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Introduction

Welcome to Now Up-to-Date & ContdétThis Introduction provides some basic informa-
tion about this User's Manual, the product’s online help, and technical support.

About this User’s Manual

*—=

This User’s Manual assumes that you know how to use the Macintosh to open applica-
tions, copy files, and open control panels and Chooser devices. A working understanding
of basic Mac OS features is important as well.

Notes, Tips, and Online Help

We've placed special icons in the left margin throughout this User's Manual to draw your
attention to important points about using the software.

Text accompanied by this icon indicates that you can find more detail on a topic in the On-
line Help.

Text accompanied by this icon indicates something that is important for you to know about
the software in order to ensure that you're successful in using it, or to avoid problems.

Text accompanied by this icon informs you of a special or little-known feature, or of a par-
ticularly time-saving function.

Online Help

*—=

Context-sensitive online Help is available throughout Now Up-to-Date and Now Contact.
You can click the Help button in major dialog boxes, or choose the Help command from
the Window menu, to get information on the program feature you're currently using.

For more information on using Online Help, choose Help from the Window menu and se-
lect the Help on Help topic. In addition to online Help, the buttons in the Now Up-to-Date
Toolbars include Tool Tips—short identifying labels that appear whenever you pass the
pointer over the button.

The Help files copied to your hard disk during installation must be in the same folder as
the Now Contact and Now Up-to-Date applications, or Online Help won’t be available.

Introduction 1



Technical support

If you can't find the answer to your question in this User's Manual or the online Help, you
may wish to use one of our technical support options. When contacting us for technical
support, please be prepared to provide the following (and be at your Macintosh when con-
tacting us by telephone, if possible):

* Your product serial number, given to you at the time of purchase.

A description of your problem—with as much detail as possible.

» A profile of your Macintosh. See the next section, “Creating a Profile,” for more infor-
mation.

The available technical support options are as follows:

* Visit our Web site (http://www.poweronsoftware.com), where you'll find helpful sup-
port information for all of our products, including a searchable KnowledgeBase on Now
Up-to-Date & Contact. In addition, you'll find information on the most current versions
and how to obtain them.

» Send e-mail to support@poweronsoftware.com. Please follow the instructions above for
providing us with the necessary details in your message.

 Finally, you can call our Technical Support department for assistance, at 612-317-0344.
Representatives are available to help you from 8:@0to 5:00r.m. Central Standard
Time.

Creating a Profile

The Profile option details your Macintosh hardware, your installed system software, exten-
sions and control panels, and other information. Having a profile ready helps a technical
support representative resolve your problem more quickly.

To create a profile:

1. Launch Now Contact or Now Up-to-Date.

2. Choose About Now Contdtbr About Now Up-to-Dat® from the Apple menu.
3. Click the Profile button at the bottom of the About dialog box.

The application creates a profile of your Macintosh, and the Profile dialog box opens
when the profile is complete.

4. Print or save your profile. Then click OK or Cancel to leave the Profile dialog box.

Infroduciion
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Chapter 1
Overview

This chapter provides an overview of Now Up-to-Date & Contact, including the basic con-
cepts and terms unique to each application.

Now Up-to-Date is a powerful personal organizer that maintains your schedule, reminds
you of upcoming events, manages your To-Do list and keeps your associates up-to-date,
whether you're in the office, at home, or on the road. Now Up-To-Date integrates seam-
lessly with Now Contact—a fast, full-featured contact manager that gives you instant ac-
cess to important names, telephone numbers and addresses, and lets you easily share

Contact information with other users.

Now Up-to-Date

This section provides an overview of the concepts and terms used in Now Up-to-Date.

Events

Eventsare the basic building blocks of information in your Calendar File. An Event might
be an appointment, a birthday, a holiday, or a task you need to complete, but all Events are
part of your schedule. They can have titles, descriptions, attached Contacts, Reminders,
and repeats. You can prioritize them and share them with other users if you're on a net-
work. By assigning an Event to a Category, you can change the color or style of Events or
display only those Events that relate to a particular topic.



Your Calendar File

Your Calendar Fileis the database that stores and maintains the Events in your schedule
that you create, view, and modify. You need only one Calendar File to hold all of your
Events, so once you've created one, all you have to do is open this Calendar File when you
want to view, add to or print your schedule. You can also specify a Calendar File as your
Primary File, so that it opens whenever you open Now Up-to-Date. For ease of access, we
suggest you place an alias of your Calendar File or Now Up-to-Date in the Apple menu.

Contacts

With Now Up-to-Date you can attach Contacts to Events. Create an appointment, for ex-
ample, and you can attach Contact information on the person you're meeting. You can also
share Contact and Event information between Now Up-to-Date and Now Contact.

Ways of viewing your Events

Now Up-to-Date lets you view your schedule in several different layouts and time ranges.
You determinénowyour Events are displayed by selecting one of several views for your
Calendar File. You can quickly and easily switch to various views by clicking one of the
view buttons in the Toolbar.

Categories

Categories let you group related Events together so that your Calendar File is more orga-
nized. Once you classify your Events into Categories, you can also apply distinct text
styles and colors to the Categories so that you can tell at a glance which Category a given
Event is assigned to. Your Calendar File initially contains a Personal Category by default,
and new Events are initially assigned to that Category. In a way, the Categories are like
overhead transparencies laid one on top of the other in your calendar (see Fig. 1).

b *Businzss” Catzgory conbaining Feants

The rasulring *averhay” marges the rzkated to waurwork xhadule

e Cabagorizs in murmhnﬁvi&w

and ass igninig diffrznr rext sty bes and
P

b *Persanal” Catsgory conmning Brents
cokrs helps wourzll themapart

rakatzd to vour priva e schadule

Fig. 1—Categories function like transparency overlays to let you see different groups of Events at
the same time, but still tell them apart.
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Private and Public Categories

Categories created and stored in your Calendar File are €allexte Categoriesinfor-
mation in these Categories is not shared with anyone, even if you're on a network.

Single users use only Private Categories. Users who are on a network can subscribe to
Public Categoriestored on a Public Event Server, in order to share Event information
with other users. Public Categories allow any user to see the same Events as everyone €
on the network; when one user modifies a Public Event, like moving an appointment to a
different time, everyone else will see the change as well.
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Sets

The Sets feature is a convenient way to filter your view of Events so that you see only cer-
tain Categories. You can create a different Set for each of the different ways you like to
use your Calendar File. For example, you might create an All Set that includes all Catego-
ries and all the Events they contain, a Work Set for Categories containing Events related to
work, and a Home Set for Categories containing Events that are non-work-related.

Once your Categories are grouped into Sets, you can switch quickly and easily between
them to get the display of Events that you want at any given time. Sets are quite useful in
allowing you to view or print out calendars or lists of Category-specific information—for
example, at different times you may want to view or print a business schedule, a list of
class assignments, or vacation periods.

Group Scheduling

If you're on a network with other Now Up-to-Date users, you can schedule group meetings
automatically—specify who you want to attend, and Now Up-to-Date will find the times

that you, the colleagues you're inviting, and even a meeting room are all available. When
someone else on the network schedules a meeting and includes you as an attendee, you
receive a notice in Now Up-to-Date. You can see more information about the meeting and
then choose to attend or decline. If you're attending the meeting and someone reschedules
it to a different day or time, you'll get notified of that, too.



Now Contact basic concepts

This section provides an overview of the concepts and terms used in Now Contact.

Contacts

Contacts are the essential building blocks in Now Contact. A Contact can be a person, a
company, or both; in each case it's an individual entry in the database of people and com-
panies (and attached information) maintained by Now Contact.

You may be accustomed to a Contact consisting of a person and/or company name, a
couple of addresses and a few telephone numbers. However, with Now Contact, a Contact
can be much more—you can incorporate more information iatediittach information

to it.

Contact Files

A Contact File is the database that stores and maintains your collection of Contacts. The
Contact File is where you create, view and modify your Contacts. A Contact File is much
like a paper-based address book, except that it lets you view and use your Contact infor-
mation in much more efficient and flexible ways.

Views

Now Contact provides two types of Views for you to create, display and modify your Con-
tacts. You can view your Contact information in both Bredail Viewand thelist View
simultaneously.

The List View is a text-based, columnar window that displays Contact information as a
list, sorted according to your preferences. List View Layouts are customizable, allowing
you to sort and arrange Contact information depending on your needs.

The Detail View can display as much or as little Contact information as you want, includ-
ing up to 12 telephone numbers or electronic mail addresses, two postal addresses, and all
information associated with a single Contact. The Contact Log in the Detail View keeps
track of your correspondence and other files relating to each Contact. Detail View Layouts
are also easily customizable.

Categories

Now Contact Categories let you group related Contacts together so that your Contact File
is more organized. You can also apply distinct text styles and colors to the Categories so
that you can tell at a glance which Category a given Contact is assigned to.

Chapter]



Keywords

Like Categories, Now Contact Keywords let you organize your Contacts into groups. Yo
can, however, assign as many Keywords to a Contact as you want, and the group define
by a Keyword can include Contacts from many different Categories.

Public Categories

If you're using Now Contact on a network, you can share Contacts with other users
through Public Categories stored on a Public Contact Server. Public Categories let you
include other network users’ Contacts in your Contact File, and make Contacts from your
Contact File available to others. This saves you from having to enter valuable Contact in-
formation into your Contact File when it's already available in another user’s file.
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Keywords defined for a private Contact are not available when the Contact is posted to a
Public Category.

*—=

QuickAccess Features

Using the QuickAccess features of Now Up-to-Date and Contact, you can immediately
view calendar and contact information, as well as add new Events and Contacts, without
having to open the main applications.

QuickPad

QuickPad gives you the ability to enter new calendar and contact information in an intui-
tive and free-form way. QuickPad uses smart text handling to take cues from what you
type and create events or contacts accordingly, and its support for multiple open windows
lets you enter a lot of information quickly and then decide what to do with it at your con-
venience.

QuickDay

Now Up-to-Date’s QuickDay adds a pull-down menu to your menu bar that provides in-
stant access to your day’s EverReminderdor your Events appear here, whether or not
Now Up-to-Date is running, and you can set Reminders to notify you before an Event oc-
curs. You can configure how your Reminders appear—as alert dialog boxes or menu bar
alerts, with or without an accompanying sound of your choice. The QuickDay menu can
also be configured to display the date and time, and can be used as a timer.

QuickContact

QuickContact is a control panel that adds a pull-down menu of Contacts, telephone num-
bers and options to your menu bar. QuickContact can search for Contacts based on Contact
Name, Company Name and Full Name, so you can always locate a Contact quickly and
easily—whether Now Contact is running or not. The QuickContact menu appears as a tele-
phone icon &) in your menu bar.

Overview 7
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Chapter 2
Installing Your Software

Installing Now Up-to-Date & Contact is simple—the Installer application included with

the software does all of the work for you, and puts everything where it belongs. We rec-
ommend that you follow the instructions in this chapter on using the Installer application,
because it removes any previous versions of Now Up-to-Date & Contact, and places each
component in the correct location on your hard disk.

.. To users of earlier versions: Before installing, be sure to read the “Read Me” file located

"W in the same folder as the Now Up-to-Date & Contact Installer application. This file con-
tains instructions for handling any unusual situations that may make it difficult for the In-
staller to complete its tasks properly. Under normal circumstances, the Installer handles
upgrading to version 3.8, so you don’t need to move, modify or delete any files before in-
stalling. Components from earlier versions are simply replaced by their version 3.8 coun-
terparts, and your settings for those components are incorporated into the preferences of
the new ones. The components that are new to version 3.8 are placed where they belong,
with their default settings, and your earlier-version files are preserved so that you can use

them in version 3.8.

System requirements

Now Up-to-Date & Contact are fully tested and designed to work on any Macintosh meet-
ing these requirements:

« All 68030 processor or later Macintosh models (including all Power Macintosh, G3 and
G4 computers)

« 16 MB of physical RAM

* 5 MB of available hard disk space

e Mac OS 7.1 or later, up to and including Mac OS 9

In order to use the Web lookup features of Now Contact, you must be running Mac OS

7.5.3 or later, with Open Transport installed and active.

*—=

Installing YourSoftware 9



Installing Now Up-to-Date & Contact
The Installer application included with the software is designed to place the components in
their correct locations automatically.
1 Ifyou are part of a workgroup of Macintosh users, you may be able to install from a net-

work server. Consult your system administrator for details.

To install:
1. Restart your Macintosh while holding down the Shift key.
This disables all extensions on your Macintosh.

This step is very important—installing any new software product while other
*~ extensions are active may result in corrupted files and other problems.

2. Insert the disc into the CD-ROM drive.

1 If you obtained the Now Up-to-Date & Contact software electronically by pur-

*~ chasing and downloading it from the Power On Web site, you will skip this step
and simply locate the Installer application (after decompressing the down-
loaded software, if necessary).

3. Double-click the Installer icon to open the application.
A splash screen appears, showing the name of the product you're installing.
4., Click Continue.

A window appears, displaying the license agreement for the product. You need to ac-
cept the terms of the license agreement in order to use the product.

You can also choose to print a copy of the license agreement, save it to your

*~ hard disk as a text file, or decline the license agreement. Note that if you click
Decline, the Installer will quit, since you must accept the license agreement in
order to use the product.

5. Click Accept.

A new window appears, displaying the “Read Me” information for the product. This
information is also available by opening the “Read Me” file found in the same folder
as the Installer application. You should read this information now if you haven't yet
done so, as it can be helpful during the installation process.

You can also choose to print a copy of this information, or save it to your hard
*~ disk as a text file.

10 (hapter?



Install Now Up-to-Date, Now Contact, Now QuickDay, Now QuickContact,
Now QuickPad and other supporting files.

6. Click Continue.

e

The main Installer window appears. =

1]

=——Up-to-Date & Contact Installer =——"——= 018 ‘g
[ Single User Install  « g
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To install multi-user and web servers, choose Custom Install from the
popup menu above,

Drisk space available: 1,827, 760K Approximate disk space needed: 16 585K
— Install Location
. . Quit
The falder “Mow Up-to-Date & Contact f wrill be created
on the disk “Extra™
Install Location : | Extra hd I | Install )

%

The Installer defaults to a “Single User Install” setup, which installs the necessary
items for an individual to use Now Up-to-Date & Contact on a single computer. If the
computer is connected to a network, the user will be able to share events and contacts
with others, as well as view shared events and contacts made available by others.

If your network isn’t set up for sharing events and/or contacts and you want to
install the Public Server software on this computer to enable these functions,
choose “Custom Install” from the upper left pop-up menu and select an instal-
lation option that includes the Public Event Server or the Public Contact
Server, or both. In most cases, it's best if a network administrator is involved in
installing these items.

!

7. Click Install to begin the installation.

Before installation begins, a dialog box appears, asking whether you want to install a
version of the software that will run only on the current computer (68K or PowerPC),
or a version that will run on any computer (“fat binary”).

8. Click “This Computer Only” or “All PowerPC & 68K” as desired.

A window appears displaying the progress of the installation process as the Installer
places the product components in their correct locations.

When installation is complete, a dialog box appears, indicating that installation was
successful and you should restart in order to use the new software.

In some cases, you may want to install the software onto another disk before
*~ restarting; if so, you can click Continue instead of Restart at this point.

9. Click Restart.
Your Macintosh restarts, and Now Up-to-Date & Contact are ready to use.

Installing YourSoftware 11



Registering your software

The first time you launch Now Up-to-Date & Contact after installing it, you have the op-
tion of using the product on a demonstration basis for 30 days, or personalizing the soft-
ware with a valid serial number. If you want to use the product in demonstration mode,
just click Demo in the dialog box that appears when you open the application.

To register your software:
1. Purchase Now Up-to-Date & Contact from Power On Software.

You can purchase the product by visiting the Power On Software Web site at http://
www.poweronsoftware.com, or by calling our Sales line at 1-800-344-9160. Upon
purchasing your product, you will receive a registration number.

2. Launch Now Up-to-Date or Now Contact.

A dialog box appears, prompting you to choose between Demo mode and registering
the software.

Now Up-to-Date version 3.8 z
181 992-1999 Powear On Software, Inc.

There are 12 days left in your trial version of Mow Up—to-Date.

Click the “Demo ™ button to continue the free trial of Now Up-to-Date.
Call 1-200-344-9160 or visit www poweronsoftware.com to order.

To enable all of the features of Mow Up-to-Drate, click “Register Mow *
and type in your registration number, For box purchases, this number iz
affixed to the CD ROM. For web purchases, it was emailed to you.

Derno ] ”Register Mow ... “

“arning : This corputer program is protected by copwright law and
international treaties. Unauthorized reproduction or distribution of this
program, oF any portion of it, may result in severe civil and criminal
penalties, and will be prosecuted to the maximumn extent possible under law.

3. Click Register Now.

A registration dialog box opens, prompting you to enter your name, organization (op-
tional) and the registration number you received when you purchased the product.

4. Enter the required information, taking care to type your registration number correctly,
then click OK.

Your software is now registered, and you should no longer see the dialog box that ap-
peared in step 2 when you open the application.

12 (hapter?



Removing Now Up-to-Date & Contact

*—=

Should you need to remove Now Up-to-Date & Contact from your hard disk for any rea-
son, the Installer application can do it for you.

To remove the software, just follow the same steps you used for installing, through step
Choose “Uninstall” from the upper left pop-up menu, and then click “Uninstall” at bottom

right. The Installer removes the software, then a message appears indicating that the re-
moval won't take effect until you restart. Click Restart, and your Macintosh will restart

without the software items you removed.
When you use the Uninstall option, any calendar or contact files you have createat are
removed from your hard disk.
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Chapter 3
Working with Calendar Events

This chapter explains how to create and modify Events, set and respond to Reminders, a
tach Contacts to Events, and find Events.
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Creating and opening a Calendar File

Whether you upgrade from a previous version or set up Now Up-to-Date for the first time,
you need to select a primary Calendar File. This is the file that QuickDay scans for Events
requiring Reminders, and the file that’s automatically linked to Now Contact .

To upgrade from an earlier version of Now Up-to-Date:

1. Open Now Up-to-Date.

2. Choose Open from the File menu.

3. Inthe Open dialog box, locate and select your earlier-version Calendar File.

A dialog box appears asking you to confirm that you want to convert the earlier ver-
sion Calendar File to version 3.8. Click OK.

4. Select “Make this file the primary file.”
5. Click Open.

The file is selected as primary.

To create a new Calendar File to contain your Events (for new users):
1. Open Now Up-to-Date.

An untitled Calendar File opens.
2. Choose Save As from the File menu.

The Save As dialog box appears.

Workingwith CalendarEvernts 15



Refer to “Event Info” in Online Help for more information on using the Event Info window.
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3. Select “Make this file the primary file.”

Designating the file as primary means that it will open automatically whenever you

open Now Up-to-Date.

4. Enter a name and select a location for the file, then click Save.

Event Info window

Now Up-to-Date’s Event Info window is the control center for creating and modifying
Events. The Event Info window appears when you create any new Event except Notes and

Banners, or when you double-click an Event in any view.

\

The Event Info window displays information for the currently selected Event. Press Tab to

7@1 To prevent the Event Info window from opening automatically whenever you create a new
Event, choose General Preferences from the Define menu and deselect this option.

move from field to field; press Shift-Tab to move to the previous field.

When the Event Info window is open, the calendar view behind it is inactive. Make the
calendar view active by pressing the Enter key. When you do so, pressing Tab or Shift-Tab
moves you between Events in your Calendar File, allowing you to locate another Event.

Press the Enter key again to make the Event Info window active.

Clide to attach o Web link

Click to fine and
uttach linked Contacts
Click fo crectte 1 new Confact

Click o print Event —

informetion

Displerys Contaxts,
Weh links end
dotument s attached to
the Event, ndfor
users invited to o

Meeting
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Creating Events

Once you've opened your Calendar File, you're ready to begin adding Events to your
schedule.

You can also quickly create Appointments, Calls, and To-Dos and add them to your calen-
dar using QuickPad. See “Using QuickPad” in Chapter 13, “QuickAccess Features,” for
more information.

Scheduling Appointments

An Appointment is an Event that occurs on a specific day at a specific time.
To schedule an Appointment in any view:

1. Select a day by clicking in its cell.

2. Choose New Appt. from the Event menu.

The Event Info window appears with the default title of “New Appt.” and the Event
type set to Appt.
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3. Change the Appointment’s title by typing.
4. Change any other information in the Event Info window.
5. Close the Event Info window.

To schedule an Appointment in Multi-Day or Day View:

1. In the time grid for the day on which the Appointment occurs, position the pointer
over the starting time.

The pointer becomes a crosshair.
2. Drag the crosshair from the starting time of the Appointment to the ending time.

The Event Info window appears with the default title of “New Appt.” and the Event
type set to Appt.

3. Change the Appointment’s title by typing.
4. Change any other information in the Event Info window.
5. Close the Event Info window.

The Appointment appears highlighted in the current View.
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_» While in the Multi-Day or Day View, you can change the start and end times of

W the new Appointment by dragging the Appointment to a new start time. Change
the duration of the Appointment by dragging the top or bottom edge of the box
in which it appears.
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Meetings

If you're using Now Up-to-Date with a network Public Event Server set up for Group
Scheduling, you can use the Meeting Event type to schedule meetings for specific dates
and times, reserve rooms and resources, and notify attendees.

To schedule a Meeting:

2.

Select a day by clicking in its cell.
Choose New Meeting from the Event menu.

The Event Info window appears with the default title of New Meeting, and the Sched-
ule Meeting dialog box opens.

Select the users, Groups, Conference Rooms, and/or Resources to include in the meet-
ing.
Drag the desired items from the list on the left to the Invite list on the right. To re-

move an item, drag it back to the first list. To inform someone of a scheduled Meet-
ing, but not invite them, drag the name to the Opt list.

Click either Group View or Auto-Pick to set the meeting date, time and duration.

Group View shows each invitee's schedule, including their available times. Any users
you've placed in the Opt list appear in italics at the bottom of the list. The first avail-
able time for your meeting is highlighted.

Auto-Pick automatically checks the schedules of everyone you placed in the Invite
list, and the availability of any Conference Rooms or resources you've included. The
Auto-Pick dialog box displays the available meeting times.

Click OK.

The dialog box closes, and you see the Event Info window for your new meeting.
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Fill in any necessary information for the meeting.
Close the Event Info window.

The Meeting appears in your Calendar File and everyone on your Invite and Opt lists
receives notification of the new meeting.

Scheduling To-Dos and Calls

To-Dos and Calls are similar types of Events. Use To-Dos to schedule tasks that you want

to complete on a specific day. Use Calls for planning telephone calls that you need to
make on a specific day.

To schedule a To-Do or a Call:
1.

2.

Select a day by clicking in its cell.
Choose New To-Do or New Call from the Event menu.

The Event Info window appears with a default title and the Event type set to the se-
lected Event.
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Change the Event's title by simply typing.
Change any other information in the Event Info window.
Close the Event Info window.

The To-Do or Call appears highlighted on the selected day.

Marking To-Dos and Calls as In Progress or Done

A To-Do or a Call marked as Not Done (¢) or In Progress (s¢) can be auto-forwarded to
subsequent days until you mark it as Done (). When you mark a To-Do or Call as Done,
it is attached to the date on which it was completed.

