restored. Back
Up and Restore creates and accesses this file automatically, so you
don’t need to worry about copying or updating it.
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Internet Scheduling
Configurations

Use the tables in this appendix to help you determine the Internet
Scheduling capabilities and limitations for different e-mail transport
configurations.

Case 1In Setup, you select Internet (POP3) as your e-mail type,
using a name like “johndoe@domain.com”.

Exchange & Internet recipient

Internet (POP3) Exchange-only (using the SMTP domain
Task recipient recipient 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

Case 2In Setup, you select Microsoft Exchange, using a name such
as “John Doe”, and you do NOT enter an Internet account (you have
no direct Internet connection through an SMTP gateway). Resources
you manage can be scheduled by other Exchange users only.

Internet (POP3) Exchange-only Exchange & Internet recipient
Task recipient 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

Internet Scheduling Configurations



Case 3In Setup, you select Microsoft Exchange, and you DO have a
direct connection to the Internet (via an SMTP gateway), S0 you enter
a name such as “johndoe@domain.com. Resources you manage can
be scheduled by other Exchange users only.

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

Appendix A



Symbols

I symbol (Calls pane}9

" (quotation mark) in
searchesl06

+ symbol in lists67

? icon (Calendarp4

— symbol in lists67

A

abbreviations (call status)9
accepting group invitation§8
activating
AutoSpell 122
online help3
Quick Letter 128, 129
active cardfile87
activities 51, 102
changing39
deleting 39, 57
entering from glance views1
moving 23
printing 178
recurring 4043
searching forl01
Activities view (Calendar)p1-52
drag/drop supporg5
expanding/collapsing item&7
group scheduling ané9, 66,
70,74
overview 18
printing summariesl78
Activities view icon 18
Add Cards command3
Add Cards dialog bo»@3
Add Document buttori16
Add Document command17
Add Folder command 25
Add new cards buttog8
Add new event buttor28
Add Receipt button (Expense
view) 139
adding

bulleted lists119
dictionaries121
icons to Toolbarsl9-20
multi-day eventss4
receipts139-140
resources/8
separators to Toolbarzd
special occasions to
Calendar52
tab stops119
address books
copying addresse$01
automatically 106
e-mail addresseS81
group schedulingg1
importing 97
printing 166-172
selected page$68
synchronizing111
addressing group messaggks 75
e-mail addresse8l
addressing letterg31
adjusting print margind.68
agendas32, 63
alarm (event remindery3
alarms44
special occasion§3
alignment (documents)18
Alignment button (Toolbar)L16
Almanac
opening43
Almanac Information buttor3
Almanac page (EarthTime)49
anniversaries2
announcement83
Answer button158
answering phone call$58-159
Any Field condition106
application main windowl6
Apply Colors to All Clocks button
(EarthTime) 150
applying report styles.86
Appointments commané?

Index

area coded48, 161, 162
Ascending optior47
ascending sort ordet7
Assign option (To Do)37, 48
Assign Width option184
assigning passwordgt
At-A-Glance forms, printingl76
Attach URL button32, 63
attachments32

group scheduling3
attributes

Calls pane38

Goals list46

resources30

To Do lists 36-37
Authenticate Messages optid@d
authenticationd4
Auto Spell Check commanii22
automatic dialing27
automatic sortingi6
AutoSpell 121

B

Back Up And Restore Files
command188, 190
Back Up and Restore utilit#87-
192
backing up files188
copying files 192
restoring files190
running 188
Back Up command.88
Back Up dialog box189
backing up files188
Between (range) operatdné
binders (Write view)116, 126
adding document§34, 135
creating 134
birthdays52
Bitmap option172
Blank Indexes First/Last
option 47
Bold button (Toolbar)116

Index



book icons (Help}
Browse Cities buttorl48
budgeting expenses37
bulk mailings 131
Bullet command119
bulleted lists119
bulletin board hotlines
Business categorg7
buttons (Toolbar)L7
changing20
identifying 4
removing 20

C

Calculator 2?2
functions, setting23
Calculator command?
Calendar27
Activities view 51-52
expanding/collapsing
items 67
group events9, 66, 70, 74
printing summariesl78
Calls pane28, 38-39
creating events fron30
setting attributes38
changing activities39, 42
changing dateg9
Contact Log andi5
creating 56
customizing44, 44
Daily view 29
deleting activities39, 57
drag/drop supporg4
events29-34
adjusting duratiord0, 31,
44
changing31
completing 31, 34
creating 20, 30, 31
group scheduling ané9
personal vs. groupl
reconciling 57-58
recurring 40
rescheduling3l, 54
scheduling?29, 30, 31
from glance viewss1
specifying type34
unconfirmed34

viewing 29
files 191
generating reportd81, 182
glance views51
printing 175-176
illustrated 28
importing/exporting57, 58
List view 29
Monthly view 48-50
adding itemsb51
setting preferenced9
moving through view28-29
multi-day eventss53-55
viewing 28
multiple files 56
merging 57
opening 27, 56
overview 17
Personal Lists47-48
printing 173-177
activities lists178
Daily views 173-175
glance views175-176
resizing panesi4
saving 57
scheduling recurring
activities 4043
searchingb5
special occasion§2-53
viewing 28
Time view 29
To Do pane28, 35-37
completed itemsl6
creating events fron30
editing items36
entering items36, 37, 51
prioritizing items 37
recurring items40
setting attributes36-37
sorting items46-47
automatically46
Toolbar 28
viewing empty time slot29
Weekly view 48-50
adding itemsb51
setting preferenced9
Yearly view 50-51, 54
adding itemsb51
Calendar command?7

Calendar iconl7, 27
Calendar Preferences dialog
box 44
Calendar Report commarid1
Calendar Report dialog boig1
Call dialog box38
Call History window (Phone
Dialer) 159
opening 159
Call icon 38, 155
Call Note window (Phone
Dialer) 157
opening 158
call status codeg?
Call Status dialog box57
Call Status optior9, 47
call timer (Phone Dialer}58
Caller ID 10, 154, 158
tracking calls159
Calls list (Viewport) 20
Calls pane (Calenda®s, 38-39
creating events fron30
setting attributes38
Cancel button74
canceling events§5
Clear This Event buttori5
canceling group events3
Card Fields button (Print) 71
card list (Cardfile)87
Cardfile 87
activating 87
adding cards39-94, 110
e-mail addresse8l
maximum 88
changing fonts96
closing 89
Contact Managef.01-106
copying cards109
automatically 106
specific fields 101
creating events0
creating new filesl06
customizing 25
default field values92
defining fields 88, 91
defining indexes95
deleting cardsl01
drag/drop supporg4
duplicating card<93, 106



editing cards94
entering number$2
exporting datalll, 113
extracting cardsl06-107
specifying conditionsL07
generating reportd80
hiding field name<s96
illustrated 88
importing address bookd7
importing datalll, 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 eventg0
opening cardfiles39
overview 18, 87-89
Phone Dialer and 55, 156
printing cards165-172
choosing specific field4.71
multiple copiesl172
removing fields, cautior®1
saving 89
searchingl01, 103-106, 156
selecting card94, 100
to print 167
sorting cards94-95
dates an®3
numbers and3
templates90, 98
defined 89
for printing 166, 167
setting up168-169
Toolbar 88
viewing cards45, 95
Cardfile command7
Cardfile icon 18, 87
Cardfile Report command80
cardfiles 191
closing 89
creating 106
empty 89
group schedulinggl
importing/exporting111-113

merging 109-110
caution 110
opening 89
synchronizing111
Cards list (Viewport)45
Cards Per Page optiatt6
case-sensitive search&g0
cash advancé40
Category option37, 48
Center map location
(EarthTime) 150
Change Column Width
command184
changing
Calendar activities39, 42
Calendar dateg9
Calendar event§1
column widths in reportd84
document margind19
EarthTime clocksl47
EarthTime locationsl46
e-mail addresse$s
field names in cardfile§1
fonts 25
Internet Sidekick25
mailing lists 75
print settings173-175
margins 168
templates168
resource attributeg0
time zones28
temporarily 34
Toolbar buttons20
Check as Complete commaid
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
cards 94, 100
to print 167
documentsl26
folders 125

group participants32, 62
mailing lists 75
phone numberd55-156
city information 148
Clear This Event buttori5
Clipboard 101, 133
Clock Setup command50
Clock Setup dialog box50
Close Cardfile comman@9
Close Cardfiles commang9
closing
cardfiles 89
Viewport 44
Color button (Toolbar)l16
color options25
EarthTime 150
columns (reports)L84
deleting 185
Combine command.35
communications requiremengs
comparing EarthTime clock$47
Completed Items optioh0
Condition commandL.04
conditional searche$04-106
operators105
configuring Internet Sidekiclo-
10
Confirm button64, 74
constant text (defined)29
Contact Log107-109
generating report$83
Phone Dialer and 53, 158,
160
printing 165
viewing 45, 99, 160
Contact Log Report
command183
Contact Managefi01-106
opening 102
Contact Manager buttof8
Contact Manager commari2
Contact Manager dialog bok02
contacting Starfistb—6
Conversions commang?
Conversions dialog bog2
Copy button (ToolbarB8
Copy Special Setup
command101
copying 23