You can specify that when a To-Do or Call is marked Done it disappears from your view,
or that it appears in the lower section of your To-Do List. See “Define Calendar Formats
dialog box” in Chapter 4, “Viewing Calendar Events,” for more information.

To mark a To-Do or Call as In Progress or Done in the To-Do List:

Click once on the box to the left of the To-Do or Call to mark it as In Progress.
A diagonal line appears in the box.

Click the box again to mark the To-Do or Call as Done.

A checkmark appears in the box and the item moves to the bottom of the list.

_». Option-click to mark a To-Do or Call as Done immediately instead of clicking

W twice. If you inadvertently mark a To-Do or Call as Done, simply click the box
again to remove the checkmark. The item moves back into the upper part of the
To-Do List.
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To mark a To-Do or Call as Done in other views:
1. Select the To-Do or Call by clicking it once so it's highlighted.
2. Choose Done from the Event menu, or type Command-/.

A checkmark appears next to the title of the To-Do or Call, indicating that you've
completed it.

Special
A Special Event is a date-specific Event that spans an entire day. You can use a Special

Event to indicate a special occasion or simply that you're out of the office for the entire
day.

To create a Special Event:
1. Select a day by clicking in its cell.
2. Choose New Special from the Event menu.

The Event Info window appears with New Special highlighted in the Title field and
the Special Event type selected.

Change the Special Event's title by typing.
Change any other information in the Event Info window.

1, Ifyou're using Group Scheduling, you can use a Special Event to indicate that
you are unavailable for Meetings for an entire day.

5. Close the Event Info window.

Holiday

A Holiday is a date-specific Event that’'s nearly identical to a Special Event, except that it
represents a holiday. This Event type automatically changes the formatting of the date on
which it falls to the format you’'ve specified for weekends and holidays. (The Define Cal-
endar Formats dialog box lets you specify unique appearances for weekends and Holidays.
See “Customizing Calendar Views” in Chapter 4 for more information.)

To create a Holiday:
1. Select a day by clicking in its cell.
2. Choose New Holiday from the Event menu.

The Event Info window appears with New Holiday highlighted in the Title field and
the Holiday Event type selected.

Change the Holiday's title by typing.
Change any other information in the Event Info window.

5. Close the Event Info window.
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Banner

A Banner is a graphic Event that spans one or more days. It appears as a Banner in the
Month View; in all other views, it appears like a repeating Special Event. When Banners
overlap, clicking the one in back brings it forward. If you're using Group Scheduling, you
can use a Banner to indicate that you are unavailable for Meetings for a day or a series of
days.

To create a Banner:
1. With the Month View displayed, choose New Banner from the Event menu.

A new highlighted Banner appears across the current or selected day. If no day is se
lected, the Banner will appear in the upper left corner.

2. Drag the Banner to the desired position.
3. Resize the Banner, if necessary, to span the desired days.

Click the right edge of the Banner and drag it to cover the span of days desired. The
Banner can span multiple weeks or even months.
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[ acation: Arch Capel ¢

4. Enter the desired text in the Banner and then press the Enter key.

Your Banner text is saved and the Banner is selected. Deselect it by clicking any-
where in the Month View.

The Define Calendar Formats dialog box lets you control the shape and appearance of
Banners. See “Customizing Calendar Views” in Chapter 4, “Viewing Calendar Events,”
for more information.

*—o

Sticky Note

A Sticky Note lets you place an attention-getting message directly in your Month View.
To create a Sticky Note:

1. With the Month View displayed, choose New Sticky Note from the Event menu.

A new highlighted Sticky Note appears across the current or selected day. If no day is
selected, the Sticky Note will appear in the upper left corner.

2. Enter text in the Sticky Note by typing, then press the Enter key.

Your text is saved and the Sticky Note is selected. You can deselect it by clicking
anywhere in the Month View.

3. Move or resize the Sticky Note as desired.

To move it, drag its top edge. To resize it, place the pointer over the bottom right cor-
ner—it changes to a double-headed arrow—then drag to the desired size.

1, To add atitle to a Sticky Note, double-click it to open the Event Info window; type in the
V7 Title field, then close the Event Info window.
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Graphics

Now Up-to-Date allows you to add bitmap or PICT graphics to your Calendar File to draw
attention to specific days or Events, or to provide a unique background for your calendar
display. You can do this by dragging and dropping graphics from the Graphics Palette, or
by pasting graphics from the Clipboard. You can attach a graphic to a day in the Month
View, or to any of five Event types: Appointments, To-Dos, Calls, Special Events and
Holidays. The maximum number and size of Graphics is limited only by the available
memory.

A graphic attached to a day (rather than to an Event) is actually a separate Event type, with
a title, description, and repeat options. Any Graphic of this sort can be moved, resized, re-
peated, and, because it is an Event, shared with other users over a network.

A graphic attached to an Event appears next to an Event’s title in the Multi-Day and Day
Views, and at the top of the day on which the Event occurs in the Month and Week Views.

Event Graphics are automatically reduced in size for display, so smaller graphics like
icons tend to work best. To increase the size of graphics, increase the size of the number
text in the Define Calendar Formats dialog.

Graphics Palette

The Graphics Palette contains ready-made icon graphics that you can attach to days in the
Month View or attach to individual Events in any View.

Click to add new Drag a graphic here
graphics to the palette to delete it from the
palette

Drag a graphic to a
day or an Event

Drag to resize

the palette
To... Do this...
Open the Graphics Palette Choose Open Graphics Palette from the

Window menu.

Attach a graphic to a day in Month View Drag the graphic from the Graphics Palette
and drop it on the desired day.

Attach a graphic to an Event in any View Drag the graphic from the Graphics Palette
to the Event, and drop it when the Event is
highlighted.

Add a graphic from the Clipboard Click the Paste button in the Graphics
Palette, or choose Paste Graphic from the
Edit menu.

Remove a graphic from the Palette Drag the graphic to the Trash icon in the
Palette.
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Pasting graphics from the Clipboard

To add graphics to your Calendar File that aren’t available in the Graphics Palette, you can
simply copy them to the Clipboard in any application and paste them into Now Up-to-

Date. Once you've copied a graphic to the Clipboard and switched to Now Up-to-Date,

you have the following options:

To... Do this...

Attach a graphic to a day Click in the day cell and choose Paste Graphic from
the Edit menu.

Attach a graphic to an Event Select the desired Event and choose Paste Graphic
from the Edit menu.

Modifying Graphics in your Calendar File
You can modify graphics you've added to your Calendar File in several ways. When the
Palette isn’t open and you want to modify a graphic attached to a day, you must first hold

down the Option key and click the graphic. When the Graphics Palette is open, you have
the following options.

To... Do this...
Move a graphic attached to a day Drag it to the desired location.
Resize a graphic attached to a day Place the pointer over its bottom right corner

until the pointer changes to a double-headed ar-
row, then drag to the desired size.

Remove a graphic attached to a day Select it and press Delete/Backspace, or choose
Cut Graphic from the Edit menu.

Remove a graphic attached to an Event  Select the Event containing the graphic you
want to remove, and then choose Cut Graphic
from the Edit menu.
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Customizing Events

24

You can customize an Event by setting repeats and reminders, changing its status, attach-
ing Contacts and a description, and changing the Event’s font size and color. Some of this
customizing is done in the Event Info window, and some using menu commands.

Using the Date/Time Picker

The Date/Time Picker is a special dialog box that makes it extremely easy to set the cor-
rect date and time for the Appointment you're creating. To open the Date/Time Picker, just
click the button shown at left in the Event Info window.

Click the arrows to move forward or Click o see
back a year, month or hourrenge ———————— online help
Date /Time Picker
Date 41993 p—— Start time End time
4 November b —d b L—qary
BT
Sl (12001230100 130 [12:00 1230 100 1330
" 2:00 230 F00 330 200 2:30 00 330
Click o dette s{T0]11 12 13 : ; : ; : ; ; ;
¥ 14 15 16 77 15 13 20 4:00 430 500 5:30 4:00 4:30 500 530
orfime fo 600 630 700 730 600 630 700 730
selectit 21 22 23 24 25 26 27 ! : : : : ; ! :
R RN 500] 830 300 330 800 8:30[2:00] 930
10:00 10:30 11:00 11:30 | [10:00 10:30 1100 1130
Currert seffing —— Event Date/Time : Wednesday, November 10, 1993 2:00 AM-3:00 AM

[ wew ) [ e ) oK |

Click o select the —
current derte and fime

Using the Date/Time Stamp

The Date/Time Stamp function in the Event Info window lets you make an Event’s de-
scription more informative by documenting the date and time that notes were added, or
even elapsed time, which is very useful in the case of a Call Event.

To use this feature, click the Date/Time Stamp button in the Event Info window Toolbar.
The current date and time are inserted at the top of the Description field. As long as you
keep the Event Info window open to the same Event, clicking the button again will place a
second date and time entry after the first, followed by the elapsed time in parentheses.

When the Event is a To-Do or a Call, the Timer that appears in the Event Info window for
these Events counts elapsed time as it passes.

Using Priorities

The Priority setting causes To-Dos, Calls and Undated To-Dos to appear in order of Prior-
ity. Those with a higher Priority appear higher in the list. You can define up to ten differ-
ent Priorities of any name. You assign a Priority using either the Event menu or the Event
Info window.
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If you're on a network, note that an Event’s Priority is a private attribute, so any Priority
you assign to a shared Event is not shared with other users.

To assign a Priority to an Event:
1. Select the Event.

2. Choose the desired Priority from the submenu attached to Priority on the Event menu.

Color |2
Prio None

Find... #¥F | High
Find Again #6| Medium
Find Original %= Low

or

Choose a Priority from the Priority pop-up menu in the Event Info window.

. You can also prioritize by dragging items in the To-Do List. See Chapter 4,
“Viewing Calendar Events” for more information.
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Defining Priorities
You can easily customize the names and order of the available Priorities.
To define Priorities:
1. Choose Priorities from the Define menu.
The Define Priorities dialog box opens.
2. Edit the existing Priority names or add new ones as desired.
3. Click OK to save your changes.

The new or modified Priorities are now available in the Priority submenu.

Setting up repeating Events

You can create an Event once and then set it to repeat at a specified interval for any num-
ber of total occurrences. This makes it very simple to add weekly meetings or other regu-
larly-occurring Events to your Calendar File. You can choose from a list of standard,
preset repeat options, or set up custom repeats for more unique situations. Repeats are
available for all Event types except Banners and Undated To-Dos.

Standard repeating Events

The Repeat menu in the Event Info window provides a number of standard repeating inter-
vals. The options available on this menu vary according to the day on which the Event is
to occur.

To create a standard repeating Event:
1. Open the Event Info window for the Event that you want to repeat.

2. Choose the desired repeat option from the Repeat pop-up menu.
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Because the options on the menu change according to the day on which the selected
Event falls, this illustration may vary from what you see.

EllEEREEE

Title: ['ork Out @ Gym

| E Blocks My Time

Date: B |t 99 | Tima:
none
every day

every weekda

7:00 aM |- [2:00 ar1 | buration:[01:00 |

- Tgpe:l Appt. vI Prioritg:l Mone vI

total
[ =] [[AlertDialog

Category :

Repeat:

Rernind : every week vI | Sosurni vI
every 2 weeks
every 3 weeks
every month
every year

Zrd Mon of month

Zrd Mon in Dec

Modified : /99, 10:30 AM 3]

custorm repeat...

3. Save the repeat setting by pressing the Enter key or closing the Event Info window.

The repeating occurrences of the original Event have been added to your Calendar
File.

. You can create a repeating Event without opening the Event Info window by holding down
the Option key and dragging the Event to the day on which you want the Event to repeat.

Custom repeating Events

The custom repeat option lets you specify the details of more unique repeating sequences.
It also lets you specify an ending date for a repeating sequence, rather than having to know
exactly how many occurrences you want.

To create a custom repeating Event:
1. Open the Event Info window for the Event.
2. Choose custom repeat from the Repeat pop-up menu.

A dialog box opens for configuring custom repeating Events.

Customn Repeat

Start date:

11474599

(W) Repeat every:

() Repeat every -

e rrr—

S MOT W

TF s
OooOooonono

() Until:
) Far:

[ times

[ Cancel

=)

3. Set up the custom repeat frequency as desired.

Click the Online Help button to read a full description of the options in the
Custom Repeat dialog box.

26 Chapter3



4. Click OK to save your settings.

You're returned to the Event Info window. The Repeat menu displays custom repeat
to indicate that you've set up a Custom Repeat.

5. Save your repeat settings by pressing the Enter key or closing the Event Info window.
Modifying repeating Events

You can modify the details of a repeating Event, and quickly transfer that change to all
connected repeating Events, future repeating Events, or just selected Events in the series.

To modify a repeating Event:
1. Open the Event Info window for the repeating Event you want to change.
2. Modify the event information as desired.

For example, you may want to change the start or end times for the Event, or chang
text in the description field to indicate a different meeting agenda.

3. Close the Event Info window.
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A dialog box appears with the following options.

Use this option... To...

Future: Change only future repeating Events to have the same characteristics
as the Event you just modified.

All: Change all past and future repeating Events to have the same charac-
teristics as the Event you just modified.

One: Change only the Event you have just modified, and leave past and
future repeating Events as they were.

1. As you move your pointer over the Future, All and One buttons, notice the key-
board shortcut text displayed in the dialog box.

4. Click your choice.

The repeating Events are updated accordingly.
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Setting Reminders for Events from within Now Up-to-Date

Reminders are managed by the QuickDay control panel that's installed with Now Up-to-
Date. See “Using QuickDay” in Chapter 13, “Quick Access Features,” for details on using
QuickDay. This section describes how to set Reminders in the Event Info window.

You can't set Reminders for Undated To-Dos, Notes, Banners or Graphics.

To set a Reminder for an Event in Now Up-to-Date:
1. Open the Event Info window for the Event for which you want to set a Reminder.

The Event Info window appears. Use the three pop-up menus that appear next to Re-
mind at the bottom of the window to set a Reminder.

BEF» [

Title: |New Appt. | | Unconfitmed v|

pate: EA[11/8/93 | Time:[z:00 aM |-[3:00 art | Duration:[o1:00 |

Categorg:l Perszonal vI Tgpe:l Appt. vI Prioritg:l None vI

e

Rernind : | min. before YI | Alert Dialog VI | Simple Beep YI
N

Enterthe number of  Select a unit of Selectthetype of  Selectu sound to

units of advance fime for advance  nofification you  accompany the
nofificetion you notificetion, or wantto receive. Reminder.
want fo receive. "never" forno

Reminder.

In order for you to receive Reminders in the form of menu bar alerts, the
QuickDay Event menu must be turned on by selecting the “Bell” option in the

QuickDay control panel. See Chapter 13, “QuickAccess Features,” for more
information.

2. Save the Reminder setting by pressing the Enter key or closing the Event Info window.
3. Save your Calendar File.

The QuickDay control panel becomes aware of new Events requiring Reminders only
after you save your Calendar File.

Responding to Reminders
Now Up-to-Date offers many options for responding to Reminders.

When you dismiss an alert for a repeating To-Do, you dismiss only the current day’s alert
for that To-Do. If the To-Do is not marked as Done, you'll receive another alert for it on
subsequent days until it is completed.

Alert dialog boxes

Alert dialog boxes offer the most options for responding to a RemiBdeause alert dia-
log boxes may interrupt background processes such as printing or modem downloads,
however, some users may prefer the menu bar alert option described in the next section.
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A typical Reminder alert dialog box is shown below.

How Up—to—Date™ Reminder 47 PHM
Evenl.nume | Event: Interview (Business)
and time When: 4:30 PM to 6:00 PM
Attached 3 Ellen Ripley, Shikosha Labs, Wk 617-555-1=00 | Click to open your Calendar to
: [—ﬂ"a”"ch'" this Event and dismiss the alert
Contact info Interview candidate for research position. | .
Event Click to delete the Event
description from your Calendar.
|| Click to open the QuickDay Event
A Info dialog box for this Event.
= ® 5 | [inet=s_~]
I : l Dismiss } I~ Click to dismiss the
il Reminder.
L
¥
Click to snooze the Reminder for Set the Snooze interval
the default delay or by the time with these options

specified in the adjacent fields.

You can quickly snooze a Reminder by typing the desired amount of timeyfping
minutesh for hours, ord for days, and clicking Snooze (or pressing Return or Enter).
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Menu bar alerts

When you set a menu bar alert, the Event name flashes where the QuickDay menu heading
appears when the Reminder is due. This type of alert doesn’t interfere with background
processes, and continues to flash until it's dismissed or snoozed. Your options for respond-
ing to menu bar alerts are described in the illustration below.

Click once in the menu bar
to dismiss the alert

Event Info..
( Open Mow Up-to-Date
Choose this option to open the
QuickDay Event Info dialog Snooze "Wisit new sales office”
box for the Event Dismiss "Wisit new sales office”
Choose one of these options 1:30 PM Wisit new sales office
to snooze or dismiss the alert 315 PM Dentist appt.

4:15 PM Pick up cat at vet

G:00 &M Send Press Release
11:00 AM Pick up dry cleaning

Choose another Event to
open the QuickDay Event
Info dialog box for the Event Call Boh

Call Joyce
Call travel agent

Organize Filing Cabinet
Get Car Tuned Up
Buy Cat Food

To mark a To-Do or Call as Done, choose Mark [Event] as Done from the QuickDay menu
(this command appears only when the alert is for a To-Do or Call). This marks the To-Do
or Call as Done and dismisses the Reminder.

To either snooze or dismiss all currently due Reminders, hold down the Option key to
change the Snooze [Event] and Dismiss [Event] commands to Snooze All and Dismiss All.

The Sets feature lets you control the kinds of Reminders you receive from Public Catego-
ries. See Chapter 5, “Organizing Events,” for more information on Sets.
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Attaching Contacts to Events

You can attach Contact information to any Event you create. The attached name, company
and phone number of the Contact appears in the Event Info window. When you receive a
Reminder for an appointment, you'll also see this Contact information.

The following procedure explains how to add Contact information to your Event without
using Now Contact. By linking a Now Contact file to your Calendar File, you can attach
existing Contacts to Events and add Contacts you create in Now Up-to-Date to your Now
Contact file. See Chapter 14, “Linking Events and Contacts,” for more information.

To attach a Contact to an Event:

1. Open the Event Info window for the Event to which you want to attach a Contact.
Double-click the Event, or select it and then press the Enter key.

2. Choose New Contact from the Attachments submenu on the Event menu.
The New Contact dialog box appears.

3. Enter the Contact information in the appropriate fields.

The Phone pop-up menu lets you specify whether the phone number you enter is a
work (Wk), home (Hm), Fax (Fx), mobile (Mb), or other (#) number.

ElER%]a]ss

Mew Contact
"""" Title: [Call Henry |

First Marne: |Henrg |
T | pate: EA[5/31/99 | Time: | Timer: [ |
Company : |C]ever Printing Ce. | Category :| Perzonal vI Type: | Call vI Priority : | Mediurr vI
Phane : [wk *][ss5-197= | EEpeate [I total - [ duto-forward

Fernind : | days before v| | Alert Dialag vI | Quack v|
[ add ta *My Contact File * EI

Henry Spencer, Clever Printing Co., wk: 555-1978
[ ] [ Cancel ] [[ 0K ]} ]
[
Modified : Julia Gonzalez, 5/22/99, 10:30 AM (=3

4. Click OK.

Attaching World Wide Web links to Events

You can attach Web page links to any Event. Web link attachments let you keep track of
Web pages related to certain Events, and make it easy to open the corresponding pages in
your Web browser. Web link attachments include the name of the linked page or site and
its URL, or address. You attach Web page links by dragging them from a browser win-
dow, or by entering them directly in Now Up-to-Date.

To drag a Web page link to an Event:

1. Make sure that Now Up-to-Date is open, and the Event you want to attach the link
to is in the current Calendar View.

2. In your Web browser, select a link and drag it to the Event.
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1 Insome browsers, when you hold the mouse over a link for too long before
dragging, a pop-up menu may appear. If this happens, just move the pointer off
the menu and try again.

3. In Now Up-to-Date, open the Event Info window for the Event.

The Web link attachment appears in the same area as attached Contacts.

Title: | Export Client Analy sis | E Blocks Tirne

pate: E[2/29/98 | Time:[12:00Pm]-[1:00PM | Durstion:[o100 |

Categorg:l Personal vI Tgpe:l Appt. vI Prioritg:l None vI

S — T

Rernind : | rivin. before v| | Alert Dialog 'I | Sirple Beep v|

s Pacific NW Exporting, http:/ fwww. pacificnw com

e I TG
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Modified: Charlotte Pennington, 11/3/96, &:07 PM

4. To open the linked Web page in your Web browser, double-click the attachment whil
holding down the Option key.

To create a Web page link in Now Up-to-Date:
1. Open the Event Info window for the Event to which you want to attach a Web link.

2. Click the New URL button in the Event Info window Toolbar.
The New URL dialog box appears.

New URL

Marne : || |

WRL:  [mpess |

[ MetSeape™... ] [ Cancel ] [[ 0K ]]

.. You can also open this dialog box by selecting the Event in any Calendar View
and choosing New URL from the Attachments submenu in the Event menu.

3. Enter the Web link information in the appropriate fields.

You can test the link by clicking the Web browser button in the lower-left corner of
the dialog box. Your browser opens to the specified Web page.

4. Click OK to return to the Event Info window.

The Web link attachment appears in the same area as attached Contacts.
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5. To open the linked Web page in your Web browser, double-click the attachment while
holding down the Option key.

You can edit Web link attachments by selecting an Event and choosing Edit Attachments
from the Attachments submenu in the Event menu. The URL Info dialog box that appears
is identical to the New URL dialog box shown above.

y—

Attaching documents to Events

Now Up-to-Date also lets you attach documents to Events. This allows you to keep track of
any documents, such as letters and spreadsheets, that relate to particular Events.

To attach a document to an Event:
1. Open the Event Info window for the Event to which you want to attach a document.
2. Click the Attach File button in the Event Info window Toolbar.
A directory dialog box appears.

1, You can also open this dialog box by selecting the Event in any Calendar View
and choosing Attach File from the Attachments submenu in the Event menu.

3. Locate and select the file you want to attach, then click Attach.

The document is attached to your Event, and appears in the same area of the Event
Info window as attached Contacts and Web links.

4. To open the document in the application that created it, double-click the attachment
while holding down the Option key.

Changing Event text style and color

You can make certain Events stand out from others by applying contrasting colors and/or
text styles to them. The style and color of Events are set according to their Category in the
Define Sets dialog box, but you can do some customizing with menu commands.

To change the text style or color for an individual Event:
1. Select the Event.

2. Highlight the Style or Color command on the Event menu and from the corresponding
submenu, choose the attribute you want to apply.

Same As Category

Color »

Priority M. Plain
Bold
Find... #F flafic

Find Again #0| Underline
Find Original  #=| Doiline
Shadom
Done ¥/ | _Condense

Hide Event 3#H |
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Moving, copying, and deleting Events

Choose... To...

A style or color Apply the selected style or color to the Event.

Same as Category Return the Event to the style or color specified for the Event's
Category in the Define Sets dialog box.