Index



cards 109
automatically106
specific fields101

files 187,192

counting words in documents23

country codesl61
cover page (fax)L25
Create A Letter dialog bo%29
Create Merge Template
command130
creating Calendar even®), 31
from cardfiles20
from glance viewss1
group scheduling ané9
currency 148
current cardg7, 107
current time, settin@8
current view17
customer assistance-6
customizing
Calendar44, 44
Internet Sidekick25
Toolbars 19-20
CustomToolbar comman#0
Cut button (Toolbar)88

D

Daily Activity command51
daily calendar, printingl73-175
Daily command36, 38
Daily view (Calendar)29
data

backing up188

restoring 190

caution 188

Date and Time page

Calendar32

Scheduling Wizards?2
Date range optiori20
Date Stamp commanti08
date stamp<.08, 160
dates50

alarms for speciab3

changing29

group scheduling and?2, 69

searching56, 120

sorting in Cardfiles93

To Do items and37
Day Of Year option50

198

Day Runner forms, printing.77
Day-Timers forms, printindL76
declining group invitation$8
default colors (EarthTime)50
default directorie25
default phone numberss0
default views25
Define Cardfile Fields
command9l
Define Cardfile Fields dialog
box 91, 92
Define Fields command?2
Delegate To dialog bo%8
delegating (group event$g
delegating tasks7
Delete Activities dialog box67
Delete Column/Row
command185
Delete icon19
Delete Match Fields button
(Cardfile) 109
deleting 19
Calendar activities39, 57
cards 101
columns in report< 85
directories9
documentsl27
fields 91
files 9
folders 125
group eventsr4
multi-day eventss4
recurring eventsi2
resources30
special occasions from
Calendar53
tab stops119
Toolbar buttons20
Descending optionrt7
descending sort ordet7
Deskpadi6, 17
customizing25
Deskpad iconsl7-19
identifying 4
Detail option 50
detailed task report$82
Dial button (Phone Dialer)57
Dialer command155, 163
dialing phone numberss, 157

viewing status155, 157
with area coded61, 162
dialog boxes, help with
Dial-Up Networking 85, 86
dictionaries121
directories
deleting 9
setting default25
disconnecting phone calls>8
disks
backing up files to floppy189
restoring files from floppyl90
Distribute command’9
Distribute Resource dialog
box 79
distributing resource§9
Do Not Remove Cards optiofil0
documentation, printing
conventions3
documentsl16-123
creating 117
deleting 127
editing 117
extracting 134
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 marginsl19
sorting 127
spell checkingl21
word counts123
double clock icon148
double-sided printindL69
drag and dro®3-25
Due date optior87
duplex printing 169
Duplicate command®3
duplicating card93, 106
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EarthTime 145-151
centering map location$50
changing time zone85
displaying time
differences147
illustrated 145
opening 145
overview 18
preferencesl50, 151
rearranging city clockd51
resetting clocksl47
selecting citiesl46
viewing city information148
EarthTime command 45
EarthTime icon18, 145
Edit command40
Edit Folder Name dialog bo%25
Edit Mailing List command’5
editing
Cardfile cards94
documentsl17
events3l
phone logs38
receipts139
To Do items36
electronic information services
electronic mail (e-mail$5, 82
addressing91
checking inbox70
group event icon$7
incoming events6-70
Outbox 67
preparing messaged 5
reading group invitation§7
reading messagesl
replying to invitations67, 69,
70
sending cardfiles vi&8
sending messagel3
setting up14, 193
electronic registratior
E-Mail Address Book
template91
empty cardfiles89
empty time slots29
encryption 26
entering passwordg6

Entry date optior37
envelopesl66, 169
return addresses71
Equal to operatof05
Eudora address bodk?
Eudora Pro
launching 98
Eudora Pro mail commangb, 98

Event Options page (Scheduling

Wizard) 63
event reminderss3
Event Type page (Scheduling
Wizard) 62
events29-34
adding descriptions1
adjusting duratiori0, 31, 44
Cardfile and30
completing 31, 34
creating new20, 30, 31
deleting 74
editing descriptions31
group scheduling and9
incoming e-mail66-70
maximum schedule@9
overlapping30
personal vs. grougl
reconciling 57-58
recurring 40
rescheduling3l, 54
group activities69, 71, 73
scheduling29, 30, 31
from glance viewss1
setting alarmsi4
specifying type34
unconfirmed34
viewing scheduled9
Events pane (Calenda#B, 29
Events With Duration optiors0
exclamation point (Calls pan&p
Expense viewl37-144
adding receiptsl39-140
cash advancé40
drag/drop supporg5
editing receiptsl39
files 191
finding receipts141
overview 18
printing reports178
Expense view icori8

Export commandL33

Export dialog box133

exporting files111, 113
Calendars58

Extract By Text dialog box.07

Extract commandL.34

Extract Documents dialog

box 134

extracting cardsl06-107
specifying conditionsl07

extracting Write document$34

F

Facilities and Equipment page
(Reservation Wizardy7
Facts About The City
command148
fax support hotlines
faxing documents®, 124
faxing group event$0, 65
field names (Cardfile 39
changing91
e-mail messages aril
hiding 96
Field Selection dialog box12
fields (Cardfile)
adding 88, 91
maximum character§3
copying specific101
default values92
deleting 91
entering number$2
mapping 109
maximum 88
printing 171
reordering92
fields (merge templates)29
file formats (supported}11l
files 190-192
backing up188
copying 187,192
deleting9
exporting 111, 113, 133-134
Calendars58
importing 32, 111, 112, 133
address book§7
Calendars57, 58
log 192
restoring 190
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caution 188
saving 17
temporary191
Filofax forms, printing177
Find and Replace dialog ba¥1
Find button (Toolbary8, 88, 116,
119
Find commands5
Find Condition dialog box.04
Find dialog box55, 119
Find Next command.04
Find Previous commandi04
Find Text dialog box104
finding text 119-120
in cardfiles 103
First Day of Week optiorb0
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 binders 35
creating 125
deleting 125
maximum 117
moving documents
between128
naming 125
searchingl120
selecting125
Font button (Toolbar)L16
Font commandL85
fonts 25,175
Cardfile 96
documentsl18
reports 185, 186
form letters 20, 109
formatting
documentsl18-119
reports 184-186
Found Text command20
Frame optionl72
Franklin Planners forms,
printing 176
Free Time Report commantB1
Free Time Report dialog bo¥81

Free Time reportd81

group schedulings9, 71
free time, getting29
Full-screen button (Toolbar)18
function keys, assigning to

Calculator23

FYI button 33

group scheduling3, 64

G

glance views51
printing 175-176
Go To Cardfile command@9
Go To Current Report
command180
Go To Folder command?25
Go To Report button (Expense
view) 140
Go to today shortcug9
Goals commandi6
Goals list (Viewport)45
completed items}6
generating report482
sorting 46-47
Graphic button (Print)L72
graphics, printingl69, 172
Greater than operatdi05
Greater than or Equal to
operator105
Greenwich Mean Time 46
group event icor80
group events0
personal events v&1
printing 178
receiving invitations67-68
replying to invitations67, 70
status informatior67
Group Events page (Activitie€)6
group mailings131
group scheduling>9
accepting events84, 68
Calendar and0
adding attachment§3
addressing messagés, 75
e-mail addresse8l
canceling events3
checking replies’0
creating mailing listsr5
declining invitations68

delegating68

deleting events/4

entering event$1-65

event minutes’3

event typess4, 67

forwarding invitations68

incoming replies67, 70-74

entering manually72

non-Internet Sidekick users
and 65, 69

overview 59-60

preferences83

program requirement$4, 60

reading replies’1

rescheduling event§9, 71, 73

reserving facilities and
resourcesb9, 63, 76-81

selecting mailing lists75

selecting participant82, 62

sending message®!, 65

sending reminder§3

viewing resource schedulés

H

Hang up buttonl58
hardware requirements
Header commandg4
headings for report484, 185, 186
help 34
ToolTips 4
Help system3-4
opening 3
Help topics3
Hide Column Title command85
Hide Row Title command.85
Hint button (Print)170
History button (Phone
Dialer) 159
Home Clock (EarthTime}L47
changing147
Home Clock icon147
HTML data 55