> You can set an Event's style quickly by selecting it and then using a standard
v keyboard shortcut, as listed below:

Plain Command-Shift-P Outline Command-Shift-O
Bold Command-Shift-B Shadow Command-Shift-S
Italic Command-Shift-1 Condense Command-Shift-C

Underline Command-Shift-U

You can also set the text style or color for an entire Category. Select an Event that belon
to the Category whose text style or color you want to modify. Hold down the Option key
while pulling down the Event menu. Then follow the steps above.
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It's easy to move, copy, or delete an Event. There are some variations in these procedures
where repeating Events are concerned.

Moving Events

To move a single Event, select it, choose Cut from the Edit menu, select the destination
day, and choose Paste Event from the Edit menu.

In the Month, Week and Multi-Day Views, move an Event simply by dragging it to a differ-
ent day within the current View.

To move a repeating Event:

1. Select the occurrence of the repeating Event that you want to move.
2. Choose Cut from the Edit menu.

3. Select the destination day.
4

Depending on the desired result, choose the appropriate command from the Edit
menu.

Choose... To move the Event to a new day and...

Paste Event Disconnect it from the other repeating Events in the series.

Paste Repeat Keep it connected to the other repeating Events.

To move multiple occurrences of a repeating Event:
1. Select one occurrence of the repeating Event.

2. Depending on the desired result, choose the appropriate command from the Edit menu.
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Choose... To cut the selected occurrence and...

Cut Future  All future occurrences of the repeating Event.

Cut All All past and future occurrences of the repeating Event.

Select the destination day.

Depending on the desired result, choose the appropriate command from the Edit
menu.

Choose... To paste a series of repeating Events that is...

Paste Event Disconnected from the original series and starts on the selected day.

Paste Repeat Connected to the original series and starts on the selected day.

Copying Events

To copy a single Event, select it, choose Copy from the Edit menu, and select the destina-
tion day. From the Edit menu, choose Paste Event to create a new Event with the same
name as the original. Choose Paste Repeat to create a repeating occurrence of the original
Event.

To create a repeating occurrence of an Event, hold down the Option key while dragging
the Event to a new day.

Deleting Events

To delete an Event:
1. Select the Event.

2. Choose Clear from the Edit menu, or press Delete/Backspace.

The Event is deleted. If the Event is part of a repeating series, a dialog box appears
asking if you want to remove the one occurrence, all occurrences, or only all future
occurrences in the repeating series. Click the desired button in the dialog box.

To avoid the confirmation dialog box when deleting repeating Events:

* Press the Command-Delete to delete only a single occurrence of a repeating Event.

» Press Command-Shift-Delete to remove all future occurrences of a repeating Event
without a confirmation dialog box.

* Press Shift-Delete to remove all occurrences of a repeating Event.
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Hiding and unhiding Events

You can selectively hide all Event types. You can'’t print hidden Events, nor do you re-
ceive any Reminders for them. When you hide shared Events, they are hidden only within
your Calendar File; other users will still be able to view them.

To... Choose...

Hide an Event Hide Event from the Event menu after selecting the Event.
View a hidden Event Show Hidden from the View menu.

Any Events that you've previously hidden appear in a dith-
*~ ered, or dimmed pattern when you choose this command.

Unhide an Event Unhide Event from the Event menu after selecting the dimmed
Event. This option is available only if the selected Event is hidden.

ajng-o}-dn mop

Finding Events and text in your Calendar File

Use Now Up-to-Date’s Find command to locate an Event, Contact information attached tG
an Event, or any information entered in the description field of an Event. This command
searches all Event titles, descriptions, and attached Contacts in your current Set of Catego-
ries, except in Events that are currently hidden (see Chapter 5, “Organizing Calendar
Events,” for more information on Categories and Sets).

To find text in your Calendar File:
1. Choose Find from the Event menu.

2. Type the text to search for in the text field.
3. Click Find or press Enter.

Now Up-to-Date begins the search from the day that is currently selected or from the
first day in the current view, and highlights the first Event that contains the specified
text.

To locate the next occurrence, choose Find Again from the Event menu (or type Com-
mand-G). To search backwards, select the Search Backwards checkbox in the Find
dialog box before starting the search, or hold down the Shift key and choose Find
Again.

The Find Original command is used only when working with Unreconciled Events from
Public Categories. See Chapter 11, “Importing, Exporting & Synchronizing Contact Data,”
for more information.
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Setting preferences for Now Up-to-Date

36

From setting preferences for new Events to general preferences for how Now Up-to-Date
works, you have a great deal of control over the scheduling environment.

To set your preferences, highlight the Preferences command on the Define menu. A sub-
menu appears, providing direct access to Preferences settings in several areas—choose the
submenu command for the area of Preferences you want to modify, and the Preferences
window opens to that pane. You can move to another pane by clicking its icon in the
scrolling list on the left.

Refer to “Preferences” in Online Help for more information on the Preferences options.

Setting Preferences for new Events

You can automate some of the work involved in creating Events by setting default values
for them.

For New Appointment you can set the default Category (see Chapter 5, “Organizing
Events,” for more information), Priority, Reminder attributes, as well as the start time (at
the current time; on the quarter-, half- or whole hour from the current time; or at a time
you specify) and the duration of a new Event.

Preferences

Priority : High bl
Start time: ()
® [5:00 &M
Duration:

Rernind : minutes before ™

E dppointrnents | create block my time by default

For New To-Do, and New Call you can set the default Category, Priority, and Reminder
attributes, as well as the beginning time (at the current time; on the quarter, half or whole
hour from the current time; at a time you specify; or none at all) and the duration of a new
Event. You can also indicate if the To-Do or Call will be carried forward until it is marked
as Done. For a Call, you can specify that its Timer will auto-start as soon as you create the
Event.

For New Undated, New Note, New Banner and New Graphic, you can set the default Cat-
egory and Priority. For New Holiday and New Special, you can set the default Category
and Priority, as well as the default Reminder attributes.

Choose Meetings to specify the default Category and Priority for new meetings that you
create, the time interval for auto-picking a meeting schedule, what kind of Reminder you
prefer, and the type of alert and sound to receive when you are invited to meetings. See
Chapter 16, “Group Scheduling,” for more information.
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Setting Now Contact preferences

Preferences

Contact File... Macintosh HD ::Now Contact™ :Sample Contact File

D Alway s Tink Contacts to contact file

General

G

MNow Contact

Haliday

Special

D Transfer to Mow Contact when creating new Contacts

Primary Phone :

Choose Now Contact to select which Now Contact file to link your Events to. You can
also set the default phone title that will appear in the New Contact or Contact Info dialog
box, and other options. See Chapter 14, “Linking Events and Contacts,” for more information
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Setting General Preferences

EO=——————— Preferences

E Open event info for new events |:| Shadow twilight hours
General

&

MNow Contact

Haliday

Special

D Start week on Monday |:| Usze non-enhanced printing
D Show Set name in window title |:| Use systemn color paletts

E Auto-save every minutes

E Alert on Public Event deletion

B Receive Remninders for all time commitrments

Date range for Reminders

Nurnber of days ahead: Number of days behind: l:l

Choose General from the Preferences submenu to set general default preferences for your
Calendar File.
Choose... To specify that...

Open Event Info for new Events The Event Info window will open automati-
cally whenever you create a new Event.

Start the week on Monday Weeks will start on Monday instead of Sun-
day in the Month and Multi-Day Views.

Show Set name in window title The title bar of your Calendar File will dis-
play the name of the Set that is currently
selected in the View menu.

continued next page
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Choose...

To specify that...

continued from previous page

Auto-save every X minutes

Shadow twilight hours

Use non-enhanced printing

Use system color palette

Date range for Reminders

Alert on Public Event deletion

Receive reminders for time commitments

The Auto-Save function will be active, sav-
ing your Calendar File automatically at the
time interval you specify.

In the Multi-Day and Day Views, the hours
from 7 P.M. to 5 A.M. will appear “shad-
owed.”

Now Up-to-Date’s full-featured printing

will be reduced to very basic functions, in
order to resolve the printing errors that are
occasionally caused by some printers using
custom Chooser devices. Fewer printing
options will be available when this check-
box is selected.

Now Up-to-Date’s custom color palette will
be turned off, to avoid the minor and purely
cosmetic effect that it can have on the ap-
pearance of your desktop and the Apple
icon in the menu bar, only when Now Up-
to-Date is running.

Reminders will be presented only during a
certain time range.

A warning dialog box will appear when you
delete a Public Event. The warning alerts
you that deleting the Event will also delete
it from everyone else’s calendar.

Presents Reminders for all Events in Public
Categories for which you've confirmed at-
tendance. This preference applies only if
you are set up for Group Scheduling.
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Chapter 4
Viewing Calendar Events

Now Up-to-Date offers a wide variety of Views, so you can examine and modify your
schedule in the way that best suits you. You can also customize Views to fit the way you
want to look at your schedule.
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Using Calendar Views

This section provides specific information on each of the calendar-based views, showing
you what’s unique about each one and how it can help you view your schedule.

Elements in each View

Several elements are common to all views in Now Up-to-Date.
Tunllhur Windllaw tile

My Calendar File

EN
EELEE= ORI

Nﬂvember lgﬁ public events up to date

::;E?-ll-":ﬁl;f hm:s Calendar Header Metwork Status To-Da List area
Toolbars
The buttons in the Toolbar provide immediate access to most common Now Up-to-Date
functions.

Year  Week  Day Goto Show/Hide New New Meeting To-Do  Online

View  View  View Date  Weekends Appointment Call ‘Noﬁces List Help

3] EAE
|1
Print  Month  Multi-Day List  Word Scrolling New  New Define Calendar
View  View View Wrap View Meeting To-Do Formats/List Layouts
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Month View

The Month View is Now Up-to-Date’s default view; it displays all Event types except Un-
dated To-Dos, and it's the only view in which Sticky Notes appear. Banners appear as
graphic items in this view, and as repeating Special Events in other views.

Double-click an Event in the To-Do
List to open its Event Info dialog hox

J
My Calendar file —=——————— 1=

Ei———————
EIE=EEI] [=E
<::| o} E> Nﬂvember 1999 public events up to date
Sun Mon Tue Wed Thu Fri Sat i
31 1 2 3 4 5 & | o wite Status Report |7
='hiite Status  |9:00 Sales E:30 Manage
Report Ieeting merd
i
g [ Yacation: Arch Cape! 4
7z g g 10 11 12 13
- 9:00 Sales E:30Manage [+ Competitive | 630 Dinner &
Yacation: hieeting ment Analysis b &
_____________ P s
&
Douhble-click 14 15 16 17 18 19 20
uduytn ESH Birthday | 9:00 Corporate| 5:00 Sales T12:00Lunch | B30 Manage |IPM Birthday
itch o th I heeting with et
switch fo the Meeting | 10:30 hizet Temy GClzss
Day View IEB {34 Team- withad | 1:00 Advertisin IEB
= Bujld- LoDyt QD esigr
E 22 &3 24 S 0
Double-click ='hite Status |9:00 Sales 3:00 Exporting | Thanksgiving | Comparry 3:00Go cut
Eventio Repaort heeting Strake gies|Comparry Closed Christmas
an v_e keeting  [Closed ¥, free
open its Event '@”L 650 Manage
Info dinlog = ment v
hox 28 29 30 1 2] 3 4
='Wite Status  [9:00 Sales 6:30 Manage |9:00 Focus
Repaort heeting merd Group
Class 1:00 ark eting 3
= Survey =
ﬁ‘—il Eeviey wl [

For each day, Events are sorted in the following order:

Holidays

Special Events

Appointments, Meetings, time-specific To-Dos and time-specific Calls—grouped
together and sorted by their scheduled times

Not Done dated To-Dos and Calls (sorted by Priority)

In Progress dated To-Dos and Calls (sorted by Priority)

Done dated To-Dos and Calls (sorted by Priority)

If you schedule more Events on a day than can fit into its cell at the current window size,

the cell will scroll to let you see all of the day’s Events. Upward- and downward-pointing
arrows indicate that there are additional Events to which you can scroll.

11:30 Lunch

o Fred Click to scroll up and
1:00 Aftemoon down in the list of Events
5:00 Fly hotne

Events that don't have titles do not appear in the Month View.
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Scrolling Option in the Month View

The Month View has a scrolling option that you can toggle on and off. This option lets you
move forward and backward by single weeks, instead of full months. When the scrolling
option is active, the weeks move upward as you go forward in time and vice versa.

Also, the See-Thru Month feature (which displays day numbers and Events from previous
and upcoming months in a dimmed pattern) is no longer active, as all days and Events in
the current time range are displayed. The Calendar Header changes to reflect the time
range being displayed.

L]
Week View =
The Week View shows you a week at a time in a format similar to the Month View but =
with more space allotted for each day. This view displays all Event types except Sticky _E
Notes, and includes scrolling cells as well. i
o
EO=———————— My Lalendarfile =———————15 |=
EEEm OBl =& S
<] = |:> December 1999 public events up to date TO.'I.I;%&%IN g
Double-clicka —— Monday 13 Thursday 16 0 ite Staus [}
Dy o [ S0, Sopolbiesn 990 rgement s
12:00PM  Bob— Brochure Planning
= Fecyeling

='Write Status Report

Tuesday 14 Friday 17
Double-click — 1300404 Sales Weeting IPM Birthday
an Eventto 10:30 80 Meet with ad copyriters
open its Event G:00Pk  Dinrerwith Elaine
Info dialog
hox

Wednesday 15| Safurday 18 Sunday 19

12:00PM  Lunch with Terry
1:00 Pk Advertising Design ke eting

&[]
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Multi-Day View

The Multi-Day View displays a week in a time-grid, columnar format, allowing you to see
free time slots at a glance. Only Appointments and Meetings appear in the upper, timed
section; To-Dos, Calls (including time-specific To-Dos and Calls), Special Events and
Holidays appear at the bottom in the All Day area. You can drag Appointments to the All
Day area where they become To-Dos, and drag All Day Events to the timed area where
they become Appointments. As the day progresses, the hours listed along the left side be-
come shaded to indicate that they're in the past.

Drug this line fo resize
the To-Do Lisl aren

EiI=———— Mg Calendar File %r—
EEEEE EEEIEER DS El= I ERIE
Staday b ondaw Tuesday |Wednesday| Thursday Hday Saiuwday X
Double-click o My Dec 12,99 | Dec 13,99 | Dec 14,95 | Dec 15, 99 | Dec 16, 9% Dec 17,99 [ Dec 14,94 T°:1.I;?EI}‘,‘S‘
day to switchto | 8 [ 'ite Status [}
the Day View Repart
¥ 9 Corporate ID | Sales Recytling
Double-click teeting Ideetin:
ouble-click an
Eventto display 10 Team- feetwith ad
its Eventinfo | 11 Building  Joopiters
s xercise
dialog box 12 Bob— Lumchith
Brochure Termy
1 Advertizing
Design
Emg un 2 ke eting
II.'
up or down to 3
change its sturt
and end fimes | 4
S
6 Dinrer with Manageme
Elaire st Class
=Recyeling IPK
=hiite Birthday
Ogan [l [ 2
Appointment fo 1]
the All Day =
urea to change |
itto a To-Do Drag an Event from the All Day arex to Drug this line fo resize
the upper area to change it to an Appt. the All Day area

Scrolling Option in the Multi-Day View

Like the Month View, the Multi-Day View also has a scrolling option that you can toggle
on and off. This option lets you move forward and backward by single days, instead of full
weeks.
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Day View

The Day View resembles the Multi-Day View, with a time-grid columnar format and a

split window, but it displays one day only. The Day View is a separate window from the
Month, Week, or Multi-Day View; you can have the Day View open at the same time that
you have one of the other views open, and arrange the two windows on your screen so that
you can use them simultaneously. Overlapping Appointments are also tiled in this view so
you can spot conflicts easily.

My Calendar File

Monday Decernber 13, 1000

-
o
Double-click an Corporate ID Meeting E
Eventto displ
H:Evem I;?; ¥ Team-Building Exercise ‘;
i 1
dialog box L
Drag an Bob — Brochure Plarring °I
Appointment up
or down to g
chunge its start —3
D

and end fimes

Drug un

Appointment fo

the All Day area « Recyeling

tochangeittoa  jan pay[ Miite Status Report

To-Do | il

| L .
Drug an Event from the All Day area to Drug this line to resize
the upper area to change itto an Appt. the All Day aren

Zoom commands in Multi-Day and Day View

The Zoom In and Zoom Out commands in the View menu are available only in the Multi-
Day and Day Views. These commands allow you to see the time displayed in increments
other than the default 15 minutes. Each command has five levels of magnification. Choos-
ing Zoom In magnifies the time grid and allows you to read or create Appointments that
start or end at smaller time increments. With the Zoom Out command you can go back to
the preset 15-minute increment scale, or zoom out one more level to 30-minute incre-
ments.

Year View

The Year View provides an overview of a given year; it does not display any Event types.
You can select a month number using the number keys (1-12), move between months us-
ing the arrow keys, and open the Month View by double-clicking the desired month, or
selecting a month and pressing Return or Enter.
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To-Do List

The To-Do List is available as a split window in all views except the List View and the
Year View. To see the To-Do List, just click the button at the right end of the Toolbar. The
To-Do List opens and displays the To-Dos and Calls for the current day.

To-Do List
Today
Click the checkbox to change —<| @ can vP Finance [}
the status of To-Dos and Calls O ‘ork on mkt Dated To-Dos and Calls
repart
O submit status rpt.
O office filing "
O order new phane ’» Undated To-Dos
o call Ms. Smith
register for
o Conference Done To-Dos and Calls

All Calendar Format and other view-related settings (Event text size, Word Wrap, etc.)
apply to the To-Do List as well.

The To-Do List displays To-Dos and Calls in three groups: dated To-Dos and Calls for the
currently-displayed day, Undated To-Dos, and any Done To-Dos and Calls that were com-
pleted on the currently-displayed day. The first two groups are sorted by Priority, Time (if
any) and Title. The last group is sorted by the date and time that items were marked as
Done, then by their titles.

Changing the status of To-Dos and Calls

Change the Done/Not Done status of To-Dos and Calls in the To-Do List by clicking the
checkbox that appears next to each one. When a To-Do or Call is Not Done, the checkbox
is blank; click the checkbox once to mark the item as In Progress (a single line appears in
the box); click it again to mark the item as Done (a checkmark appears in the box). When
you mark an item as Done, it moves to the bottom section of the To-Do List.

Option-click an item to mark it as Done, skipping the In Progress setting.

Modifying To-Dos and Calls by Dragging

Change the Priority of an item in the To-Do List by dragging it to a new location in the
list. To make an item a higher priority, drag it higher in the list; to make it a lower priority,
drag it lower in the list.

Dragging a dated To-Do or Call into the Undated section of the To-Do List changes it to
an Undated To-Do, and vice versa. Dragging a To-Do, Call, or Undated To-Do into the
Done section marks it as Done at the current date and time; dragging an item from the
Done section into the Dated or Undated section changes its status accordingly.

Dragging an item from the To-Do List and onto a day cell (or the All Day section of the
Multi-Day or Day View) changes its date accordingly, and if the item is an Undated To-
Do, its type is changed to a dated To-Do as well. If the date is in the past, the item is
marked Done on that day; if the date is in the future, the item is simply moved.

Dragging an Event from a calendar View into the To-Do List changes its type to either a
To-Do or an Undated To-Do, depending on which section it is dragged to.
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List View

The List View displays all Event information in a columnar, text-based format. You can
set up the List View so that only certain Event types or certain information contained in
Events is displayed.

(Choose a List Layout Click to display the Define
from this pop-up menu  List Layouts dialog hox

My Calendar File

BT EEEEEE BB [ Gt (AR

LEC December 1900 public events up to date
Priority [Date  "[Start "[End [Titie [Category [Tupe —
1299 Wacation: Arch Cape! Personal Banner 4
122499 SE0FM  B00FM Maragemenrt Class Fersonai Appoirdrmerd o
1805099 Personal Grap hic E
Double-click 12599 Persanal Graphic:
an Eventio 12500 ESH Birthday Personal Special ([
disploy its —Medium 124699 White Status Repart Personal ToDo =
Event info 12755 900 AWM 10:00 AWl Sales hleeting Personal Appointment _I-
window 12/9:93 SE0FM  B00FM Maragemert Class Fersonai Appoirdmerd o
bdedium 121099 Cornpetitive Analysis Personal ToDo 1
1211192 B304 2004k Dinner @kom & Dad's Personal Appointment ([ c
] [ | =2
—r
D

Customizing the List View

Use the Define List Layouts dialog box to create and modify List Layouts. To open it,
click the Define List Layouts button in the List View, or choose List Layouts from the
Define menu. The List Layouts dialog box appears.

Layout: | Standard Layout vl

Columnns shown Sort order: Date range:

vTme 1.[[Date ] [Month =]
Description
Title :Description 2 [ Start Time - H ) T H

Titlefle zcription

2 [ A T .

-« Date
Day of week 4. More - Size: Medium vl
+ Start

-« End Events shown:

Curation

« Holidays
« Specialz
« hppointments

[ Duplicate... J [ Mew... ]

ftem * [ Delete... J [ Rename... ]

- Priority « To-Doz (Mot Done)
+ Category + To-Dos (Done)
Done + Callz (Mot Done) [ Cancel :I [[ oK ]]

Refer to “Layout” in Online Help for more information on using the List Layouts dialog
box.

When you create a new List Layout, it appears in the submenu attached to the Use List
Layout option of the Window menu, and also in the pop-up menu found in the List View’s
Toolbar.
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Creating Events

You can create Events in the List View the same way you do in other Views. There are a
few differences in how the Events are displayed and the ways that you change Event at-
tributes.

To create an Event in the List View:

1. Choose the desired Event type from the Event menu, or click the corresponding button
in the Toolbar.

The new Event appears on the current day, or if the displayed time range does not in-
clude the current day, on the first day in the displayed range.

You can create only those Event types that you've selected to be displayed in
*~ the current List Layout.

2. Change the new Event's title by typing.

3. Change other attributes of the Event by tabbing through the columns displayed in the
List View and typing where desired or choosing from pop-up menus.

4. Open the Event Info window if you want to set other attributes of the new Event.
Open the Event Info window by selecting the Event and pressing the Enter key, or by
double-clicking the Event.

Sorting Events
A very useful feature of the List View is its ability to sort Events. You can choose a pri-
mary column by which to sort Events, and up to three additional sub-sort columns.

You can set Sort orders in the Define List Layouts dialog box using the numbered Sort
Order menus provided there, or you can set Sort orders directly in the List View. The fol-
lowing table explains the ways that you can set sorting directly within the List View.

Do this in the column header... To...

Click Make the column’s Event attribute the first-level, or primary
sorting criterion. The column title is underlined and a small
Roman numeral | appears to its upper right.

Shift-click Make a column besides the primary sort column a second,
third or fourth sort column. The column name is underlined
and a small Roman numeral Il, Il or IV appears to its upper
right.

Option-click Sort the column in reverse order. A downward-pointing ar-

row appears below the column’s Roman numeral.

Option-click again Turn off reverse sorting for the column.

Chapter4



Modifying the Events in List View

Certain columns in the List View (Priority, Category, Type, Done, and Confirm) provide

pop-up menus for changing their corresponding Event attributes. Clicking in one of these

columns causes a menu to pop up and display a list of options, allowing you to make
changes without opening the Event Info window.

You can also move and resize columns in the List View by dragging.

Click to resize the List

Drug a column headerto o new Drug a column border  Wiew window to fita
locetion to rearrunge column order ] rTsize u column new column layout
| |
BN My Calendarfile =——————— i~
&= == == 4 [=] £
<::| o] [> December 1990 public events up to date
Priority [Date ' 'Start "[End [Title Category [Tupe
124199 Vacation: Arch Capel Perzonal Bariner i
12424989 £E0FM S0 PM Marasgererd Class Fersona Appodimerd
o 12igre9 Personal Graphic
Clicking in ceduin | 1275199 Persorl Graphic
columns displays | pigh 12600 ESH Birthday Personal Special
o pop-up menu Medium | 120629 Wiite Status Repott Personal ToDa
12795 900 Akl 10:00 AWM Sales Meeting Personal Appointment
1294949 £E0FM S0 PM Maragererd Class Fersona Appodimerd
b ediurn 18099 Cormnpetitive Analysis Perzonal ToLo
141199 E30a 3:00AM  Dinner @ Mom & Dad's Personal Appointrnent [
] B2

Navigating through Calendar Views

All of Now Up-to-Date’s views offer many ways to move between Events and days and
switch views. Use the Toolbar buttons to switch Views. Press Tab to move to the next
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Event. You can also use the arrow keys to move between days, or use number keys to se-

lect individual days.

Using the Previous/Next Arrows
All views have the Previous/Next arrows and the Today button shown below.

Click the arrows to

move forward or

back in the unit of <Gmoy
time being displayed

Click this button

to move to the
current day

Viwing e Fvers
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Navigating Using the Go to Date function

# | Use the Go to Date function to move to a different date in your Calendar File. To use this
+ . . ) o
function, just click the Go to Date button in any View’s Toolbar, or choose Go to Date
from the View menu.

Type the orget oo bake: [~ Online help

Click the R

forward fbock 4 Decerber b

umwsmmge SLMIT ¥ IEE Mo — Click to selectthe
year or mo 12 3 4 current derte and fime

5 6 78 2101
12 13 14 15 16 17 18
Click a dute to select it 1ozo-ztzaf 24 25

26 27 28 29 30

ﬂ

ol — Click to go fo the
selected derte

Customizing Calendar Views

Customize how your schedule will be displayed with the Define Calendar Formats dialog
box, and by using commands in the View menu.

Define Calendar Formats dialog hox

You can store different settings as Calendar Formats and switch between them easily. The
Define Calendar Formats dialog box is where you create and modify Calendar Formats.
Click the Define Calendar Formats button in any calendar view or choose Calendar For-
mats from the Define menu to open the dialog box.

Faormat: | Standard Format v|

Header text: | Tirmes v| | Elack Yl I LA S i

@ Show To-Das E Show Done To-Dos
E Show Calls E Show Done Calls

Murnber text: m f,‘a @ Show Banners E Show Sticky Notes

E Show Graphics E See-thru months

Start of day : 8:00 A -

Gridlines: | ———] | hd [T

Day of week: | Helvetica v| | Elack v|

Event text: | Helvetica vI | Medium vI

Banners : [ ~] [Laree -] [ show To-Doz [ Show Done To-Dos
E Show Calls E Show Done Calls

“Weekdays: |P1ain vI |Black vI [ Duplicate... ] [ MNew ... ]

Wknds/Hol: [ featie ~] [rea -] [ Delete... ] [ Rename... ]

Current day ;| OWifme 7] [Mene e [ )

Refer to “Format” in Online Help for more information on using the Define Calendar
Formats dialog box.

Once you've created a Calendar Format, it appears in the submenu attached to Use Calen-
dar Format in the Window menu. Select Formats from this submenu to switch between
them.
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The name of the month and days of the week, as well as the current date and time, are con-
trolled by the system software. As a result, it's not possible to modify the name of the

month or the names of the days of the week in Now Up-to-Date (displaying them in

French, for example).

View-specific customizing
Several commands in the View menu let you determine the appearance of your Calendar

File in a particular view. You can toggle each function on and off by choosing it from the
View menu—if a checkmark appears next to the command, it's turned on; if no checkma

appears, it's turned off. Some of these commands are available from the Toolbar or with g
keyboard shortcut. g
- m (=
-I 5 one 1
Event Display P [
wWord Wrap %% |v8:00 3‘
v'Show Weekends g:00a 1
Show Hidden 3%; | 8:00 AM (=}
+Show Tool Bar o
scrolling Diew 8-9:00 ?D-
8-9:00a
v'Standard Set §-9:00 AM
Choose... To...
Time Display Specify how Appointments appear in your schedule: with no time;

with the start time only; or with both start and end times in one of
three formats.

Event Display Specify whether Descriptions and Marks will be displayed with
Events. Choose Descriptions to display the text from an Event’s de-
scription.

Choose Marks to display special marks attached to Events. These
include:
an Event that contains a description
= an unread Public Event
+ a Public Event that has been created or edited offline

- the original version of a Public Event that has been edited
offline (not visible unless Show Hidden is active)

an Unreconciled Public Event

a Public Event that was created or edited offline and is currently
being sent to the Public Event Server after you have recon-
nected

- an Event with attached Contacts
* a Meeting you are invited to

continued next page
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Choose... To...

continued from previous page

Word Wrap Specify that text in Event titles and descriptions wraps to subsequent
lines until all text is displayed. When you turn off Word Wrap,
Event titles and descriptions are restricted to one line per Event.
(Keyboard shortcut: Command-\).

Show Weekends Display or hide weekends in the Month and Multi-Day Views.

Show Hidden Display Events that you've previously hidden. To unhide an Event
when Show Hidden is turned on, select the Event and choose
Unhide Event from the Event menu. (Keyboard shortcut: Command-

)

Show Toolbar Display or hide the Toolbar in the current View.

Scrolling View Turn the scrolling option on or off in the Month and Multi-Day
Views.

Using Duplicate windows

Another way to customize your Views is to choose Duplicate Window from the Window
menu, which will create an exact duplicate of the active window. You can then set the du-
plicate window to another time period, allowing you to see two different time periods si-
multaneously. Each Window can display its own date range and its own View.

When you quit Now Up-to-Date, all open windows and their sizes and locations are re-
membered, and will be opened in the same orientation the next time you open your Calen-
dar File.
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Chapter 5
Organizing Calendar Events

Categories and Sets allow you to filter your calendar information so you can view or print
only certain Events. Using Categories, you can classify related Events together in specifi
groups and display them in a distinctive style or color. With Sets, you can control which
Categories are displayed in your calendar.
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Using Categories

Every new Calendar File contains one default Personal Category and one default Standard
Set. This one Category and Set may be sufficient for all your needs, particularly if you're
not using Now Up-to-Date on a network. If you fill your Calendar File with lots of Events,
however, you may find it quite useful to create multiple Categories and Sets so you view
or print only certain Events.

There are two different types of Categories: Private and Public. Private Categories, which
you create and store in your Calendar File, are not shared with other users, even if you're
on a network. In contrast, Public Categories are stored on a Macintosh running the Public
Event Server software, so that network users can share the Events contained in the Public
Categories. For information on sharing Events and Contacts with Public Categories, see
Chapter 15, “Using Now Up-to-Date and Contact Together on a Network.”

If you're working with a new Calendar File, any Events you've created up to now have
been assigned to the default Personal Category.
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Creating Categories

Create a new Category whenever you want to classify and view a related group of Events.

To create a Category:

Choose Categories from the Define menu.

The Define Categories dialog box appears. Notice that =Private= appears next to
Server:—this indicates that any Categories that exist already, or new ones you create,

are Private Categories stored locally in your Calendar File (and not available on the
network, if you're connected to one).

Server:
Private Categaries
Personal o Hew...
iy 0K
2. Click New.

The New Category dialog box appears.

Mewr Category

Marne : Mew Category

Purpose:

= 0K ) |

Madified : Mow Up-to-Date Uszer, 12/27599, 11:30 AM

3. Type a name for the Category in the Name: field and a description in the Purpose:

f

ield.

Press Tab to move between fields; typing text in the Purpose field is optional.
4. Click OK.

You're returned to the Define Categories dialog box; notice that the new Category
appears in the Private Categories list.

5. Click OK.

You're returned to the calendar display.
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Modifying Categories
It's easy to make changes to an existing Category. The Define Categories dialog box lets
you modify information for a Category, delete a Category, or move it.

Choose a server ‘

Server:
Private Categories
Fersonal 7] e, | Click to create a new Category
Click to select a
Home Category o
Category from Exercise Category Delete... Click to delete a Category

the list

a different server

Edit... | Click to thun?e the name or
description of a Category

Click to move a Category to

Assigning Events to Categories

Assigning an Event to a Category is quite straightforward. Open the Event Info window
and choose the desired Category from the pop-up menu.
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You can set different colors and text styles for individual Categories, so that Event titles
will appear differently in the calendar display according to which Category they belong to.
See “Setting styles and colors for Categories” later in this chapter.

Using Sets

Sets offer additional flexibility in dealing with Categories. You can group Categories into
Sets to establish several displays, each with a particular purpose. For example, your Stan-
dard Set could display all available Categories, while a Work Set might display only those
Categories that relate to your work.

All existing sets are listed at the bottom of the View menu. You can switch between Sets
by choosing them from this menu, or by pressing the keyboard shortcuts shown next to
their names. When you switch Sets, you'll see a difference in the Events displayed in your
calendar, depending on the Categories subscribed to in the new Set. You can create up to
31 Sets. Deleting a Set does not delete any Categories or Events.

The Sets feature also allows you to specify which Categories you want to receive Remind-
ers from. If you want to receive a Reminder about your 2:00 P.M. meeting, make sure this
Appointment is in a Category that you've selected to receive Reminder alerts.

You can have the name of the currently-active Set appear in your Calendar File’s title bar
by selecting this option in the General pane of the Preferences dialog box.
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Creating a Set

Create a new Set whenever you want to set up a new group of Categories to view in your
calendar display.

To create a Set:

Choose Sets from the Define menu.
The Define Sets dialog box appears. Use it to create new Sets or modify existing Sets.
Click the New button in the Define Sets dialog box.

Or, if you want to use the same configuration as an existing Set, choose the name of
the Set from the Sets pop-up menu and click the Duplicate button.

We recommend subscribing to the Personal Category (or whichever Category is
specified as your default Category for new Events in the Preferences window) in any
new Sets you create. See “Sets and your default Category” later in this chapter for
more information.

1 If you are logged on to a Public Event Server, the Sets dialog displays the In-

*~ clude all Events that block my free time checkbox. When this checkbox is se-
lected, you will see Meetings in your Calendar that you've marked as
Attending, whether you subscribe to that Meeting’s Category or not. See Chap-
ter 15, “Using Now Up-to-Date & Contact Together in a Workgroup,” for
more information.

Type a name for your new Set and click OK.
Click OK to return to the calendar display.

Now Up-to-Date returns you to the calendar display; the Set that was last selected in
the Define Sets dialog box is active.

Modifying a Set

You can also use the Define Sets dialog box to change the configuration of any Set. You
can add or remove Categories associated with a Set, you can change the color and font
style of any Category, and you can indicate the Categories for which you will set reminders.

To modify a Set:

Choose Sets from the Define menu.
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The Define Sets dialog box appears.

Choose a Set

Set: |Bus1’nessSQt

-]

Categories in Set:

Category Info:

These settings affect only the

Indicates that the Category
selected Category or Categories.

will receive Reminders.

Click to select a --- Private Cateqaries -—- ||
(uiegory + Birthday =z 1]
¥ Exerpise n L Select to set Reminders for
+ Holidays a [X] Receive Reminders ——— (- the selected Category
Home a Calor : —- Changes the color of the
A checkmark indicates v Pegdens al | ] selected Category
that the Category is Persanal al |[|Elee [ outtine
included in the Set. + Vacation a [ tatic [ shadow Sets the text style of the =
Double-click a cuiegory 1 [ undertine [ condense selected (Megory °
l&::;l::iyef:;:::l;l:l'e a [ utieste.. | [ mew.. - Click to create a new Set E
[ pelete.. ] [ Rename.. ]I~ Click to rename a Set u
Lyl e
o
1
o
=2
—
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2. Choose the name of the Set to modify from the Sets pop-up menu.

3. Double-click any Category in the Categories in Set list box to add or remove it from
the Set. A checkmark to the left of the Category name indicates that it is included in
the Set.

4. Click any Category in the Categories in Set list box, then select the Receive Remind-
ers checkbox if you want to receive reminders for the selected Category.

5. Click any Category in the Categories in Set list box and choose any color or style set-
tings that you want to apply to the Category.

6. Click OK to return to the calendar display.

Setting styles and colors for Categories
You can set the default style and color of the font for Events in a Category using the De-
fine Sets dialog box, as described in the previous section.

You can also use the Style and Color commands on the Event menu to override a
Category'’s style and color setting for a single Event or to set the default style and color for

a Category.
To...
Set the style and color for a single Event

Do this...

Select the Event and choose the desired
style and color settings from the Style and
Color submenus of the Event menu.

Set the default style and color of a Category Select an Event from the Category you want
to configure, hold down the Option key, and
choose the desired style and color from the
Event menu’s Style and Color submenus.
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When you use the Define Sets dialog box to assign unique color and text styles to Catego-
ries,it doesn’t matter which Set is selected; the settings apply to each Category globally,
no matter which Set is active.

Setting Reminder options for Categories

When you select the Receive Reminders checkbox, you must be subscribed to the selected
Category or Categories in at least one Set—not necessarily the current one—in order to
change the setting.

The Receive Reminders settings controls only whether or not you'll receive Reminders for
Events in the selected Category or Categories—not what kind of Reminder or when you'll
receive it. You determine these attributes in the Event Info window. For more information,
see Chapter 3, “Using Now Up-to-Date.”

Sets and your default Category

When you create a new Event, Now Up-to-Date assigns the Event to a Category by de-
fault. This default Category is usually Personal, but you can use the Preferences command
on the Define menu to specify a different default Category.

If you create a new Calendar File and use a Set that does not include the Personal Cat-
egory (or whatever your default category is for new Events), then this dialog box will ap-
pear every time you create a new Event:

0 Flease choose a categary for the new event.

Category : | Managernent Tasks v|

[ Cancel ] [ Set Default ] [[ Use Once ]]

You can respond to the dialog box in the following ways:

To: Do this:

Override the default Category for this Event Choose a Category from the pop-
up menu and click Use Once.

Select a default Category for this and future Events = Choose a Category from the pop-
up menu and click Set Default.

Avoid future appearances of this dialog box Use the Preferences command to
change your default category for
each Event type to one that is sub-
scribed to in the current Set.

To avoid frequent switching of your default Category or interruption by this dialog box,
it's usually easiest to settle on one Category to assign as the default for new Events, and
then subscribe to that Category in all of the Sets you create.
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Chapter 6
Printing Calendars

Now Up-to-Date lets you print your Calendar File to fit your specific needs. You can print
on the standard paper size that you normally use in your printer, or you can print in page
sizes that fit many popular appointment books such as Day-TiayRunnet, Franklin
Planne?, and FiloFaK. You can also print your Calendar File to one of three wall chart
sizes for public posting.
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The Now Up-to-Date printing functions are compatible with the standard Apple printer
drivers, and support QuickDraw and PostScript printers.

Printing your Calendar

There are many different possibilities for printing your Calendar File. Depending on your
needs and preferences, you might choose very basic printing formats and page sizes, or
you might take the time to customize your print settings carefully and precisely. The fol-

lowing is a basic overview of how to proceed when printing your Calendar File.

To print your Calendar File:
1. Open the calendar View that you want to print.
Select from the Month, Week, Multi-Day, Day, Year or List Views.
2. Modify the appearance of the current View, if necessary, for the desired output.
3. Choose Print Options from the File menu.
The Print Options dialog box appears.
4. Choose the desired View to print from the View: pop-up menu.

The current View is selected by default. The preview graphic in the dialog box
changes to reflect your selection.
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10.

12..

13.

14.

Choose the desired page format from the Format: pop-up menu.
The preview graphic in the dialog box changes to reflect your selection.

Choose a different Event font and size from that of the current Calendar Format or
List Layout, if desired.

Make your selections from the Event Font: and Event Size: pop-up menus.
Set the time range for printing, if you're printing a time-based format.

If you're printing the Multi-Day or Day View, choose a starting time and an ending
time from the two Hour Range to Print: pop-up menus.

If you chose an appointment book page size in step 5, make any changes desired to the
appointment book settings in the bottom portion of the dialog box.

Set the other options in the dialog box as desired.
For instance:

» Select the appropriate checkboxes to determine whether standard headers and/or
custom headers and footers are printed.

» Click Headers if you want to create or modify custom headers and footers for your
printed output.

Click Print.

The Print dialog box appears. Your format, page size, and page orientation selections
are reflected here.

Specify the beginning of the period to print by typing a date in the appropriate fields.

The text will read Month Starting:, Week Starting:, or Starting Date: depending on the
View you selected.

Specify the number of months, weeks, or days to print.
Type a number in the [Period]s to Print: field.
Select other options as desired.

Click Headers or Print Options to change options in those areas, or select the Print to
PICT File checkbox. Select Manual Feed if you're printing double-sided output.

Click Print.

Your Calendar File is printed. If you're printing an appointment book with double-
sided page output, a series of dialog boxes will appear prompting you to reinsert your
pages into the printer.

Now Up-to-Date remembers the settings you enter for the print job, so that you can simply
choose Print from the File menu the next time you want to print the same output (though
the Period to Print area will always reflect the current date).
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Setting printing options

To configure your printing options, choose Print Options from the File menu. The Print
Options dialog box appears.

Choose a view to print Choose a printing format

Print Qptions

e : PMulti-Dray Miew VI

Format: [ Day Runner Classic: 55 % 8.5 ¥|

Event Font: | Usze Current Style s Fant VI

Print preview

Event Size: [ Use Current Style’s Size w|

E Standard Headers @ °

Seled generul | E Cuztomn Headers and Footers = = = E
pl‘il‘ﬂ npﬁnns D Draw gray background D Faster Previews =

Hour Range to Print:  From: | 5:00 Ak VI Ta: | &:00 P Vl 1

— 1
— —fn

Cut /Punch Guides: [IPrint cross Twa Pages o

Choose 1
Appoinment Page Output: [ Frompt for Page Flips o

hook print —_ Holes an: (@) Outside () Left o
=l

4]

options

[ Headlers... ] [ Margins... ] [ Print... } [ Cancel ] [[ 0K ]]
[ |
Click fo crecrte Click fo crecrte Click fo save setiings and open

tustom headers  custom margins  the Print dialog box
und footers

1 Notall of the Print Options dialog box components shown in the above illustration are
*~ available for every type of printing.

You can print any of the calendar Views that are available in your Calendar File. Just set
up any Calendar Format or List View Layout you like, then print exactly what appears on
screen.

Any of the printing formats can be printed to the page size of your choice. Now Up-to-
Date prints on standard paper sizes such as Letter (8.5" x 11"), Legal (8.5" x 14"), and A4
(21 cm. x 29.5 cm.). Select the desired paper size using the Page Setup command in the

File menu.

Use this option... To...

View Select a view for printing. Choose from Views as they ap-
pear on your screen, or Current Event, which prints infor-
mation for the currently selected Event.

Format Control the format of the printed page on the page size of
your choice. Choose from one, two, and four per page; wall
chart; or an appointment book size. Appointment book size
formats offer additional formats, described below.

General printing options Control various additional formatting options.

Appointment book options  Control appointment book printing when you've selected
one of the appointment book sizes from the Format: pop-up
menu.
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Appointment book printing

Now Up-to-Date includes several page size options that let you print the selected View to
pages that fit your paper appointment book. Now Up-to-Date supports the following ap-
pointment book sizes:

» Day Timer Sr. Desk, Jr. Desk, Sr. Pocket, and Jr. Pocket
» Day Runner Classic, Entrepreneur, Running Mate
 Franklin Classic, Monarch, and Compact

* FiloFax

Appointment book options

Options specific to appointment book printing are available when you've selected one of
the appointment book sizes from the Format: pop-up menu. These options appear at the
bottom of the Print Options dialog box.

Choose... To...
Cut/Punch Guides Set cutting guidelines and hole punch guides.
Page Output Determine the order in which pages are printed.

Print Across Two Pages Print the selected View across two appointment book pages.

Prompt for Page Flips Specify that a dialog box will prompt you to flip the printed
page and reinsert it each time a page has been printed.

Holes on Outside Print the hole orientation that matches the paper you're using.
Select Outside when you're printing on plain paper, since you
can use it to simulate double-sided printing with the Folding
Pages setting in the Page Output: pop-up menu. It offers a
larger print area since the holes are in the margins.

Holes on Left Print the hole orientation that matches the paper you're using.
For sheets with pre-punched holes on the left of each page,
select Left.

Page Output options

The options in the Page Output: pop-up menu determine how each page is placed, and the
order in which pages are printed. These options are listed in the following table.

Choosing... Produces this...

Double-Sided True double-sided output that requires turning over each
printed sheet and re-feeding it into the printer. See “Printing
double-sided output easily” later in this chapter for more in-
formation on this feature.

' When you choose this feature, turn off Background

*~  Printing in the Chooser, and select Manual Feed in the
Print dialog box. A dialog box prompts you to turn the
sheet over and reinsert it into the printer.

continued next page
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Choosing... Produces this...

continued from previous page

Folding Pages Simulated double-sided printing for use with the appointment
book page sizes available in the Format: pop-up menu. Pages
are printed two at a time, with hole punch guides appearing in
the outside margins of the full sheet printed. When the two
pages that appear on a sheet are folded down their middle
guideline, the hole punch guides meet and can be punched
once. The result is one simulated double-sided page that is
actually two sheets thick.

; ; o

o — ! Ho¥ o o — ! How 28Tt o E
| | c

FiRA1]) - v T =

o ! o o ! o 1
. . o

e e P e A .
o ' o o ' o L~/
| . (-]

Left D

Week View printed Across Two Pages on Folding Pages

Single-Sided (Reversed) Prints the pages with hole punch guides in the outside mar-
gins of the full printed sheet. When the two pages are cut out
and placed in an appointment book, they form a two-page
spread, as shown below.

continued on next page
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Choosing...

Produces this...

continued from previous page

Left or Right Page Only

4 1

JR— Y

Week View printed Single-Sided, Across Two Pages

Prints only left-hand or right-hand pages according to your
selection, with hole punch guides on the left or outside. Print-
ing the right page only with holes on the outside, for ex-
ample, causes the output to appear on the left side of the
printed sheet (as shown in the illustration below). As a result
of the hole orientation, however, this is actually a right-hand
appointment book page.

Week View printed Right Page Only

Printing double-sided pages easily
You can avoid traveling back and forth between your Macintosh and printer when printing
double-sided output by using the following procedure.

To set up double-sided printing:

1. Open PrintMonitor.

PrintMonitor is located in the Extensions folder in your System Folder.

2. Choose Preferences from the PrintMonitor File menu.

The PrintMonitor Preferences dialog box appears.