icons 17-19
Activities view 67
adding to Toolbard 9-20
Calls pane38



identifying 4
To Do pane37
Ignore All (AutoSpell option)122
Import command133
Import Files dialog box.33
importing files 32, 111, 112
address book$87
Calendars57, 58
Include Completed Items
option 175
Include Mini-Calendar
option 174
Include Regarding optioi74
incoming calls153
answering158-159
tracking 159
incoming events (e-mailp6-70
incoming group replie$7, 70-74
entering manually72
incomplete tasksl4
index cards, printingl65, 166
index line (Cardfile)88
Indexed View button
(Toolbar) 118
indexes (Cardfile4
indexes (Write view)118
Info button (Toolbar)28
Insert Card Fields dialog bok30
installation 6, 7, 8-9
over previous version$8
UnimodemV driver10
international city informatiorl48
international phone call$61
international suppor6
international time zone$45
Internet browser$5, 82
launching 96
Internet information services
Internet mail91
Internet menus5
Internet scheduling
configurations193
Internet Sidekick
configuring 9-10
customizing25
getting information abous
installing 6, 7, 8-9
over previous version8
new featuresl-2

non-usersss, 69
overview 16-22
password-protecting6
registering8
setting up13
shortcuts17, 23-25
starting 13
uninstalling 11
upgrading9

Internet Sidekick Web

Publisher55
Internet Time Synchronizetl
Italic button (Toolbar)116

J

Look For box
Cardfile 103
Write 119

Lotus Organizerl12

M

justification (documents).18

K

key combinations3
keys 3
reassigning to Calculatdt3

L

labeling reportsl184, 185, 186
labels 166-172
page layoutl68
latitude 148
Launch URL command®6
launching Internet browserss,
82,96
Leading Icon optiorb0
Less than operatat05
Less than or Equal to
operator106
letters 115, 128
addressingl31
Line option 172
List view (Calendar)29
lists (bulleted)119
Local Clock (EarthTime).47
changing147
resetting time zone85
Local Clock icon147
local exchanged62
log files 192
logging phone calls$38, 160, 163
long-distance dialindl61
longitude 148

Mail Merge commandl32
mailing labels166-172
page layoutl68
setting marginsl68
mailing lists 75
selecting75
mail-merges20, 109, 132
addressingl31
creating template429-131
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 fieldsL09
margins 119
adjusting print168
Mark Current Card commant0
Mark Current Document
command127
marking
cards 100
documents127
Match Cardfile Fields dialog
box 109, 110
Match Case optiori20
Match Whole Words Only
option 120
meetings27
preparing agenda3?2, 63
taking minutes73
memory 7
menu barl6
menus23
help with 3
multilevel selections3
Merge Card dialog box32
Merge Cardfile command10
Merge Cardfile dialog box.10
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merge templates (Write)29
creating 129-131
field codes130
Merge With dialog box135
merging cardfiles109-110
caution 110
merging document435
cards andl31-132
Message page
Calendar32
Scheduling Wizard3
messages?
group schedulingsl, 63, 69
Microsoft Exchangesl, 91, 123
editing addresse87
getting addresses7
sending messageis, 124
Microsoft Exchange address
book 97
minicalendars29
printing 174
minus (=) symbol in list$7
Minutes button73
misspellings121
modems7, 154
disconnecting froml58
requirementsd
setting up162
Modify Cardfile Template dialog
box 98
Modify City Information
command149
Modify Folder commandL25
Modify Resource dialog bo%0
Monitor current modem for
Incoming calls optionl58
Monthly Setup command75
Monthly view (Calendar)8-50
adding itemsb1
setting preferences9
Move Documents commanil?8
Move Documents dialog bo%28
moving 23
activities to different liste23
cards 109
extracting vs.106
documents128
tab stops119
To Do items36

Toolbars 20
moving between viewd7, 20
moving through Cardfile94
Multi-day event buttor28
Multi-Day Event command4
Multi-Day Event dialog box54
multi-day events53-55
generating reportd81
viewing 28
multilevel menu selection8
multiple Calendars$6
merging 57
multiple cards100
merging with document§32
multiple computers34
multiple documentsl26-128
exporting 133

naming folders125
navigating the Cardfil&4
Netscape Address Bookl, 97
Netscape Mail commanéb, 82,
98
Netscape Navigator
getting addresses7
launching 98
New Binder command 26
New button (Toolbar)88
New Calendar commanglt
new Calendar event30, 31
Cardfile and20
group scheduling and9
New Cardfile command0
New Event buttor64
new featuresl-2
New Folder dialog box.25
Not Equal to operatof05
numbers, entering in cardfilex

O

online information services
Open Binder command?26, 133
Open button (Toolbar)16
Open Calendar commarftb
Open Cardfile commané9
Open Report commanti30
opening