3. Select Give no notification under When a manual feed job starts: and click OK.
4, Switch to Now Up-to-Date.

PrintMonitor automatically quits.
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5. Choose Print Options from the File menu.

The Print Options dialog box appears.
6. Deselect the Prompt for Page Flips checkbox and click OK.
7. Choose Print from the File menu.

The Print dialog box appears.
8. Select Manual Feed from the Paper Source pop-up menu.
9. Click Print.
10. Insert the first page for printing.

After this page is printed, the printer’'s Insert Paper indicator light lets you know that
you should flip the page and reinsert it.

11. Reinsert the page in the printer.

The printer prints the reverse side.

=
(-]
£
(=
=]
—
<
o
=2
—
D

12. Repeat steps 10 and 11 until the job is finished.

Offsetting double-sided printing

You can correct paper-feeding inconsistencies with your printer that sometimes cause the
front and back of a double-sided page to be misaligned.

To accurately align double-sided printing:
1. Choose Print Options from the File menu.
The Print Options dialog box appears.
2. Choose Double-Sided from the Page Output pop-up menu.
3. Click Margins.
The Margins dialog box appears.

4. Enter the distance by which you want to offset the printing in the Margins dialog box.
You can estimate the amount to offset by holding a misaligned page up to a bright
light.

5. Click OK.
6. Click Print to produce a test print.

If the new test print aligns properly, you should be able to continue to use the same
offset on all of your double-sided printing. If the new test print is still slightly mis-
aligned, you should repeat the steps above using a new estimate for the offset.
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Creating custom headers and footers

You can add custom headers and footers to your printed Calendars. Custom headers and
footers can appear in addition to or place of the standard headers that are part of the nor-
mal Views.

For example, you can print a calendar for the month of November showing your
company'’s staff meetings with only the standard header (November 1999), the standard
header and an additional custom header (November 1999-Company Staff Meetings), or
only a custom header (Company Staff Meetings for November 1999).

To configure custom Headers and Footers:

Select Print Options from the File menu or click Print Options in the Print dialog box.
The Print Options dialog box appears.
Select the header and footer options you want.

Select the Standard Headers checkbox if you want the standard headers for the current
View to appear on your printout. Select the Custom Headers and Footers checkbox if
you want custom headers.

Click Headers.

The Headers and Footers dialog box appears.

Print Headers & Footers Click to insert:
Header : : Page number
o
Enter custom —{} - | I | | Print date
header and Footer: Print fime
footer text i | I I | Your user name
nsert; [ O NF] Year for the printed
i date range
Fant: Sample Month for the
e rint te ran
Choose font Size: printed dute romge
settings Style: Calendar File name
7Color: [ Cancel ] [[ K }]

Enter any text that you want in the Header and Footer fields provided.

Click the appropriate icons to automatically insert the current page number, date,
time, calendar file name, user name, month or year at the current location of the inser-
tion point.

Click OK.
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Now Up-to-Date print settings

When you choose Print from the File menu or click the Print button on the Toolbar, the
standard Print dialog box for your printer appears. The bottom half of the Print dialog box
contains additional options for printing your Calendar. The settings in this area are listed
below; for information on the options contained in the standard portion of the dialog box,
consult your Macintosh documentation.

26
Printer: [ Personal LaserWriter 320 ij Destination:
r [ Now Up-to-Date i] z
Suves the output e
us o PICT file ] Print to PICT File E
Specifies the 1 DO it (=~
stuting derte Month Starting: IEI t -ul
Specifies the number Months to PHnt: =
of months, weeks or El °|
days to print [ Headers... | —fPrint Options... | L~/
= (-]
Lets you crecte | Surnmary : Month, Portrait, Two Per Page ?p-
custom headers
and footers
[_Save Settings | | (Cancet | [ primt ||
Displays the Summarizes print seffings
Print Options
dialog hox

Printing problems

Some third-party printer manufacturers include custom Chooser devices for use with their
printers. In some cases, these Chooser devices (drivers) are nonstandard and have diffi-
culty working with the enhanced printing available in Now Up-to-Date. If you have

trouble using the settings available in Now Up-to-Date’s Print Options dialog box with
your printer, or if you notice lines missing from your printed output, you may need to se-
lect the Use non-enhanced printing checkbox in the General pane of the Preferences win-
dow. Fewer printing options will be available to you, but you should have more success in
printing your Calendar File.
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Chapter 7

Importing, Exporting
uns Archiving Events
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Now Up-to-Date’s flexible Import function makes it easy to bring schedule information
into your Calendar File—from a different Calendar File, or from any application that can
create a tab-delimited text file. The Export function allows you to create a text file contain-
ing event information that can be opened and used by a word processor, spreadsheet, or
database application. With the Archive function, you can remove old Events from your
Calendar File to improve performance, and then easily restore them, if necessary, at an-
other time.

Importing data into your Calendar File

Before importing data into your Calendar File, examine the file you wish to import to de-
termine what data it contains and in what order the data appears. Then, use this informa-
tion to select or create an Import Template, as described below.

When you use the Import function, we recommend that you first import your information
into a new, untitled Calendar File. This way, if any problems occur, your regular Calendar
File is unaffected.

The Sample Calendar included with your software contains Templates for importing data
from other calendar applications.

To import data into your Calendar File:
1. Choose From Text File from the Import submenu of the File menu.
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The Import dialog box appears. It contains a Template menu and numbered data field
menus that you set up according to the fields in the import file.

Choose a Template

Import Temnplate: Standard Template vI
1. [ Date -] 6. [ MNone -]
2. [ Start time -] 7. [ Mone -]
Set these fieldsto ||
match the fields in 3. [[End time ] & [Nene -]
the import file
4. [ Title -] 9. [ Nene -]
3. | Description Vl 10. | Mone v|
mport optians: 4{ Cuplicate... ] [ Mew.. }7 —
Sele“ !0 impo" — —E Link repeating events
repeating Events Create orivste satecorine i [ beete. ] [ rename.. |
as a Ii"ked Sel’ies reate private categories 1t necessary
[ Cancel ] [[ oK ]]
T
Select to create a new Private Click to copy an Click to create a new
Category when the imported Import Template Import Template

Event's Category doesn't match
existing Categories in your
Calendar file

Click to delete an
Import Template

Select a Template from the Standard Template menu, or create a new Template by
clicking New.

Set the import fields to match the order of the data fields in the import file.

If your import file contains data that’s not applicable to or usable by Now Up-
to-Date, choose Ignored from the pop-up data field menus for fields containing
such data.

Set the desired option for importing repeating Events.
Repeating Events are normally linked in Now Up-to-Date.
Set the desired option for creating Private Categories on-the-fly.

Select this option to create a Private Category each time Now Up-to-Date encounters a
Category in the imported file that doesn’t match an existing Category in your Calen-
dar File. Deselect to place Events from a non-matching Category in your Default Cat-
egory.

Click OK.

A directory dialog box appears, prompting you to locate and select the file to be im-
ported.

Locate and select the desired file, and click Open.
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A progress bar appears as the file is imported. When it is finished, the new Events
from the imported file appear in your Calendar File.

' If any problems or errors occur while Now Up-to-Date is importing the file, a

*~ dialog box will appear indicating the nature of the problem. The error message
will usually tell you where in the import file the problem occurred, so that you
can open the file in a word processor or spreadsheet application and double-
check the field order against the incoming field order you have specified in the
Import dialog box.

Exporting data from your Calendar File

Exporting calendar information from Now Up-to-Date allows you to use it elsewhere. The
Export function creates a tab-separated text file that contains Events and their selected a
tributes within a date range that you specify.

Using the functions available in the Export dialog box, you can also control which Event
attributes are exported, as well as the order in which the corresponding data fields will ag
pear for each Event.

ajng-o}-dn mop

To export data from your Calendar File:

1. From the View menu, choose a Set that includes only the Categories you want to ex-
port.

All Events contained in the Categories (both Private and Public) that you're sub-
scribed to in the current Set will be exported. Be sure that the Categories included in
the current Set contain Events that you want to export.

Select an Export Template
Expol More Standard Template vI [
........... fgnored
(o ~] 6 [Nene -]
Start time
2. End tirne vI 7. | Maone vl
Choose the order __|| | $‘_Jtr]a“'°“
1tle
und l:DI'I!’eI‘ﬂ‘S 0'! 5 Description vl 5 | More vl
expot fields with 4 | TitkDesoription a 9. [T <
these pop-up © | Tupe :
Priority
menus 5| Eetemes ] 10, [Nene ]
— Server
? ...... o
Selectthe d e Duplicate... ] [ Mew... }—
electthe dte Hosted:  [141799 | to [12/31798 ]
range ﬂl‘ld wpe Oj_ H Delete... ] [ Renarne. .. ]
Events to export [ eanners & Motes
[ Undsteds [ e [ )
- f
Click o copy an Click fo crecte 0 new
Export Templete Export Templete
Click to delete an
Export Templete

2. Choose To Text File from the Export submenu of the File menu.
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The Export dialog box appears.
Choose a Template from the Export Template: menu.

The names Standard Template and Calendar Archive appear on the menu. These are
built-in Templates that are included in every new Calendar File.

Modify the attributes of the pop-up menus, if desired.

Five Event attributes are selected for exporting by default; these are the most com-
monly-used attributes. For each exported Event, these attributes will appear in the Ex-
port text file as tab-separated data fields. The numbered items in the dialog box
indicate the order in which the data fields will appear in the Export text file for each
Event.

Choose attributes from these menus to include them in the Export file and set their
field order, according to your requirements. Choose None from the pop-up menus for
any remaining fields.

Select checkboxes as desired to determine which Event types will be included in the
Export file.

Click OK.

A directory dialog box appears, prompting you to select a destination for the Export
file and name it.

Choose a location for the Export file, enter a name, and click Save.

A progress bar appears as the Export file is created. When the operation is completed,
you can open the Export file in the application of your choice.

1 If you created a new Template or modified an existing one, the Export Template
*~ has been saved, and will be the selected Template the next time you open the
Export dialog box. Any Templates available in the Export dialog box will also
be available in the Import dialog box, so that you can easily import data of the
same format.
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Archiving data from your Calendar File

The Archive function allows you to decrease the size of your Calendar file by removing all
Event data that's older than a specified number of months and saving it in a text file. The
text file allows you to retrieve this information at a later date should you ever need to do
s0. You can archive Events from all of your Private Categories, as well as from Public
Categories whose Owner Passwords you know.

To archive data from your Calendar File:
1. From the View menu, choose a Set that includes only the Categories you want to ar-

chive. -
o
In general, be sure that the Categories you're subscribed to in the current Set contai 3
Events that you really want to archive. Only Events from Public Categories for which B ==
you can provide the Owner Password will be archived. 1_.’_
2. Choose Archive from the File menu. °|c
The Archive dialog box appears. 2
®
Archive
Export and delete events older than:
Enter a number
from 1t0 99 months
Fram:
Sele(l qr(hiving opﬁons. [E Private categories in current set
You must have the Owner E Fublic cateqories in current set
Password to archive from
Public Categories = o )|

3. Type the number of months for the minimum age of the Events you want to archive.

4. Depending on the desired result, select the checkbox(es) for the appropriate Catego-
ries you want to archive.

5. Click OK.

A directory dialog box appears, prompting you to select a destination for the Archive
file and name it. The default name for the Archive file includes the date of the most
recent Events it contains.

6. Choose a location for the Archive file, enter a name, and click Save.

If you're archiving any Public Categories, you'll be asked to enter their Owner Pass-

words now. In the password dialog box, click Cancel to cancel the Archive operation

entirely, or click Skip to cause the Category to be skipped, while allowing the Archive
operation to continue.

Once the Archive file has been created and saved, Now Up-to-Date deletes the ar-
chived Events from your Calendar File and from the Public Event Server.
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Chapter 8
Working with Contacts

Now Contact makes it easy to create new Contacts, modify existing ones, and attach other
information to them, like documents, Events, and date and time stamps. Now Contact also
provides flexible options for finding and selecting Contacts from your Contact File.

Creating a Contact File

Before you begin creating Contacts, you need to create a Contact File.

To create a Contact File:
1. Open Now Contact.

A standard directory dialog box appears.

y Tousers of earlier versiondf you're upgrading to Now Contact from version

*~ 1.0 through 3.6.5, you can continue to use your existing Contact File. Just lo-
cate and select the file you want to use, then click Open to update it to the cur-
rent format. An unchanged copy of the old file is saved in case you ever need to
use the older version.

2. Click New.
A second directory dialog box appears.
3. Select the location for your new Contact File.
4. Type a name for your Contact File in the “Save Contact file as” field.
5. Select “Make this my primary file,” if desired.

Designating the file as primary means that it will open automatically whenever you
open Now Contact.

6. Click Save.

Your file is saved, and Now Contact opens. You can now begin creating Contacts.
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Setting a primary Contact File

Make the Contact File you use most often your primary file. Your primary file opens auto-
matically whenever you open Now Contact, and is the file whose selected Contacts display
in the QuickContact pull-down menu (see Chapter 13, “Quick Access Features,” for more
information on QuickContact). Your primary Contact File also serves as the source for
Contacts you link to Calendar Events from within Now Up-to-Date; see Chapter 14,
“Linking Events and Contacts,” for details on linking Now Contact and Now Up-to-Date.

Creating a new Contact
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o

Creating a Contact is simple: just choose New Contact from the Contact menu, or click the
New Contact button in either the List View or Detail View Toolbar. The Detail View
opens and displays a new Contact record with blank fields.

Entering Contact information

Once you've created a new Contact, you can enter information into its various fields. Press
Tab to move forward through the fields, or Shift-Tab to move backward. When you finish
entering Contact information, close the Detail View to save the new Contact.

Sample Contact File : Detail View

Tnolhur—lé ufl | =) VIRl <o a5 | D |
E ECaroh’ne Suttree (503) 555-3400 |~—Lisﬁng Heacler
Click the arows to
move to the nextor — @ | % ][5 of 3 Found | Q% (& cetegery:[ Buzmess  ~1 1 Choose u Category
previous Contact from the pop-up
____________ Mamne: Caroline  Suttree work: (S0Z)555-1127 menu
. R Company : Riverside Printing Fax: (S02) 555-1129
E‘I’“’I‘:“ '“f"“_}"“;“:: Dept: Sales (5021 555-3400
ocks: press [d Title : Manager Salut: MS A
movetothe next | Click to Teate o
field, Shift-Tuh to Wk Addr @ 6709 Tennessee Street Custorn : new e-meil
the previous field Suite 200 i Custom2 : esuttres@riverside.com [—mes stge
City : Knosoville State: OR Custorn3 : hitp ./ fwww.riverside com L lick to go to
Zip: 97260 Country : US4 A | Customd: this URL in your
( nts: add Notes from last week's meeting: Caroline to submit propozal by month end. |4 |Keuwards - Weh brow ser
ommens: o __ [N review schedule with her managernent. Expect response by end of next Friend PR
personal textup fo week. Holida =
= y Card
32K {(ubout 16 pages) -
Type 7] Title [~ [oate [ Time <3 —
B SivgkTe.. Letter 4/17/99  2:34 PM <
||| B Appointm . Interview 9420498 1ZMOPM-100FM [
Contact Lﬂg ETo-Lo Edits T 1] Z:00 P - -
URL Facific I Exporting 2/29/93  3.09 FM 4 -
BIEIE I oditied: 4/17/93 2 39 FM \ ]
1
| Drug to resize the Comments,
Stetus bar Keywords, and Contuct Log panes

You can configure how your new Contacts are set up in the New Contacts pane of the
Preferences window. See “Setting New Contact preferences” later in this chapter for more
information.
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Using data entry aids

AutoTyp€”, Now Contact’s set of data entry aids, makes creating new Contacts (and
modifying existing ones) fast and simple. Automatic Address Entry and Automatic Typing
scan the other Contacts in a Contact File and determine if they contain data that could ap-
ply to new Contacts. It works for numbers as well as for text.

Automatic Address Entry and Automatic Typing are both configured in the Data Entry
Aids pane of the Preferences window. See “Setting Data Entry Aids preferences” later in
this chapter for more information.

Drag and drop editing is available with all of the fields in the Detail View, including the
Contact Log and the Contact information blocks. Simply select text in one field and drag it
to another field.

To use Automatic Address Entry:
1. Enter a company name in the Company field.

If an existing Contact works for the same company, that Contact’'s work address auto-
matically appears in the new Contact's Work Address block. If there are multiple ad-
dresses for that company in the Contact File, Now Contact enters the address that
occurs most often and a small arr¢* )Y appears in the upper-right corner of the

Work Address block.

2. If the address entered in step 1 is incorrect, click the arrow in the Work Address
block.

A pop-up menu of the various addresses defined for that company in the Contact Filg
appears; the number of Contacts who use each address appears in brackets next to
address.

3. Choose the work address you want to use for the new Contact from the pop-up men

If none of the addresses applies to the new Contact, tab into the Work Address fields
and type over the information.

4. Complete the other fields in the Name block as desired.

To use Automatic Phone Entry:
1. Enter the work telephone number for your new Contact in the Detail View Work field.

When you tab into the Fax field, Now Contact automatically displays the area code
and prefix from the entry in the Work field. The area code is also automatically en-
tered in the other phone entry fields you've defined. You can either accept the entry
and add the remainder of the number, or remove the automatic entry and type in the
correct area code or prefix. Tabbing out of the field removes the automatic entry.

2. Accept the automatic entry, type in a new area code and prefix, or simply tab out of
the field.
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To use Automatic Typing:
1. Enter information for your new Contact in the Detail View fields.

Now Contact looks for the most frequently occurring match in other Contacts.
2. Accept the automatic entry, or continue typing.

Other suggestions may appear as you type more letters, depending on the other entries
in the Contact File. To reject an entry, just keep typing.

The following table lists other options for the automatic entries that appear.

Press... To...
Tab Accept the entry and move to the next field.
Command-+ (plus) Display the next similar entry. When you press this key com-

bination, similar entries appear in the field according to the
next alphabetical match.

Command-- (minus)  Display the previous similar entry.

Backspace/Delete Delete the highlighted suggestion.

Customizing Contacts
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Now Contact lets you add different types of information to a Contact. You can attach
Notes, Comments, documents and Web links; add Events such as Meetings or To-Dos; and
date- and time-stamp Notes and Events.

Selecting Contacts

Select a single Contact in the List View by clicking once on any of its fields; double-click
a field to open the Contact’s Detail View. To select all of the Contacts in the List View,
choose Select All from the Edit menu.

To select Contacts that are all adjacent to each other, hold down the Shift key as you click
Contacts. You can click each Contact individually, click and drag to the last Contact you
want to select, or click the first Contact you want to select and then the last one.
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To select Contacts that are not all adjacent to each other, hold down the Command key as
you click Contacts. You can click Contacts individually or drag through any adjacent Con-

tacts that you want to select.

=

Contacts

FEENEEEEE R EEES
Listing Pri Phone Category Mod DateTime |Company
Madeline Abramson |%whk: S00-555-5472 Eusiness 9412499 3:12 PM | General Paper |4k
Elsa Bannister Fx: 310 555-6590 Business 912599 912 AM | Bannister Ent
Lucas Beauchamp wk: 701-555-0550 General 9/12/99 4:41 PM|Greenleaf Pri
Susan Bradford Hm: 206-555-2320 General 912799 441 PM|Yista Product
Hold down the Yictor Carroan Wik 310 555-5760 Business 9/12/99 425 PM | The Rocket Gr
Command key Martha Diaz Hm: 310 555-3110 Persanal 9/12/99 3:46 PM [ Los Angeles 5
and click to select Lawrence Feinbery | wk: 212-555-1600 Eusiness 9/9/99 215 PM | Third Wheel,
Contacts thert are Peqay Hol me Wk: 312-555-3075 Business 9/12/99 9:48 AM |0dyssey Corp
not adjacent L Michael Madison Wk: 415-555-1551 General 9/12/99 4:41 PM |AutoGraphica
Doug Mekelvey Hm: 206-555-9700 Eusiness 9412499 3:12 PM |Corporate Res
Marie Morrison wik: 415-555-4101 General 9/12/99 441 PM|ETC Graphic 5
Hold down the Thanh Mguyen Wik: 415-555-4000 Personal 9/12/99 4:25 PM | Apex Export S
Shift key and click| [ Eenard Quatermass | Hm: 213 565-3110  |General 5712795 447 Fii [ Fropulsion
fo select Corttucts Erich Rechenheim  |wik: 310 555-6117 | Business 9712799 9:13 &M [The Rocket Gr1
thett are adjacent Ellen Ripley Wk 617-555-1400 Busziness 9/12/99 3:13 PM | Shi kosha Labs 4
2% of 23 Contacts J<al i [=5]

Attaching Comments to a Contact

Using the Comments field in the Detail View, you can add personal comments for each o
your Contacts. The information you enter in the Comments field can be up to 32K (about
16 pages) long.

To attach Comments to a Contact:
1. Click in the Comments field.

@ You can also press the Tab key from the last entry field in the Contact informa
tion blocks to move to the Comments field.

2. Enter any comments you want to make about this Contact.

The information you enter in the Comments field cannot be shared with networked
Now Contact users. To share the information, drag the portion of the comment you
want others to view into the Contact Log window and attach it to the Contact as a
Note.

3. When you are finished typing your comment, close the Detail View.

Attaching Notes to a Contact

Now Contact allows you to attach Notes to each Contact in your Contact File; each Note
can be up to 32K (about 16 pages) in size. Notes include a timer and date/time stamp to
help you keep track of Contact activities, such as telephone conversations.

You can create a new Note by selecting text in the Comments field or in an open text file
and dragging it to the Contact (in either the Detail or List View).
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To attach a Note to a Contact:

1. Open the Detail View for the Contact to which you want to attach a Note, or select the
Contact in the List View.

2. Choose New Note from the Contact menu.

)@L

The Note window appears with the Title: field selected.

Click o startthe Timer and insert a dte Click to make note  Click fo see
und fime stamp in the text field public or privete  online help
|

|
Martha Diaz : Note —a————=n

il

T — (@l
file— | Title: [New Note |
Click to display —|_hen: & [10/5/99 |wednesday [3:37PM |  Timer: [00:00:00 |
the Dete /Time |}
picker
=
=)
[
Enter Note text here Enter clete and

fime manually

3. Type a descriptive title for your Note in the Title field.

If you don’t enter a title, your note will be labeled New Note in the Contact Log.
4. Click in the text field and type the text that you want to attach to the Contact.
5. When you're finished typing text, close the Note window.

The new Note is attached to your Contact.

1, To copy a Note between Contacts, drag it from a Contact Log and drop it on a
Contact in the List View.

Attaching documents to a Contact

Now Contact lets you attach documents to a Contact. Attached documents appear as en-
tries in the Detail View Contact Log; double-click an entry to open the document in the
application that created it.

To attach a document to a Contact:

1. Inthe List View, select the Contact to which you want to attach a document, or open
its Detail View.

2. Choose Attach Document from the Contact menu.
A standard directory dialog box appears.
3. Locate and select the document you want to attach, then click Attach.

The document is attached to your Contact, and an entry is added to the Contact Log.
Contact Log document entries are sorted in reverse chronological order by the date
they were attached, so that the documents attached most recently appear at the top.