Almanac 43

Calendars?7, 56

cardfiles 89

Contact ManagefL.02

document files126

EarthTime 145

online help3

Phone Dialer155

previous version®

reports 180

Resource Reservation

Wizard 77

Scheduling Wizards1

Viewport 21, 44

Write view 115
operators (Calculator3
operators (Cardfile)L.05

conditional searche$05
Opposite Corners optiofh69
optional hardware requirements
Options button (Print)L74
Options page (CalendaBg
organizing task7
Other category37
Outbox 67
Outside of (range) operatdf6
overlapping Calendar eveng)

P

offline work 84
On Condition command.07
On Index Range commani6
On Text commandL.07
One Page optiori75
online help34

ToolTips 4

page icons (Help}
Page Layout optiori68
paging (event reminder§, 33
panes, resizing4
paper clip icon37
Paper Setup dialog bok74
participants60
adding to mailing lists75
non-Internet Sidekick
users65, 69
selecting32, 62
without e-mail account$5, 72
Participants page



Calendar32
Scheduling Wizard2
Password optior26
Password Setup dialog b@6
passwords26
Paste button (Toolbai§8
Personal categorg7
personal event icoB0
personal event81
Personal List Setup commard@
Personal List Setup dialog
box 4748
phone calls38, 93, 148, 153
answering158-159
Caller ID and158, 159
dialing 157
viewing status155, 157
with area coded61, 162
dialing shortcut25
disconnectingl58
entering numberd55, 160,
162
getting number$5
group scheduling ané5
logging 38, 160, 163
long-distancel61
prioritizing 39
recurring 39
selecting numberd55-156
status codeg7
Phone Dialer9, 153-163
answering incoming call§58-
159
Call History window 159
Call Note window157, 158
dialing numbersl57
with area coded61, 162
entering number455, 160,
162
hanging up158
logging phone callsl60, 163
long-distance dialindl61
opening 155
overview 18
selecting numberd55-156
setting up9-10, 162
requirementsl54
tracking incoming callsl59
viewing Contact Logl60

Phone Dialer icor8
Phone Dialer Setup dialog
box 162
phone numbers
dialing automatically27
entering 155, 160, 162
entering in Cardfile93
selecting155-156
viewing 95
playing sounds3
plus (+) symbol in lists57
Predefined Activities optior37,
47
preference25-26
Calendar44, 49
EarthTime 150, 151
group schedulingd3
Write view 128
Preferences commarith, 44, 49
Preview button167
previous versions, installing
over 9
Print Address Book
command166
Print At-A-Glance Format
command176
Print button (Toolbar)8, 116
Print Cards command65
Print Cards dialog boX 65
Print Day Runner Format
command177
Print Day-Timers Format
command176
Print Documents dialog bo%78
Print Envelope commandl66
Print Filofax Format
command177
Print Franklin Format
command176
Print Labels command66
Print On Both Sides optiofh69
Print Receipts commanii78
Print Report command78
Print Sidekick Format
command173
Print Sidekick Format dialog
box 173
printing 165
activities lists178

address book page$6-172
selected pages68
setting marginsl68
calendar formatd.73-177
Daily views 173-175
glance views175-176
cards165-172
choosing specific field4.71
multiple copies172
selecting cards.67
documentsl77
envelopesl66, 169
return addresses/1
expense report$78
graphics169, 172
index cardsl65, 166
labels 166-172
page layoutl68
setting marginsL68
minicalendarsl74
personal organizer pagé36-
177
pre-defined stamp472
three-hole punched papé&69
priorities
phone calls39
To Do items37
Priority option 37
product information5
product requirement3
publishing HTML data55
Purpose and Time page
(Reservation Wizardy8

Q

guestion mark (?) ico’4
Quick Letter 128-129

merge templates anti31
Quick Letter button28
Quick Letter command.29
guotation marks in searché$§6

R

range operatof.06
README file 9
rearranging city clockd51
reassigning function key83
reconciling event$7-58
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Recurring button (Calendar)

Calls pane39

To Do pane37
recurring Calendar event®)-43

changing42

deleting 42
Recurring command0
Regarding option

Calls pane39

Monthly view 50

To Do pane37

Weekly view 50
registering Internet Sidekick
Remap Fields dialog box13
reminders33, 73
Remove button (Cardfile}09
Remove Duplicate Cards dialog

box 110

renaming foldersl25
Reorder Fields commang?
Reorder Tabs commanib, 126
reordering Cardfile tab89
reordering folder tab426
Replace Cards optiofil0
Replace command?21
replacing text121, 123
replying to group events§7, 70
report files 191
Report menul80
Report view command 40
reports 115, 179-186

calendar format<81

cardfiles 180

changing fontsl185, 186

contact logs183

formatting 184-186

Goals list 182

opening 180

overview 179-180

saving 180

style settings186

special occasion$8l

ToDo items 182

updating 184
Reschedule buttofi3
Reschedule commantD
rescheduling eventsl

group activities69, 71, 73

multi-day 54

reserving event facilities and
resourcess9, 63, 76-81
Reset button (Cardfile)2
resetting EarthTime clock$47
resizing
Calculator 23
columns in reports.85
panes44
Resource Reservation Wizag@,
77-78
Resource Reservation Wizard
command77
resources30-81
adding 78
defined 76
distributing 79
removing 80
scheduling76-79
transferring81
viewing schedules0
Resources page
Calendar33
Scheduling Wizards3
Restore command90
Restore dialog box.90
restoring default colord50
restoring files190
caution 188
Retain Cards optioril0
Retransfer buttorg2
retransferring a resource?
return addresses, printingy'1
rich text formats133
right-clicking objects23
Round Frame optiori72
RSVP button33
group scheduling3, 64
RTF files
exporting to133
importing 133
Ruler commandL19
rulers (documents}19
running Back Up and Restor38

S

Save All button17

Save All commandl7

Save As commané?

Save Binder As commantl6

Save Binder commanl26
Save Calendar commarif
Save Cardfile As commangd
Save Cardfile commané9
Save Report Style commarid6
Save to Current Contact Log
button 160
saving
Calculator result23
Calendarss7
call history 159
Cardfile 89
documents126
rich-text formats133
files 17
reports 180, 186
Web addresse86
Schedule an Event dialog b4 -
34
options 33
reminders33
Schedule New Activity button
(Cardfile) 102
Schedule New Activity dialog
box 31,51, 102
Schedule the Event page
(Scheduling Wizardp4
Schedule+ compatibility83
scheduling eventg9, 30, 31
from glance views51
group activities59, 61-65
multi-day 53-55
with cardfiles 20
scheduling resourcess-79
Scheduling Wizard?8, 61-64
options 63, 64
Scheduling Wizard commangit.
searches
Calendar event$5
card files 101, 103-106
Phone Dialer and 56
specific conditions104-106
case-sensitive 20
documentsl119-120
help topics4
optimizing 102
receipts141
security 26



Select a Different City
command146

Select cards to print optioh67

Select Different Time Zone
command34

Select Different Time Zone dialog

box 35
Select Folders optioi20
selecting
cards 94, 100
to print 167
documentsl126
folders 125
group participants32, 62
mailing lists 75
phone numberd55-156
Send Fax commandi24
Send To command?23
Send/Receive buttofi5
Send/Receive Now commartd
sending group reminders3
Sending messageb
separators, adding to Toolbaz8
Set Up Contents button
(Print) 169
Set up template button (Print}8
Set up template dialog bok68
setting
alarms44
default directorie?5
default views25
preference25-26
EarthTime 150, 151
Write view 128
Setup button (Phone Dialet}2
Setup Cardfile Template dialog
box 98
Setup command 62
Setup Wizard13
shortcut menu3
shortcuts17, 23-25
<SIS> in e-mail inboxe$6
Size button (Toolbar)l16
Skip Empty option175
Sort button (ToolbarB8
Sort Cardfile By dialog bo»5
Sort command46, 95
Sort Completed Items To Bottom
option 47

Sort Documents By dialog
box 127
Sort Documents commantR7
sorting
cards 94-95
dates and®3
numbers and3
documentsl27
goals 46-47
receipts140
To Do items46-47
sound cards3
Special Day buttor28
Special Day commané?2
Special Day dialog bo%?2
Special Days lisb3
special occasion§2-53
generating reportd81
viewing 28
SpeedDial Field commanic0
Spelling Check button
(Toolbar) 116
Spelling Check dialog box23
spelling checkingl21
adding dictionaries 21
Spelling command.22
Stamp button (Print)lL72
stamps108, 160
pre-defined printingl72
Starfish Software
contacting5-6
Starfish TrueSyné&8
starting Internet Sidekick3
status barl6
styles (reports)L86
subtitles for reportsl84, 185, 186
Summary option50
support hotline6
support options5-6
supported file formatd11
Synchronize commandé?7
Synchronize Events dialog
box 57
Synchronize Now commang
synchronizing cardfiled11