You can also attach a document to a Contact by dragging it from the Finder and dropping
it on the Contact (in either Detail or List View).
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Attaching World Wide Web links to a Contact

You can attach Web page links to any Contact. Web link attachments let you keep track of
Web pages related to a Contact, and make it easy to open the corresponding pages in your
Web browser. Web link attachments include the name of the linked page or site and its
URL, or address. You attach Web page links by dragging them from a browser window, or
by entering them directly in Now Contact.

To drag a Web page link to a Contact:
1. Make sure Now Contact is open.

You can drag a Web link to a Contact in the List View, or to the Contact Log in a
Contact’s Detail View. If you drag to the List View, make sure that the Contact you
want to attach the link to is displayed.

2. Inyour Web browser, select a link and drag it to the Contact.

In some browsers, when you hold the mouse over a link for too long before
*~ dragging, a pop-up menu may appear. If this happens, just move the pointer off
the menu and try again.

3. In Now Contact, open the Contact’s Detail View if it isn’'t already open.

The Web link attachment appears in the Contact Log, along with attached Notes,
documents and Events.

My [:Dntﬂl:l File : Detail liew =—"————11
EEE BlE (@ |
E; |Charlotte Penmngton (310) 555-6732]
[@] = |7 orzFouna | 0% & category:[ Business ~]
____________ Mame: Charlotte  Pennington Work: (310] 555-6732 E3
Cornpany : Pennington Enterpirises Faz:
Dept: Horne :
Title: President & CEQ Salut: Ms. Mobile :
W'k dddr : 673 Pacific Coast Highway Custorni @
_____ Custorne : penny@doghouse com ﬁ'
City : Long Beach State: CA Customn3: hitp:/ Swww doghouse com .
Zip: 90072 Country : USA A [ Custornd : =
Typ 3 ~L| Title l\/ | Date | Tirne: (-2-) Keywords hd
@R Pacific M Exporting 2/29/99 ZO9PM |1+ Holiday Card [+
[ | Supplier [
% %
I ZIEIEN@] rodified: 2/29/99 3:28 PM by Casper Trickbone Shared contacts up to date |F

4. To open the linked URL in your Web browser, double-click the attachment while
holding down the Option key.
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To create a Web page link in Now Contact:
Open the Detail View for the Contact to which you want to attach a Web link.

1.
@ 2. Click the New URL button in the Detail View Toolbar.
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The URL window appears.

E0=————— Charlotte Pennington : UL =————
ol [
Title: [Mew URL |
when: E[3/28/99 |Thursday [3:14aM | Timer: [00:00:00 |
[}
o]
JE]

i, You can also open this window by selecting the Contact in the List View and
choosing New URL from the Contact menu.

Enter the Web link information in the appropriate fields.
Close the window to return to the Detail View.

The Web link attachment appears in the Contact Log, along with attached Notes,
documents and Events.

5. To open the linked Web page in your Web browser, double-click the attachment while
holding down the Option key.

You can edit Web link attachments by double-clicking them in the Contact Log. The Edit
URL dialog box appears, where you can change Web link attributes.

Creating Calendar Events for a Contact

Now Contact provides the ability to track your interaction with your Contacts by creating
and logging Calendar Events. All of the Calendar Events you create for a Contact are listed
in the Contact’s Contact Log so that you can easily view your history with the Contact.

Now Contact integrates seamlessly with its companion calendar product, Now Up-to-
Date. For more information on how the two applications can communicate, see Chapter
14, “Linking Events and Contacts.”

Calendar Event types
Now Contact provides six Event types for you to choose from, each of which has a spe-
cific purpose for your Contacts.

Event Type Purpose
Call A telephone call to be made on a specific date and time.
Appointment A date- and time-specific task, such as a meeting or interview, that has

a start time and an end time. Both the start and end times can be set in
one-minute increments.

continued on next page

(hapter8



Event Type Purpose

continued from previous page

To-Do A task to be done on a specific date and time.

Undated To-Do A task that has no specific deadline and is not date-specific.

Special A task that spans an entire day rather than being attached to a specific

time on a day.

Holiday Like a Special Event, only designed to represent a holiday.

You create Calendar Events by choosing the appropriate command from the New Event
submenu in the Contact menu, or by using the Event buttons in the Detail View Toolbar.
(See “Detail View” in Chapter 9, “Viewing Contacts,” for information on Calendar Event
buttons.)

To create a Calendar Event for a Contact:

1.
2.

Open the Detail View for the Contact to which you want to attach a Calendar Event.
Choose the Event type you want to attach from the Contact menu or Toolbar.

The Event Info window for the Event appears. You can enter information for the new
Event.

Click to startthe Timer  Click to go fo the Click to link the Event to Click to muke Event
and inset adete and  Conduct's Detail View your primary Now Public or Privete
fime stamp in the fext Up-To-Derte Calendar file
field | (Iil:l: to open Now Up-To-Dete |
= % Greenleaf Printing : Event Info. =————
v |2 Ture: e <] [==] 03] [
Event fitle — Title: |New To-Do | tatus: | Not Done hd I
Click to display —| . & [10/5/99 |'wednesday [12:28FM | Timer: | [00:00:00
the Dte /Time [
picker
o
e}
[
Entertexthere  Manually enter Ehoose an Choose o Status
derte and fime ventfype

1 The Event Info window differs slightly for each Event type. A To-Do window
appears above (it contains all Event Info window components).

Use the options in the Event Info window to set up the new Calendar Event.
Click OK.

The Calendar Event you created now appears in the Contact Log of the Detail View.
Double-click a Calendar Event in the log to open the Event Info window for that
Event.
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Using the Timer and Date/Time Stamp

Using the Timer in your Notes and Calendar Events lets you keep track of the time it takes
to perform a Contact-related activity, such as a telephone conversation. In addition, the
Date/Time Stamp allows you to time more than one activity per Note or Event.

To time an activity and place a date/time stamp:
Click in the text field of the Note or Event Info window.

1.
2. Click the Timer button in the upper-left corner of the window.
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The current date and time are inserted at the top of the text field, whether or not it
contains text. The Timer field begins counting down the elapsed time.

3. To stop the Timer and place a second Date/Time Stamp in the text field, click the
Timer button again.

Now Contact inserts the current time to the immediate right of the previous date/time
stamp, followed by the elapsed time between the initial date/time stamp and the sec-

ond one.

EII=——— Martha Diaz : Event Info. =————
L mrm—g | | [
Title: |New To-Do | Status:l Mot Done VI
when: E[10/5/99 |wednesday [12:30 PM | Timer:  [00:01:21 |
1045499, 12 20 PM - 12:32 PM (00:01:21) |71
=
]

1. You can click the Detail View window to return to the Contact without stopping
the Timer.

4. Enter any additional text for the Note or Event, then close the window.

Defining Custom Fields

Now Contact provides you with eight Custom Fields that you can set up to hold whatever
additional Contact information you like.

Custom Fields are Category-specific, meaning that a Contact can have different Custom
Fields available depending on which Category you assign it to (including the Contacts in
Public Categories). This allows you to have different Custom Fields for personal friends
than you might for business associates. For more information on using Categories, see
“Using Categories” in Chapter 10, “Organizing Contacts.”
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To define Custom Fields:

Choose Custom Fields from the Define menu.

The Define Custom Fields dialog box opens.

Choose a Category Define Custom Fields Type a short
to define fields for name for the
Category: [_Business v — 1 custom field, up
Type a name for Lang Label Shrt|  Field Type to 3 characters
the custom field, || custom 1: [] o3|
vp o8 characters ez [ ][] Ot ] Choose a field type
Custorn 3: l:l Text hl |
Custom 4: |—| l:l M
Cusztorn 5 l:l Text hd I
Cusztorn & l:l Text i l
Custorn 7: l:l Teut hl |
Custom &: |—| l:l M
[ Copy fields from... ] [ Cancel ] [[ oK ]]

Click to col:y custom fields
from another Category

Choose a Category from the Category pop-up menu.

Type the Long field name that you want to appear in the Custom Field block of the
Detail View.

Type the short field name that you want to appear in all locations other than the Det
View (such as the List View).

Select the type of field you want the Custom Field to be from the Field Type pop-up
menu.

Choose from one of five available field types.

Field type Attributes

Text Text entry. This is the default type for all Custom Fields.

Phone Telephone numbers, using the format specified in the Data Entry Aids
pane of the Preferences window.

Date Date entries. Adheres to the format set for your Macintosh in the Date
and Time control panel.

Money Monetary figures. The Money field format is $00,000,000.00 (the dol-
lar sign is entered automatically).

Number Non-monetary figures. The Number field format is 00,000,000.00.

Click OK.

Your Custom Field settings are saved.
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Adding URLs and E-mail addresses in Custom Fields

You can include World Wide Web page URLs and e-mail addresses in any Custom Field.
This lets you easily keep track of a Contact’s home page and e-mail address. You can
manually enter URLs or e-mail addresses in Custom Fields, or you can drag them there
from Web pages.

Like telephone numbers, URLs and e-mail addresses have icons at the end of their fields.
When you click a URL icon, the corresponding Web page opens in your Web browser;
when you click an e-mail icon, your e-mail application opens and creates a new message
pre-addressed to that Contact.

To enter a URL or e-mail address in a Custom Field:
1. Open the Contact’s Detail View.
2. Type the URL or e-mail address in an empty Custom Field.

Now Contact recognizes the URL and e-mail address format, and automatically places
the corresponding icon at the end of the field.

Wk Adde : 673 Pacific Coast Highway Custornl :
| Custorn2: pennyi@doghouse corn i_'ff

City : Long Beach State: Cay Custom3: http / Fwww doghouse com .
cip: 90075 Country : USA A | Customnd: A

Custom Field E-mail addresses in earlier Now Contact files are recognized as
*~ such when you open the files in version 3.8. The appropriate icon is added to
the field(s).

3. Click the icon at the end of the field to open the corresponding Web page (for URLS)
or your e-mail application (for e-mail addresses).

To drag a URL or e-mail address to a Custom Field:
1. Open the Contact’s Detail View.
2. Inyour Web browser, select a link and drag it to the Contact.

You can drag Web page links or linked e-mail addresses (addresses that appear in the
same color text as page links).

3. Drop the link on a Custom Field.

The URL or e-mail address appears in the field. Now Contact automatically places the
corresponding icon at the end of the field.

Selecting primary e-mail addresses

If you enter more than one e-mail address for a Contact, you can specify a primary ad-
dress. The primary address you select determines how the Contact’s E-mail is addressed
when you're in the List View.

By default, the first address you enter is primary. To change the primary address, just
place the pointer over the proper address; when the pointer changes to the Primary Field
Selector£), click the address. The address becomes underlined, and is now primary.
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Addressing e-mail from the List View

You can select one or more Contacts in the List View and create e-mail messages for them
in your e-mail application.

5| Once you've selected the Contacts, just click the Send E-Mail button in the Toolbar or
choose E-Mail from the Contact menu. Your e-mail application opens with a new, pre-
addressed message for each of the Contacts you selected.

If a Contact has more than one e-mail address defined, the primary address is used; see the
preceding section for details.

Duplicating Contacts

Duplicate a Contact when you want to create a new Contact that is nearly an exact copy of
an existing one. You can duplicate Contacts from the List View or the Detail View.

1 When you duplicate a Contact, the original Contact’s Notes, Comments, attached Docu-
*~  ments, attached Calendar Events and Keywords are not included.

To duplicate a Contact:

1. Select the Contact you want to duplicate in the List View, or open the Contact’s Detaj
View.

2. Choose Duplicate Contact from the Edit menu.

The Contact is duplicated, and the duplicate version now appears in the Detail View
for you to edit.

Deleting Contacts

You can easily delete Contacts that are no longer useful in your Contact File.

Be very careful when deleting Contacts; the deletion cannot be undone.

*—=

To delete a Contact:
Select the Contact you want to delete in the List View.

1.
- 2. Choose Delete Contact from the Edit menu, or click the Delete Contact button in the
ﬂ Toolbar.

A dialog box appears, asking you to confirm that you want to delete the selected
Contact.

3. Click OK.
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Using Copy Contact Info

Use the Copy Contact Info function to copy a Contact’s name and address or other infor-
mation into a different type of application. Now Contact allows you to modify the format
of the information to suit your needs.

Copying Contact information

Copying Contact information is as simple as selecting the desired Contact and using the
Copy Contact Info command in the Edit menu.

To copy Contact information:

1. Open the Detail View for the Contact whose information you want to copy, or select
the Contact in the List View.

2. Choose the appropriate command from the Copy Contact Info submenu of the Edit
menu.

Each submenu option of the Copy Contact Info command offers a different format for
the copied information. See “Setting Copy Contact Info preferences” later in this
chapter for more information.

The Contact information is copied to the Clipboard. You can now switch to another
application and paste the formatted Contact information in a document.

Replacing text

You can quickly replace Contact information in a number of Contacts, without having to
open the Detail View for each individual Contact. The Replace function is available only
in the List View.

To replace Contact information:
1. Inthe List View, choose Replace from the Edit menu.

The Replace dialog box appears.

Replace

Replace: [ ]|l Type the text to replace here
With: : | Type the new text here

In Fields: First Mame
Piddle Narne
Last Narne
Cormpany
Drept

Title
Salutation
Work dddress
Work City

I— Click the fields you
want to search

[ caneet | i Repizee an Ji || dlick to replace the text

2. Type the text you want to replace in the Replace field.

Enter the text as it appears in your Contacts, with the proper capitalization, punctua-
tion and spelling. You must enter the entire contents of a field for a match to occur.

86 (hapter8



3. Type the replacement text in the With field.

Enter the text exactly as you want it to appear in your Contacts, with the proper capi-
talization, punctuation and spelling.

4. In the scrolling list of fields, select the fields where you want to replace the text.

To select the fields, place the pointer over the appropriate field name and click. A
checkmark appears to the left of the fields you select. Now Contact replaces the Con-
tact information only in the fields you select.

5. Click Replace All.
A dialog box appears, asking you to confirm the replacement.
6. Click OK.

The Contact information is replaced in your Contact File.

Changing addresses

When you change a Contact’s address in the Detail View and other Contacts in the Contact
File have the same address, the dialog box below appears.

Company Address Change

There are 4 contacts with this address
@ Change only this contact

O Change all contacts at:
The Rocket Group

O Change a1l contacts at:
1940 YWinnerdon Flats Rd., Los Angeles, CA, 90045, USA

[ Cancel ] [[ Change ]]

You have the option of changing only the current Contact's address, all Contacts with that
address, or all Contacts with the same company name. Select the appropriate radio button
and click Change.

Swapping addresses

The Swap Addresses function swaps the Work and Home addresses in one quick step. It's
also handy when you're dealing with Contact information you've just imported. The Swap
Addresses function is available only in the Detail View.
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Setting preferences for Now Contact
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Use Now Contact preferences to tailor its operations to your work style.

Refer to “Preferences” in the Online Help for more information on the Preferences op-

tions.

Setting New Contact preferences

New Contact preferences provide you with control over how your new Contacts are set up
when you create or import them.

Select a field Click to automatically Click to include new Contucts in
from this list mark new Contacts the QuickContact menu
Preferences —————
Select field and defaults:

Data Entry Aids

B

Mew Contacts

Drialing

First Mame
Middle
Last Marne
Company
Dept

Title
Salutation
Wk hddress
Wity
WhState
WhEip
WkCntry
HrAddress

HrnCity
Default Yalue:

O mark I_‘_| QuickCantact
Default Category :
Frimary Asddress:
Primary Phone :

Choose from
these pop-up

~— menus to assign
Aaf, 1%, or

Listing: Company hal l
Address Format : City , State, Zip *

Cefault Keywords:

Co-worker [
+ Customer |
Friend
Holiday Card
Mailing List
Supplier |
K%

Enter default text or numbers

for the

To tailor your new Contact primary address information for international Contacts, choose
one of the options that includes the Postal field, which refers to postal codes for interna-

selected field

Click keywords to set them as
defaults for all new Contacts.

tional addresses (the equivalent of U.S. ZIP codes).

You can also specify an address format for a new Contact by choosing the appropriate
command from the Address Format submenu of the Contact menu. This allows you to
override the default format for specific Contacts. (The Address Format submenu is avail-

able only when you're in the Detail View.)
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Setting Data Entry Aids preferences

Automatic Address Entry and Automatic Typing are configured in the Data Entry Aids
pane of the Preferences window.

Click a radio button to turn all
Data Entry Aids on or off

Preferences

Data Entry Aids: (@) On () Off
Click to turn Automatic

[ automnatic Address Entry Address Entry on or off

Phone Format: | (###%) #es_wmew - Choose a Phone Format

Drata Entry Aids

=

MNew Contacts

Field lewel data entry aids: . .
Click to turn Automatic

Typing on or off

First Marne |
Middle

Last Marne
Cornpany

Dept

Title
Salutation

Wk Address

|:| Automnatic typing

| e
? Choose from these pop-up

Auto-Cap: menus to assign defaults
for the selected field

Cialing

Select a field from this list

All of the data entry aids, except automatic typing, are turned on by default; you can turn
them all off by selecting the Off radio button at the top of the pane, or you can turn them
off selectively using the checkboxes.

When you're defining phone formats, use the symbol # to signify the numbers entered in
Contact’s phone field. Any other letters, numbers or symbols you type in a phone format
(such as hyphens and parentheses) are treated literally, and are auto-entered for all pho
numbers when that phone format is active.

Setting Copy Contact Info preferences

You can create multiple Contact Info Formats that are available from the Edit menu’s
Copy Contact Info submenu. Three predefined Contact Info Formats are available in every
new Contact File.

Choose a Format to duplicate, delete or rename

EO=———— Preferences
Farmat:
«Listings Hew . jL* Click to create a new Format

«Pridddresz:»

«PriCity», «PriST» «Pricips Click to duplicaie the
« PriCntey =

«orkPhones selected Format
<«HomeFhone elete ‘

«FaxPhones Click to delete the
<« MobilePhones Rename... selected Format
Insert: sFirstNarme s hd I

Copy short field labels

Drata Entry Aids

Click to rename the

New Contact
e Contacts selected Format

The fields included in the
selected Format appear here

Click to include the short field Choose fields to include
labels with the copied Contact info  in the Format
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All of the items in the Insert pop-up menu correspond to the Contact information fields in
the Detail View, except for the following:

Field Contents

«Listing» The name (Contact or Company) that you've selected as Primary for a
given Contact. See “Primary Fields” in Chapter 9, “Viewing Contacts”
for more information.

«PriAddress» The street address field from the address block (Work or Home)
you've selected as Primary for a given Contact.

«PriCity» The City field from the address block you've selected as
Primary.
«PriST» The State field from the address block you've selected as
Primary.
«PrizZip» The ZIP Code field from the address block you've selected as Primary.
«PriCntry» The Country field from the address block you've selected as
Primary.
«PriPhone» The telephone number (Work, Home, Fax, Mobile, or any Custom

Field defined as a telephone number) you've selected as Primary for a
given Contact.

«FullPriAddress» All of the Primary Address fields you've assigned for a given Contact
(PriAddress, PriCity, PriST, PriZip and PriCntry).

Setting General preferences

The General preferences settings control several aspects of Now Contact’s general opera-
tions. To set your General preferences, choose General from the Preferences submenu of
the Define menu. The General pane of the Preferences window appears.

Use this pop-up menv... To...

Date Stamp format Choose the format for the Date/Time stamp in your Notes and
Calendar Events. You can stamp the date only, the time only,
or both the date and time (the default) in the text field of
Notes and Events when you start the Timer or choose Date/
Time Stamp from the Contact menu.

Full Name Format Choose to have a Contact’s full name appear in the First
Middle Last or Last, First Middle order when you insert the
«FullName» merge field in a Copy Contact Info Format, a
Template, a Word Processor document and so on.

continued on next page
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Use this pop-up menv...

To...

continued from previous page

Listing Format

Date Format

Time Format

In Listings, show only the name (person or company) that
you selected from the Listing pop-up menu in the New Con-
tacts pane of the Preferences window; or, show that name
with the unselected name (again, person or company) from
the Listing pop-up menu, with the two separated by a carriage
return or colon.

1, This option is useful in the List View, where it can cut
down on the number of fields you need to display.

Choose the format for the date that appears in Date/Time
stamps in your Notes and Calendar Events, and in the Modifi-
cation Date/Time field in the List View.

Choose the format for the time that appears in Date/Time
stamps in your Notes and Calendar Events, and in the Modifi-
cation Date/Time field in the List View.

Other options permitting you to customize your Now Contact file also appear in the Gen-
eral pane of the Preferences window. These options are listed in the following table.

Select...

To...

Auto-save every x minutes Automatically save your Contact File. Type the

Use system color palette

Closing last window quits

desired save frequency in the text field.

Use the standard system color palette instead of
Now Contact’s custom color palette, which pro-
vides special colors for certain functions.

Quit the Now Contact application when you close
the last open window of a Contact File.

Show Tool Tips (Button Help Text) Display short identifying labels beneath each

Toolbar button when you pass the pointer over
the button.
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Finding Contacts

Now Contact’s Find function works independently of Categories and Keywords. When
you perform a Find operation, all matching Contacts are displayed in the List View regard-
less of the Categories you've assigned them to or the Keywords you've defined for them.
To search for Contacts based on their Categories and Keywords, use the Find Category
and Find Keyword Toolbar buttons, or use QuickFind; see “Using QuickFind” later in this
chapter for details.

To perform a hasic Find:
1. Choose Find from the Find menu, or click the Find Contact button in the Toolbar.
The Find dialog box appears.

2. Type the text that you want to find in a Contact or Contacts.

= fidl="0——————
Find: [jacki |
Cemen (e ]

.. You can also perform a search by entering the initial letters of the Contact’s
first and last name, with a space in between.

3. Click Find.

Now Contact displays the Contacts that were found in the List View. If the Detail
View is active, it displays the first Contact in the found list.

To perform a detailed Find:
1. Choose Find from the Contact menu, or click the Find Contact button in the Toolbar.
The Find dialog box appears.
2. Click the More button in the lower-left corner of the dialog box.

The Find dialog box expands to show additional options.

= fil—"r—————
Select fields to search:
. ~ Full Name Choose a
Click to select Keywords Cormperison: | matching criteria
fields; dick ([ | Hotes /Events /Comm
again to < First Name Findthis: [ J——Typethetextto
deselect + Middle search for

" Last Mame
~ Cornpany
Drept
Title
Salutation
Wk Address

“wthere to search: "wthat to do:

(@ Contact File (@) Replace List Choose search and
3 within List ) Add to List display options
) Hide from List |

[ Less... ][ Defaults ][ Cancel ][[ Find ]]

Click to hide  Click to select the fields specified
the detailed in the Finding Preferences
Find options
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In the scrolling list on the left, select the field(s) in which you want to search for the
specified text.

The Full Name option combines the first, middle (if specified) and last name fields.
Selecting this search field allows you to search for Contacts simply by typing the first
letters of their first, middle and last names, with a space in between; you may also
need to choose the Starts With option in step 4.

All of the other options specify searching in a single field at a time.

From the Comparison: pop-up menu, choose the criteria to determine how the text
will be matched.

Type the text you want to search for in the Find this field.

If you selected is between from the Comparison pop-up menu in step 4, type text into
the second text field as well.