T

tab stops (documentg)9
tabs (Cardfile)89

reordering89
tabs (Write view)116
reordering126
tabular reportsl79
TAPI 153
phone formatsl61l
technical supporb—6
telecommunication®
Telephony Applications
Programming Interfacé53
phone formatsl61
Template command8
templates (Cardfilep0, 98
defined 89
for printing 166, 167
setting up168-169
templates (Write)129
creating mergel29-131
multiple cards131
Templates.SKWritel 30
temporary files191
tentative event4, 74
terminating phone
conversationsl58
Test Print buttonl69
text
finding 119-120
in cardfiles 103
formatting 118
replacing 121, 123
setting marginsl19
wrapping 50
Text button (Print)171
Text commandL04
text files
exporting 133-134
importing 32, 133
Text Wrap optionl75
three-hole punched papé&69
time 27
adjusting in Calendag0, 31,
44
comparisonsl47
group scheduling and2, 69
rescheduling eventsl
setting 147
setting alarmsi4
setting current28
viewing free 29
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Time Difference command47
Time Difference dialog box.48
Time Stamp command08
time stampsl108, 160
Time Synchronization dialog
box 21
Time view (Calendar9
time zonesl145
changing28
temporarily 34
group scheduling and?2
timer (Phone Dialer)L58
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 box82
To Do pane (Calendans, 35-37
completed itemsi6
creating events fron30
editing items36
entering items20, 36, 37,51
incomplete tasksl4
prioritizing items 37
recurring items40
setting attributes36-37
sorting items46-47
automatically46
uncompleted task85
ToDo pane (Calendar)
generating report482
Toll Prefixes button (Phone
Dialer) 163
Toolbar buttonsl?7, 116
changing20
identifying 4
removing 20
Toolbars 16, 19-20, 116
adding separatorg0
Calendar28
Cardfile 88
moving 20
Write view 115
ToolTips 4
Transfer command@1
Trash 19

TrueSync58

two-sided printing169
typing errors, correcting21
typographic convention8

U

uncompleted task85
unconfirmed event84
Underline button (Toolbar)16,
118
Undo Transfer buttors2
undoing deletion$7, 185
undoing merged.10
undoing resource transfép
UnimodemV driver8
installing 10
uninstalling Internet Sidekickl
Unmark All command100
Unmark All Documents
command127
Unmark Current Card
command100
Update Report commaniB4
upgrading9
Urgent option39
URLs 32,63, 64
saving 96
Use Default Color button
(EarthTime) 150
user type-in font3

\

View option 50

viewing
Calendar event29
cards45, 95
city information 148
Contact Log45, 99, 160
empty time slot29
expense report$40
Free Time reportg'1
Help topics3
multi-day events28
phone number$5
resource schedule)
special day28
time differencesl47
time zonesl45

Viewport 16, 20-21
Calendar21, 28, 45-46
opening/closing44
sorting lists46-47
Cardfile 21, 88, 99
card histories107-109
opening 21
Write view 21, 115
views 17-19
Calendar28-29, 48, 51
common featured6
current statusl7
customizing Toolbarg 9-20
expanding/collapsing item&7
moving betweenl7, 20
setting default25

W

Web sites
entering addresse®, 63, 64
publishing data tdb5
saving addresse%h
StarFish supporb
Week Of Year optiorb0
Weekly Setup command75
Weekly view (Calendar}8-50
adding items51
setting preference49
window panes, resizing4
Windows 955
fax software124
installing Internet Sidekicl8
setting local time28
starting Internet Sidekick3
uninstalling Internet
Sidekick 11
Wizard panelsl4
wizards 13,61, 77,78
Word Count command?23
Word Count dialog box.23
working areal?
world map 145
Wrap Text option50, 184
Write command115
Write icon 115
Write view 115
binders 116, 126
adding document434, 135
creating 134



customizing25 Y

documents116-123
creating 117 Yearly Setup command75

deleting 127 Yearly view (Calendarp0-51
editing 117 adding itemsb51
extracting 134 scheduling multi-day
formatting 118-119 eventss4
marking 127
merging 135
moving 128
personalizing131-132
printing 177
replacing text121, 123
saving 126
rich-text formats133
searching119-120
selecting126
setting marginsl19
sorting 127
spell checkingl21
word counts123
drag/drop supporp4
exporting text files133-134
faxing 99, 124
files 191
folders 116
adding to bindersl35
creating 125
deleting 125
maximum 117
searching120
selecting125
illustrated 115
importing text files133
Look For box 119
opening 115
overview 18
preferencesl28
Quick Letter128-129
merge templates ant31
sending e-mailb9
setting fonts118
subject lines117, 118, 126
Toolbar 115, 116
Write view icon 18
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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.

Shows or hides subtopics when
clicked (when bookmarks are
showing).

Jumps to atopic 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.

Il EEEE EE EE

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 aword 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.

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.
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