Select a Where to search radio button to specify where Now Contact should search for
the text.

Contact File searches the entire Contact File for matches, while Within List limits the
search to the Contacts currently displayed in the List View. Use Within List when
you've already performed one search and you want to narrow the found list.

Select a What to do radio button to specify how found Contacts will affect the Con-
tacts in the current List View.

The options available are:

Select this option... To...

Replace List Replace the Contacts in the current List View with the found Con-
tacts.
Add to List Add the found Contacts to the Contacts in the current List View.

Hide from List Remove any Contacts that match the search criteria and already
appear in the current List View (doesn’t delete the Contacts from
your Contact File).

Click Find.

If Now Contact finds Contacts that match the search criteria, the contents of the cur-
rent List View change according to the options you set in step 7.
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Setting Finding preferences

Now Contact lets you set your own Finding preferences so that you can always use the
Find function in a way that's convenient to you. Use the Finding pane from the Prefer-
ences dialog box to set your preferences.

EO==———— Preferences

G

General

Check default search fields :

= Full Name
Keywords E Comparison :
wWhere:
List:

=

4

" First Mame
~ Middle
~ Last Marne
~ Cornpany
Dept
Title
Salutation
'k Address
Wl City

4

4

Personal Data e
lgnore accents (G, d, fi) when

searching notes (faster)

Mow Up-to-Date™

Finding

The fields you select in the Finding Preferences dialog box are the fields that Now Contact
automatically selects when you click the Default button in the Find dialog box.

If you select the Notes field, select the Ignore accents when searching notes checkbox at
the bottom of the pane to make your search more precise by ignoring text containing dia-
critical marks. For example, if you're searching for a Note containing the word resume,
Notes containing the word résumé are not considered a match.

Other Find menu commands

In addition to the Find command, Now Contact provides several other search-related com-
mands in the Find menu.

Choose this command... To...

QuickFind... Find Contacts based on their Categories and Keywords. See “Us-
ing QuickFind” later in this chapter for details.

Find All Find all of the Contacts in the Contact File.

Find Marked Find Contacts you've marked in the Contact File.

Find Selected Find Contacts you've selected in the List View.

Find QuickContacts Find the Contacts you've selected to include in the QuickContact
menu in your primary Contact File. See “Using QuickContact” in
Chapter 13, “Quick Access Features” for details.

Find Duplicates Find duplicate information among the Contacts in a Contact File.
See “Finding duplicate Contacts” later in this chapter for details.

Hide Remove selected Contacts from the List View. See “Hiding Con-
tacts” later in this chapter for details.
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Finding duplicate Contacts

Now Contact lets you search for duplicate Contacts in your Contact Files, and provides
various options for resolving them.

Use the Duplicate Handling pane of the Preferences dialog to specify which fields to com-
pare before searching for duplicate Contacts.

To find duplicate Contacts:
1. Choose Find Duplicates from the Find menu.

The Finding Duplicates dialog box opens, asking you whether you want to find and
merge duplicate Contacts or simply display them in the List View.

Finding Duplicates

Do you want to find and merge duplicate Contacts, or just display
any found duplicates in the list?

Ee aware that rerging duplicate Contacts places all information
found into one Contact record, then deletes the others.

Co) G

The dialog box contains the following duplicate handling options.
Choose this option... To...

Find/Merge Update the last-modified copy of the Contact (if necessary)
and delete the older version.

Display Display all found duplicate Contacts in the List View without
merging them.

2. Click Find/Merge or Display.

If you clicked Find/Merge, the duplicate Contacts are combined and only one copy o
that Contact appears in the Contact File. If the older Contact had Notes, documents or
Calendar Events attached to it, they are added to the more recent Contact before the
older one is deleted. Additionally, a new Note similar to the one illustrated below is
attached to the merged Contact, indicating which copy was older and listing the
changes made to the merged Contact.

EO0=———— EllenRipley:Note =—————
Title: [MERGE FIELDS |
when: EA[10/6/99 |Thursday  [1:37PM | Timer: [00:00:00 |
The original record was older: ﬁ
‘work Phone was changed from ‘(310) S55-6897" to (210) 555-6117"
)
]

Find/Merge finds only two duplicates per Contact. If you suspect that more
than two copies of a Contact exist in a Contact File, use the Find Duplicates
function a second time.
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If you clicked Display, all found duplicates appear in the List View. You can examine
them in the Detail View to see if they are actually duplicates and, if they are, choose
Find Duplicates again and merge them.

Using QuickFind

The QuickFind feature filters the Contacts in your Contact File based on their Categories,
Keywords, or both, and lets you view specific Contacts while hiding any Contacts you

don’t want to view.

1 To Now Contact 1.x userQuickFind takes the place of Now Contact version 1.x's Sets
*~ feature. QuickFind functions in much the same way as Sets, but also lets you narrow the
Contact list based on the Keywords assigned to your Contacts.

To use QuickFind:

1. Choose QuickFind from the Find menu, or click the QuickFind button in the List

View Toolbar.

The QuickFind window opens.

Click to select all
or none of the
Categories

Click to select a
Category, click
again to deselect

Click to select a
Keyword, dick
again to deselect

[

=M= QuickFind™
All INoni |

Show contacts in Categories:

. Business i
Farnily 2]
General
Fersonal [

Kt
oJuzt those with Keywords:

- Co—worker ey
Customer ]
Friend
Holiday Card
Mailing List
Supplier

)
]

Drag to resize
the panes

Click to iog?le
between Al
and Any

Drag to resize
the QuickFind

window

The scrolling list at the top of the window shows all Categories defined for the current
Contact File, while the list at the bottom shows all Keywords defined for the file.

1 The QuickFind Categories and Keyword lists work independently—that is, you
*~ don't need to select a Category in order to filter your Contacts using Key-
words. However, using the lists in combination with one another allows you to

be more specific in your search.

2. Inthe Categories list, click the Categories whose Contacts you want to include in the
List View, or click the All or None buttons.

Contacts assigned to the Categories you select appear immediately in the List View.

3. Inthe Keywords list, select the Keywords whose Contacts you want to include in the

List View.



Contacts who have been assigned the Keywords you select, and who are assigned to
the Categories you selected in step 2, appear immediately in the List View.

The Keywords list operates in two modes: All and Any, described in the following

table.

Choose this mode... To find...

All Only those Contacts with all the selected Keywords.

Any Contacts with any of the selected Keywords, regardless of

other Keywords assigned to them.
4. Close the QuickFind window.

You're returned to your Contact File, where only the matching Contacts appear in the
List View.

’\{P/’ The QuickFind window can remain open while you work in your Contact File.

Hiding Contacts

(=1

You can remove Contacts from the found list by selecting them and choosing Hide from
the Find menu, or clicking the Hide Contact button in the List View Toolbar.

To return hidden Contacts to the List View, simply choose Find All from the Find menu o
click the Find All button in the Toolbar.
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Chapter 9
Viewing and Dialing Contacts

Now Contact makes it simple for you to view, browse, and modify Contact information in
either the List View or the Detail View, and gives you extensive control over the appear-
ance and formatting of both Views. In addition, you can use Now Contact to dial the
phone numbers of your Contacts from either the List View or the Detail view.

View

The List View is the first view you see when you open a Contact File. It has two main
components: the columns in which Contact data is displayed and the Contact data itself.

List

Contacts

Tookor—— (5] @ | EEC) E )= (2] B] 2| B &) @ (2=

Column headers rListing Pri Phone Category HMod Date/Time |Company
Madeline Abramson [Wk: §00-555-5472 Business 9412799 3:12 PM |General Paper (43
Elza Bannister Fx: 310 555-6590 Business 9412/99 9:12 AM | Bannister Ente| =
Lucas Beauchamp Wk 701-555-0550 General 94127499 9:00 AM |Greenleaf Prin

Double-click a—— 5350 Eraiord Him: 206-555- 2520 |Fersonal ST ETEAE T B Vst Productig

Contactto change Yictar Carroon Wk 310 555-5760 Busi ness /127957512 4M | The Rocket Grof

fo its Deteil Yiew Martha Diaz Hm: 310 555-3110 Personal 9412494 914 4M | Los Angeles Su
Lawrence Feinberg [Wk: 212-555-1600 Business 9/9/99 215 PM | Third Wheel, |
Peggy Holme Wwhk:312-555-3075 Business 9412799 9:43 &M |0dyssey Corpo — Contact dertar
Michael Madison Wk 415-555-1551 General 9A12/9910:13 AMAutoGraphica
Doug MeKelvey Hm: 206-555-9700 Business 9/12/99 3:12 PM |Cor porate Reseg
Marie Morrison ‘wk: 415-555-4101 General 9/12/99 9:02 &M |ETC Graphic 5y
Thanh Mguyen Wk 415-555- 4000 Eusiness 9412499 9:03 AM |Apex Export Sg
Eernard Quater mass [Hm: 213 555-3110 General 9/12/99 9:13 AM |Propulsion Sus
Erich Rechenheim |'wk: 310 555-6117 Business 9412/99 9:13 AM [The Rocket Grol
Ellen Ripley Wk 617-555-1400 Eusiness 9412/99 3:13 PM |Shikosha Labs
2% of 2% Contacts .

Stertus bar

Each column has a header at the top that shows the name of the Contact data field whose

information it displays; special symbols in the column’s header also reflect sorting at-

tributes that have been assigned to it.
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The Toolbar at the top of the List View provides immediate access to the most commonly
used Now Contact functions. The status bar at the bottom tells you how many Contacts of
the total number in your Contact File are currently displayed in the List View.

The List View Toolbar

The buttons in the List View Toolbar provide immediate access to most common Now
Contact functions. While each of the buttons has a corresponding menu command, click-
ing a button is often faster than choosing the command from the menu.

Delete Find New Dial Quick Online
Contack(s) QuickFind Cetegory Contuct  Contadt  Merge Help
ElNREREEEEEEEE S JEnk)]
[ I | | | | |
Print | Find Hide Find New Quick  Quick Define List
Contuct(s) Contact Contack(s) Keyword Document Emeil  Het Layouts
Find All

Defining List Layouts

List Layouts determine how your Contacts appear in the List View. With Now Contact,
you can modify predefined List Layouts or create your own. Click the List Layouts button
in the List View Toolbar or choose List Layouts from the Define menu to open the follow-
ing dialog box.

Define List Layouts rd
Select a Layout
Layout: Check, and drag to set dizplay :
+ Listing
[ show Toolbar [ show Short Field Labels | Pri Phane - Click fields to
. v i A
Sart Order: U Down | E';I_dnp[’;t:mme include them
1. [_Last Name | @ (O | Ccategory :l“ therltll out;
Choose from —{}- ; Full Narve rag fields to
r 2. [ First Name | ® O Marked reorder
these options to | ' ® O Qutck Contact
f 3. Cormparn -
define Sort | pany Firet Name
Order o Middle
Display Font: [[Geneva |
Heading: [[a v ][ Bord 7] [Cowtieste.. J [ mew.. )|l Click to create a
Choose from new Layout
Field Test: 10 - y

these pop-up
menus to define ||| H /v Guides: [ Dotted  ~| [ Sotia

vliL Detete.. ]| [ Rename.. }{I- Click to rename the

. : selected Layout
display options O | [wnea ) )
I
Click to delete the Click to copy the
selected Layout selected Layout

Refer to “Define List Layouts” in Online Help for more information on determining how
your Contacts look in List View.

When you define a new List Layout, it appears in the Use List Layout submenu of the
Window menu.
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Sorting List View columns

Now Contact lets you sort the List View to control how your Contact information is dis-
played. You can choose a primary column on which to sort your Contacts, plus up to four
additional sub-sort columns.

Set the sort order for a List View in the Define List Layouts dialog box, described in the
previous section. You can create a new sort order directly in the List View, but the new
order does not affect the current List Layout definition. Now Contact uses the new sort
order until you choose the original List Layout from the Use List Layout submenu of the
Window menu.

To sort columns in the List View:
1. Click any column header to make it the primary column by which Contacts are sorted.

The column name becomes underlined, and a small Roman numeral | (the sort level
indicator) appears above and to the right of the column name.

2. To define sub-sort columns, hold down the Shift key and click other column headers.

A Roman numeral Il appears in the second column you click, a Il appears in the third
column, and so on up to the fifth column.

Sort level indicertors

| |
Fontacts =——r———— |15

e

=] o EEEE o= [EB] 2[5 5] $=- [AP]

Listing '| Pri Phone "l Mod Date/Time "'| Company |

Madeline Abramson|%k: 800-555-5472 10/6/99 12:23 PM  [General Paper Co. kix

Elza Bannister Fx: 310 555-6590 10/6/99 12:18 PM | Bannister Enterprises =
LAWK ARSG G150 LA A Rperpliat B xighiap

If you Shift-click one of the defined Sort columns, it is removed from the group and
the remaining columns are renumbered accordingly. Shift-click another column
header to add it to the Sort group.

Click any column header without holding down the Shift key to cancel all previous
Sort columns and makes it the new primary Sort column.

3. To sort a column in reverse order, hold down the Option key while clicking the col-
umn header.

A downward-pointing arrow appears below the column’s assigned Roman numeral to
indicate a reverse sort order for the column. To turn off reverse sorting for a column,
Option-click the column header a second time.
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Moving List View columns
Drag columns in the List View to reorder them.

To move columns in the List View:

1. Click the header of the column that you want to move and hold down the mouse but-

ton.

2. Drag the column to the desired location.

Two vertical dotted lines represent the borders of the column as you drag.

Co

ntacts

[T}
e

Listing Pri Phone | Category Mod Date/Time"| Company J
Madeline &bramson | Wwk: B00-555-7377 ™% | General 9/9/99 3:02 PM | General Pape |43
Elza Bannister Fx: (3100 555- 6890 Eiuzi ness 9/9/99 2:55 PM | Bannister En
Lucas Beauchamp ‘wk: 701-555-0550 General 99700 2.50 PM | Greenleaf P
Suzan Bradford Hrm: 206-555-2320 Personal 949799 215 PM | Yista Produ
Yictor Carroon Wk (3103 555-576 Eiuzi ness 979,99 2:42 PM | The Rocket
Martha Diaz Wk (310) 555-68927 | Personal 9999 312 PM | Los &ngeles
Lawrence Feinberg Wk 212-555-1600 Business 9/9/99 215 PM | Third Whee
Peqqy Holme Wk 800-555-5423 Business 949799 2:43 PM | 0dyssey Co
Michael Madison ‘wk: 800-555-1551 General 09709 2:40 PM | AutoGraphi

Doug Mokelvey Wk 800-555-7827 Business 9/9/99 3:02 PM | Corporate R
Marie Morrison Wk 415-555-4101 General 949499 2:40 PM | ETC Graphi
Thanh Mguyen wh: 415-555-4000 Business 0900 2:42 PM | Apex Expar
Bernard Quatermass |wWk: (310) 555-6117  [General 9/9/99 3:03 PM | Propulsion
Erich Rechenheim Wk (3100 555-6117F | Business 9291127 AM | The Rocket
Ellen Ripley wh: 617-555-1400 Business 9900 2.56 PM | Shikosha La

22 of 22 Contacts

3. When you've dragged the column to the desired location, release the mouse button.

The column appears in its new location.

When you move a column directly in the List View, the new column order is

*~  saved immediately in the current List Layout.

Resizing List View columns

Now Contact makes it easy for you to resize the List View columns, making them wider or

narrower as necessary.

To resize columns in the List View:

1. Place the pointer over the right border of the column you want to resize.

The pointer changes to a double-headed ardhw (

2. Drag the border to the left or right, depending on whether you want to make the col-

umn wider or narrower.
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Dotted lines appear at the left and right sides of the column, reflecting the borders.

Contacts ="r————————P5

[ ==l =] 2] 235 @= ‘
Lish | Listing Pr1 P hone Category Mod Date/Time | Company
Ahma ‘wfood Wk 415-555-1094 Business 949799 2:57 PM | PC Consulta |4
Bernard Quatermags  [Wk: (310} 555-6117  [General 9/9/99 3:03 PM | Propulsion
Caroline Suttree Wk {503} 555-1127 | Personal 9/9/99 1:53 PM

3. Release the mouse button when you've resized the column to the desired width.

The column border changes from a dotted line back to a solid line in the top row of
the List View.

Modifying Contacts in the List View

You can edit the information in many of the List View columns without opening the Detail
View.

Editing text

Columns in the List View that display basic Contact information can be edited by clicking
and typing. The pointer turns into the No Edit symka)\When you pass it over columns
whose contents can't be edited.

To edit text fields in the List View:
1. Select a Contact by clicking it.
2. Place the pointer over a column that offers direct text editing.

The pointer changes to the standard text-editing I-beam cil)seshén it's positioned
over one of these columns.

Contacts ="r————————P15
EE EIEIE IS |
Companu Listing Pri Phone Category
PC Consultants Alicia vwood ik 415-555-1094 Business
Propulsion Sustems]'Ltd. Bernard Quatermass | wk: (310) 555-6117  |General
Riverside Printing Caroline Suttree Wh: (5033 555-1127 | Personal

R banpra Shehepyap  Lae RAR A SR ARRL A~ APBADRR A P
3. Click once in the field that contains information you want to edit.

The Contact is no longer highlighted, and the cursor blinks in the text field.
4. Make the desired changes to the text.
5. Move to other fields and modify text if desired.

You can move from the current field to the next editable text field by pressing the Tab
key, or to the previous text field by pressing Shift-Tab.

6. When you're finished editing text, press the Enter key.

This confirms your changes to the Contact and selects it again in the List View.
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Pop-up menus

Clicking in certain columns in the List View opens a pop-up menu that contains a list of
options for that field. The Category, Listing and Pri. Phone columns all include pop-up
menu capabilities.

To use a pop-up menu in the List View:
1. Select a Contact by clicking it.
2. Place the pointer over a column that offers pop-up menu capability.

The pointer changes to a downward-pointing ar=ivwWhen it's positioned over one
of these columns.

SI=—————— Contacts EE
ERrEEEEEE = ERE = (A=
Listing ' Pri Phone Category Mod Date/Time | Company
Alicia Wood Wk 415-555-1094 Business 9/9/99 2:57 PM | PC Consultants4e
Bernard Quatermass [Wk: (3100 555-6117  |General 9/9/99 3:.03 PM | Propulsion Sy

Caroline Suttree 7|k (5033 555-1127 [Personal 949,99 1:53 PM [Riverside P
Chandra Shahrawan [Hm: 515-555-4534 Personal 9/9/99 2:28 PM [Quality Tem
L PAS PR Rt o s A P B3 m A AN o N Pl DR FNASRARR R RARE A i Blpn 5]

3. Click over the column and hold down the mouse button.

A pop-up menu appears, listing the options for that column.

E =————— Contacts EEE
FEEEC =] B2 B S @] (A2
Listing ' Pri Phone Category Mod Date/Time |Company
Alicia Wood Wi 415-555-1094 Eusiness 949799 257 PM | PC Consultantd4i
Bernard Quatermass |Wk: (3100 555-6117  |General 979799 3:03 PM | Propulsion Sy
: L ree Ihd) (HES (503} 555-1127  [Personal 9/9/99 1:53 PM |Riverside P

Riverside Printing I\, 515 555-4534 | Personal 9/9/90 228 PM | Quality Tem

VR P PR p O o AR ARSI = HA N A AP DR hNALAAAR AR AN B0l R

4. Choose the desired item from the pop-up menu and release the mouse button.

The item you chose now appears in the column.
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Detail View

The Detail View is where you create new Contacts, enter Contact information, and view
information that isn’t included in your current List View. You can create Detail Layouts
that specify display font, orientation of the various fields, tab order and more.

Mark checkbox QuickContect checkbox $Negory pop-up menu
sample Contac} File | Detail liew —=F———=P17
Toolhar—| S| @ ARMEEIREEOEEES (A1)
B |Caroline Suttree .l [503)[555-3400 |»—Lis|ing Header
Previous Contact und——|-¢ I = "9 of 9 Found | 1% [ & Category:| Business ~ | —1Cetegory Header
Next Contact buttons
____________ Mame: Caroline  Suttres work: (S0Z) 555-1127 -
Company : Riverside Printing Fax: (S0Z) 555-1123 2
Dept:Sales i Home : (S0Z) 555-2400 2
cﬂlﬂ'ﬂﬂ infunnu‘linn— Title: Manager Salut: M3 Muobile
blocks wh Addr: 6709 Tennesse Strest AuxPhone : (S0) 555-4246 3
Suite 200 Spouse: Cornelius
City : Knocoville State: OR Children:
Cip: 97260 Country : USé A | Eirthday : 11/3/60 A
Motes from last week's meeting: Caroline to submit proposal by month end. |47|Keywords -
Comments —| Wil review schedule with her managernent. Expect response by end of nesxt Friend [
week. |—{ Hatiday Card =
0 s
Type  T[Title [~ Toate [Time 7 Resizing control
BySirpkTe.. Letter 4717499 2:34 PM ]
||| Appeinitr. Interview 9420492 1200PM-100FM [ |
Contuct Log ETo-Do  Edits » 9/Z/92 Z00PM | 2]
URL Pacific MW Expiorting 2/29/93_3:09PM ¥ %
||Modiﬁed:4.-"1?.-"99 2Z9PM , =]
I I

|
Log entry icons Stettus bar

Since all of the components described in the following sections can be included in or ex-
cluded from the Detail View according to the current Layout, the illustration above shows
a Layout that includes all components; see the next section, “Defining Detail Layouts,” fo
more information on Detail View Layouts.

The Detail View Toolbar

The buttons in the Detail View Toolbar let you perform many common Now Contact func-
tions. While each of the buttons has a corresponding menu command, clicking a button is
often faster than choosing the command from the menu.

Delete New HNew  Attach Hew Quick  Quick Online
Contacks) fppt. To-Do Dl'ill:UmeI'ﬂ I.||Rl I'lﬂerge ||Ie1 I'llelp
Iﬂ@[@] aifkial@levlol\lhl [EE]
[ [ [ [
Print | New Mew Note  New Call Assign  Mew Define Detuil
Contact{s) Contact Keyword Document Layouts
Find
Contact
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Listing Header

|3 [Caroline Suttree 503 555-3400 |

The Listing Header shows the name and telephone number of the current Contact accord-
ing to the Primary field selections you've set. See “Primary Fields” later in this chapter for
more information.

[ Use the Contact icon to the left of the Contact name for Now Contact drag-and-drop op-
erations, such as copying Contacts, pasting Contact information in a text file and so on.
Click and hold the mouse button on the icon (or anywhere in the Listing Header) and drag
it to the desired location.

Category Header
n 20 of 23 Found ¥ ] & category:

The Category Header lets you navigate through your Contact File and make changes to the
Contacts. Click the arrow buttons to move forward or backward through the Contact File.

' Pressing Command—Right Arrow or Command-Left Arrow on the keyboard also moves
*~ you forward or backward through the current List View; pressing Command—Up Arrow or
Command-Down Arrow moves you to the first or last Contact in the current List View.

The numbers next to the arrows indicate the position of the current Contact in the Contact
File. The Mark checkbox$¢) lets you mark or unmark the current Contact, and the
QuickContact checkboy ) lets you include the current Contact in the QuickContact
pull-down menu for quick reference. Finally, the Category pop-up menu indicates the Cat-
egory to which the current Contact is assigned; you can change a Contact’s Category by
choosing one from the pop-up menu.

Contact information blocks

Work : 503 555-1127 L
: 503 555-3400 .
Dept: Sales : 50% 555-1129 -'
Title: Manager Salut: Ms. Mobile :

Name: Caroline  Suttres

Cornpany : Riverside Printing

Phone/Custom Field blocks
W dddr : 6709 Tenneszes Street Spouse : Cornelius
Suite 200 Eirthday : 11/03/60
City : Knosoville State: OR Mo. of Kids: 3

Zip: 97260 Country : US4 A | Aus. Phon: 503 555-6690 et |

Name/Address blocks Click to view Click to dial the
additional corresponding
information telephone number

The fields in the Contact information blocks contain the name, address and telephone
number information for the current Contact, as well as information for any Custom Fields
you've set up in your Contact File.
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Contact Log

Motes from last week's meeting: Caroline to submit proposal by rmonth end. 47| Keywords -
Comments Wil revview schedule with her ranagemnent. Expect response by end of next Friend -
week. || Holiday Card .
Column b
headings Type T Title [ Joate [ Time <34
[ D sirpkTe.. Letter 4/17/99 234 PM K
Loy entries R Appoiniri.. Interview 9/20/98  1Z200FM-100FM
9 EETo-[o Edits « 973798 Z:00FM - |
| | @urL Pacific N Experting 2/29/93 309 FM I ¥
EIEIE T odified: 4/17/99 233 PM 5]
Enry type icons Dray to resize panes Click to ussign Keywords

All Contact attachments, Calendar Events and your personal Comments appear in this sec-
tion of the Detail View. Personal Comments are shown in the scrolling Comments field.
Attached Notes, documents, and Events appear in the scrolling list on the left side of the
log; on the right is a list of the Contact’s assigned Keywords. See Chapter 8, “Customizing
Contacts,” for more information on attaching and viewing Comments, Notes, documents
and Calendar Events.

You can resize the panes in the Contact Log by dragging the four-headed resizing control
vertically and horizontally in the Detail View. The information contained in the windows
remains attached to the Contact even though it may be out of view.

Contact Log entries include the following information:

» Free-form text in the Comments field
* Type of attachment (Note, To-Do, document and so on)
« Title of the attachment

« Symbols indicating whether an attached To-Do is Done (checkmark), In Progress (two
bullets) or Not Done (one bullet)

You can sort Contact Log entries by clicking any of the column header buttons; by defaul
entries are sorted in ascending order by type. To sort in descending order, Option-click t
appropriate header.

The three icons beneath the Contact Log let you filter the entries in the log. When you se-
lect an icon, entries of that type appear in the log; when you deselect the icon, it is no
longer highlighted and its entries are hidden from view. Icons for hidden entries have a red
slash through them.
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Defining Detail Layouts

Detail Layouts determine the appearance of the Detail View. With Now Contact, you can
modify predefined Detail Layouts or create your own. Click the Detail Layouts button in

the Detail View Toolbar or choose Detail Layouts from the Define menu to open the fol-
lowing dialog box.

Define Detail Layouts

Select a Layout

Layout:

E Show Toolbar E Category Header

Check fields to tab into;
drag fields to change tab order.

« First Name
. « Middle Marne
Lizting Header : Geneva b 14
Choose from || CIU=tre | || [
these pop-up [ Mame/ Address: [_Z Blocks = : Carnpany Click fields to
menus to define = | I nE ?.etﬁt indude them in
i Phone /Custorn: | 2 Blocks  » Right hd e
‘:’h:;h ellemems < Salutation 1!19 I'“ym"; dﬂlg
o display [ Hotes Events: # Work Adress fields to change
— < Work City tab order
""""""""""""""""""""""" < Work State
« wWaork Zip

Click to create a
I—new Layout

Field Labels:

Mew ...

Choose from —{}- ~] [ Duplicate. .. ] [

these pop-up

[ Etack + ] [ Flain

menus 1o define Fisld Text Bk~ [_Fiam =} ([ oeete.. ] [ rename.. - Click to rename the
display options Grid Lines : [ v ] [[ - ]] selected Layout
|
Click to delete the Click to copy the

selected Layout selected Layout

Refer to “Define Detail Layouts” in Online Help for more information on determining
how your Contacts look in Detail View.

When you create a new Detail Layout, it's added to the Use Detail Layout submenu of the
Window menu, so you can easily switch between existing Layouts as you work.

Primary Fields

108

Primary Fields help to ensure that the most essential information about a given Contact is
always displayed or retrieved. For each Contact, you can select a Primary Name (either
Contact Name or Company Name), a Primary Phone (Work, Home, Fax, Mobile, or any
telephone number in a Custom Field), and a Primary Address (Work or Home).

Primary Field functions
Primary Fields function in five main areas:

« Listing Header in the Detail ViewThe name field and telephone number you select as
Primary determine the information that appears in the Contact’s Listing Header.

» Address information in the Detail ViewWhen you specify a display size smaller than
3 Blocks for the Name and Address information blocks, the Primary Address you select

determines which address is shown first (the Secondary address is available by clicking
the dog-ear in the address block).
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» Special columns in the List ViewTwo List View columns are affected by your Pri-
mary Field settings. The Listing field displays the name you select as Primary, option-
ally followed by the unselected (or Secondary) name; the Pri. Phone (Primary Phone)
field displays the Primary telephone number you select.

e Templates and Word Processing/hen you're creating a Now Contact printing Tem-
plate, or a document using Now Contact’s Word Processor, you can include merge fields
that automatically insert the Primary information for each Contact. The fields are «List-
ing», «PriAddress», «PriCity», «PriST», «PriZip» and «PriPhone».

For example, you might set up a merge address as:

«Listing»

«PriAddress»

«PriCity», «PriST» «PriZip»
«PriPhone»

This is often preferable to inserting, for example, «WkAddress», since you may not

want to use the work address for every Contact you're including in a merge operation.
Instead, the Primary Field options let you use one Contact's home address and another’s
work address, according to the Primary selections you've made for each Contact. For
more information on using merge fields, see Chapter 12, “Printing Contacts.”

« Copy Contact Info:You can configure the Edit menu’s Copy Contact Info command to
use the same Primary merge fields described above, allowing you to automatically cop
a Contact’'s Primary information to the Clipboard. For more information on setting up
and using the Copy Contact Info function, see Chapter 8, “Using Now Contact.”

When your General preferences are set to display the «Listing» field as the Primary Na
followed by a carriage return and the Secondary Name (the name not selected as Pri-
mary), this field will consist of two lines in Word Processor documents and in Copy Con-
tact Info Formats.

Selecting Primary Fields

Selecting your Primary Fields is simply a matter of clicking within the Detail View.
To select Primary Fields for a Contact:

1. Open the Detail View for the Contact whose Primary Fields you want to select.

A name and telephone number appear in the Listing Header by default. The current
Primary Fields in the Name, Address and Phone blocks are underlined.

2. From the Use Detail Layout submenu of the Window menu, choose a Detail Layout
that allows you to see as much Contact information as possible on your screen.

3. Place the pointer over the title of the Name field.

The arrow pointer changes to the Primary Field Sele£prThis selector also ap-

pears when you place the pointer over the title of the Company field. Of these two
fields, the one that is currently underlined is the Primary Name—the one that appears
in the Listing Header.
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4. Click the title of the field you want to select as the Primary Name for the current Contact.

The field you clicked becomes underlined, and the newly selected Primary Name now
appears in the Listing Header.

5. Place the pointer over the title of the Home field.

The pointer changes to the Primary Field Sele&)rdver this field. The Primary
Field Selector also appears when you place the pointer over the title of the Work Ad-
dress field. The field that’s currently underlined is the Primary address.

6. Click the title of the address field you want to select as the Primary Address for the
current Contact.

The field you clicked becomes underlined.
7. Place the pointer over the title of the Work Phone (Work) field.

The pointer changes to the Primary Field Selector over this field as well. It also ap-
pears when the pointer is over the Home Phone, Fax Phone or Mobile Phone field, as
well as any Custom Fields you set up to contain telephone numbers. The telephone
field that's currently underlined appears in the Listing Header.

8. Click the title of the phone field you want to select as the Primary telephone number.

The field you clicked becomes underlined, and the newly selected Primary telephone
number now appears in the Listing Header.

Dialing Contact telephone numbers

Now Contact provides the control you need to dial Contact telephone numbers accurately,
no matter where you are or who you're calling. You set up the dialing function from the
Dialing pane of the Preferences window, and dial from the Call dialog box. You can set up
multiple dialing configurations for all of the various situations you may encounter. Now
Contact remembers the dialing combinations you choose and saves them as the defaults for
any subsequent calls.

Dialing methods

You can dial using your Macintosh speaker, a modem connected to your Macintosh, a So-
phisticated Circuits DeskTop Dialer or another application via Apple Events.

To dial using... Do this...

Your speaker Hold the mouthpiece of your telephone handset as close as possible
to the internal speaker of your Macintosh (or a connected external
speaker) when you activate dialing (how close you need to hold it
may depend on the current volume setting in the Expert Dialing
Setup dialog box; see “Speaker settings” later in this chapter). As
long as your outgoing line supports touch-tone dialing, your call
should go through.

continued next page
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To dial using... Do this...

continued from previous page

A modem Select the appropriate Dialing preferences. See “Setting Dialing pref-
erences” later in this chapter for details.

DeskTop Dialer” Select the appropriate Dialing preferences. When you activate dial-
ing, the Contact number is sent to the DeskTop Dialer, which in turn
dials it. In addition to the dialer unit itself, you must have the Sophis-
ticated Circuits Dialer control panel installed on your Macintosh for
Now Contact to use your DeskTop Dialer.

Apple Events Specify an application other than Now Contact to dial your Contacts.
When you activate dialing, the Contact number is sent to the applica-
tion and that application dials it. This is useful for certain PBX sys-
tems that use an Apple Event-aware application to handle telephone
calls, or for any application capable of dialing telephone numbers.

Setting Dialing preferences

Now Contact’s Dialing preferences let you configure all of the dialing combinations you
might need to call from various locations and connect to any long-distance services.

To set Dialing preferences:
1. Choose Dialing from the Preferences submenu of the Define menu.

The Dialing pane of the Preferences window appears.

Preferences =———————
Dial wia: [ Speaker d ' Expert Setup...

@ Create new Call event

[<] ot Tocal area code

Local draa Cod:| ] DS

‘when dialing: for extensions, replase with commas
Define :

Narme Value
Hone it Mewr ..

w'ork 9,
] Edit...

2. Choose a dialing method from the Dial via pop-up menu.

You can choose the Speaker, Modem, DeskTop Dialer or Apple Event Dialer options
described in the previous section.

' If you choose Apple Event Dialer in step 2, click the Choose button to the right

*~ of the pop-up menu. A standard directory dialog box appears—Ilocate the appli-
cation you want to use for dialing and click Open. The application you select
must be Apple Event-aware; see the application’s documentation for informa-
tion.
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Copy Contact Inf:
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Set options in the Dialing Defaults section as desired.

These options apply every time you use the dialing feature. They are described in the
following table.

Choose this option... To...

Create new Call event Create a new Call Event for the current Contact whenever
you dial. This adds a record of the call to the Contact’s
Contact Log.

Omit Local Area Code Remove the specified area code when dialing local tele-
phone numbers. You must enter a local area code in the
Local Area Code text field for this option to work properly.

. If you don't select this checkbox, you can still omit

¥ the local area code on a per call basis by checking
Smart area code handling in the Call dialog box. See
“Dialing a Contact” later in this chapter for details.

Local Area Code Specify the area code to omit when the Omit Local Area
Code checkbox is selected. Whenever you dial a number
containing this area code, only the telephone number itself
is dialed.

Dial Tone Specify a number string that should be dialed to obtain a
dial tone. There are two predefined dial tone strings to
choose from, or you can define or modify dial tone strings;
see “Defining dialing strings” later in this chapter.

LD Prefix Specify a long-distance prefix that should be dialed before
the telephone number. There are two predefined prefixes to
choose from, or you can define prefixes; see “Defining di-
aling strings” later in this chapter.

LD Suffix Specify a long-distance suffix that should be dialed after
the telephone number. There are two predefined suffixes to
choose from, or you can define or modify suffixes; see
“Defining dialing strings” later in this chapter.

Chapter9

In the When dialing fields, enter text to precede telephone extensions and specify the
number of commas to use in place of the text when dialing.

This allows you to dial extension numbers after the telephone numbers in your Con-
tacts’ Phone fields.

For example, if you follow a Contact's Work telephone number with Ext. 194 in the
Detail View, Now Contact replaces the lett&pg. with the number of commas you
specify—each comma causes a pause, after which the extension is dialed. This gives
the main phone system time to answer before the extension is dialed.
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You can enter any combination of text or numerals to precede extensions—just be
sure that what you enter is short enough to fit in your Detail View Phone fields. The
text you entemustprecede any extensions in your Detail View Phone fields. You can
enter only numerals in the commas field.

5. Close the Preferences window.

You're returned to the current Contact File and your Dialing preferences are set. To
define or modify dial tones and dialing prefixes and suffixes, see “Defining dialing
strings” later in this chapter.

Setting expert options

When you use the Speaker or Modem dialing method, you can configure additional set-
tings. Simply click the Expert Setup button at the top of the Dialing preferences pane and
set the options in the Expert Dialing Setup dialog box that appears.

If you make changes in the Expert Dialing Setup dialog box and later decide to use the
original settings, click the Reset button.

Speaker settings
The Expert Dialing Setup dialog box for speaker dialing is shown below.

Expert Dialing Setup

Speaker Settings
Tone Duration: /60 sen Walurne :

Fauze Between Tones : /60 sec
Comma duration: l:l Seconds

Com 1C =)
This option... Controls...
Tone Duration The length of the dialing tones played through your Macintosh

speaker, in 60ths of a second. If you have problems connecting
when dialing through your speaker, try increasing this setting.

Pause Between Tones The length of silence between each dialing tone, in 60ths of a
second. If you have problems connecting when dialing through
your speaker, try increasing this setting.

Comma duration When using commas in dialing strings, the length of silence
each comma represents. See “Defining dialing strings” later in
this chapter for details.

Volume The speaker volume for your dialing tones; you can choose
Low, Medium (the default) or High.
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Modem settings

The Expert Dialing Setup dialog box for modem dialing is shown below. Now Contact
assumes that your modem is Hayes-compatible and can respond to the industry-standard
modem commands Now Contact uses.

You should be familiar with your modem and modem commands before changing the mo-
dem settings in the Expert Dialing Setup dialog box .

Expert Dialing Setup

Modem Settings

InitisTization:
Hangup string : [ ATHO

Drial prefix: | ATDT
[rial suffix: l:l

Com =)
This option... Controls...
Initialization How Now Contact prepares your modem for dialing.

Hangup string

Port

Dial prefix

Dial suffix

How your modem releases the line when you click Cancel in the dial-
ing status dialog box (see “Dialing a Contact” later in this chapter for
more information).

The Macintosh port your modem is connected to—Modem (the de-
fault) or Printer.

How Now Contact prepares the telephone line for dialing; a T at the
end of the prefix indicates touch-tone dialing, while a P indicates pulse
dialing.

How your modem behaves during a call; a semicolon (the default set-
ting) keeps the modem in command mode so that it can release the line
if your call doesn’t go through.

Chapter9
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Defining dialing strings
Dialing strings let you add special numbers to your Contact telephone numbers without

having to modify the Phone fields for each Contact. There are three types of dialing
strings, and Now Contact includes predefined strings for all types.

This string... Didls...

Dial Tone  The numbers and pauses necessary to get a dial tone in a particular location.

A predefined dial tone for outgoing office calls is included.

Prefixes Any numbers that need to occur after getting a dial tone and before dialing a

Contact’s telephone number. A predefined prefix for toll-free 800 number
access is included.

Suffixes Any numbers that need to occur after dialing a Contact's telephone number.

A predefined suffix for long-distance telephone card calling is included.

In addition to the predefined strings, you can define new strings or modify the predefined
ones to suit your needs.

When you're defining or modifying dialing strings, inserting a comma anywhere in a

string denotes a pause. You can use commas to tell Now Contact to pause the dialing pr
cess in order to wait for a confirmation tone. (See “Setting expert options” earlier in this
chapter for information on setting comma pause duration.)

To define dialing strings:
1.

Choose Dialing from the Preferences submenu of the Define menu.
The Dialing pane of the Preferences window appears.

Choose a dialing string option from the Define: pop-up menu at the bottom of the
window.

The scrolling list below the pop-up menu changes to show the strings for the option
you chose.

Click New.

Depending on your choice in step 1, the New Dial Tone (pictured below), New Prefix
or New Suffix dialog box appears. Each dialog box contains the same components.

Hew Dial Tone

Name - [Untitled |

Yalue - | |

(o I = )

Enter a descriptive name for your new string in the Name field.

y To modify existing strings, select them in the scrolling list, click Edit and follow
the remaining steps.
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5. Enter the numbers to dial in the Value field.

If you're defining a new dial tone or prefix, remember that the numbers you enter are
dialed before the Contact’s telephone number, while suffixes are dialed after it.

6. Click OK.
The new string appears in the scrolling list.
Repeat steps 3 through 7 for any additional strings you want to define.
Close the Preferences window.

You're returned to the current Contact File; the new strings you defined are now
available when you use the dialing feature.

Dialing a Contact

Once you've set your Dialing preferences, you can dial any Contact in your Contact File
from either the List View or the Detail View. The options you’ve set up in your prefer-
ences are available when you dial.

1, Todial a Contact number quickly from the Detail View, click the telephone .2, )mext
V" to the number you want to dial and follow steps 9 and 10 in the procedure below.
To dial a Contact:
Select the Contact whose telephone number you want to dial.

1.
2. Choose Dial from the Contact menu, or click the Dial button in the List View Toolbar.

The Contact’s Detail View opens (if it wasn't already open), then the Call dialog box
appears. Notice that the top of the dialog box displays a summary line showing the
name and company of the Contact you're calling.

Call Yictor Carroon of The Rocket Group
o ok (3100 555-5760 Ext. 47| [ialtone:| Mone - I
Harmne (213) 555-3110 |
Fax (3100 555-6890 D Frefic
s
]

Disling:[555-5760 Ext. 123 |

B creat Call event
[X] it Tooat area soce (e J_ 0w

3. Inthe scrolling list of phone numbers, choose the number you want to call.

Select a number by clicking it; the number appears in the Dialing field at the bottom
of the dialog box. By default, the phone number you've specified as the Primary
Phone for the Contact is selected.

4. From the Dial tone pop-up menu, choose the dial tone string necessary to obtain a dial
tone at your current location.
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The predefined dial tone strings, and any you've set up in the Dialing preferences
window, are listed in the pop-up menu. Choose None if you don’t need a string to get
a dial tone.

Any dialing string you choose is inserted in the Dialing field at the bottom of
*~  the dialog box.

From the LD Prefix pop-up menu, choose the appropriate dialing prefix for your call.

Choose any prefix that needs to be dialed before the selected telephone number (out-
side line access, and so on); the predefined prefixes, and any you've set up in the Dial-
ing preferences window, are listed in the pop-up menu. Choose None if the number
requires no prefix.

From the LD Suffix pop-up menu, choose the appropriate dialing suffix for your call.

Choose any suffix that needs to be dialed after the selected phone number (long-dis-
tance access, and so on); any suffixes you've set up in the Dialing preferences win-
dow are listed in the pop-up menu. Choose None if the number requires no suffix.

Select Create new Call event if desired.

Selecting this checkbox causes Now Contact to create a new Call Calendar Event in
which you can document the phone call you're making. If you select this option, the
Event Info dialog box opens automatically after the telephone number has been dial

In the Dialing pane of the Preferences window, you can specify that Now Con-
tact always creates a new Call Calendar Event whenever you dial a Contact.

Select Omit local area code if desired.
Selecting this checkbox causes Now Contact not to dial the local area code.

You must specify a local area code in your Dialing preferences for this feature
*~  to work. See “Setting Dialing preferences” earlier in this chapter for details.

Click Dial.

Now Contact dials the number. If you selected the Create new Call checkbox in step
7, another dialog box appears allowing you to cancel or continue your call once the
number has been dialed.

‘when the person you are calling answers
the phone, click OK.

If the phone is busy or the person you are
galling is not available, click Cancel.

(o =)

If you're using the Apple Event Dialer and you haven’t chosen a dialing appli-
cation, a standard directory dialog box appears at this point. Locate the appli-
cation capable of dialing using Apple Events and click Open.

y—
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10. Click OK when the party you're calling answers the phone, or click Cancel if the line
is busy or there’s no answer.

If you selected the Create new Call Event checkbox, the dialog box disappears and the
Event Info window appears when you click OK. If you're dialing through a modem,

pick up your telephone handset when the party answers and then click OK—the mo-
dem releases the line to transfer control of the call to you.

If you click Cancel, no Call Event is created and you're returned to your Contact File.

Now Contact remembers the options you choose in the Call dialog box and uses
them as the default values the next time you use the dialing feature.
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Chapter 10
Organizing Contacts

Now Contact helps you manage your Contacts by allowing you to group related ones to-
gether using Categories. You can also classify Contacts by assigning your own Keywords
to them, and use the Mark function to “tag” your Contacts for printing, temporary group-
ing or other purposes.

Using Categories

Categories help you classify your Contacts into related groups. You can assign a differe
color and text style to each Category, making it easy to spot related Contacts in the List
View.

Creating new Categories
You can create new Categories from either the List View or the Detail View.

To create a Category:
1. Choose Categories from the Define menu, or choose Define Categories from the
Detail View’'s Category pop-up menu.
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The Define Categories dialog box appears.

This area is active only
if you are connected to

a Public Contact Server

The list of currently

defined Categories
appears here

Define Categories
Location: | Local (Privatel - ‘7
Buziness 4 Category Info 14 Contacts
Farnily |
General
Fer=onal
{ Mew .. ] [ Delete... 4]*
+ Edit... ] [ Cuplicate... 4]*
6 [ Cancel ] [[ QK ]]

- The number of
Contacts assigned to
the selected Category
appears here

- Click to delete the
selected Category

I~ Click to copy the
selected Category

2. Click New.

Click to create a new Category

Click to edit the selected Category

A dialog box appears, prompting you to enter a name for the new Category.

3. Type a name for the new Category in the Name field.

4. Type a brief description of the new Category in the Description field.

5. Click OK.

You're returned to the Define Categories dialog box; the new Category appears in the

Category list.
6. Click OK.

You're returned to your Contact File.

Assigning Contacts to Categories

Once you've created your Categories, the next step is assigning your Contacts to the ap-
propriate Categories. You can do this in either the Detail View or the List View.

To assign a Contact to a Category in the Detail View:

1. Open the Detail View for the Contact that you want to assign to a Category.

2. Click the Category pop-up menu.

The available Categories are listed in the menu.

Personal

Lrefine Categories...

3. Choose the desired Category from the pop-up menu.

The name of the Category you chose now appears next to Category in the Detail

View.
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To assign a Contact to a Category in the List View:
1. Inthe List View, select the Contact that you want to assign to a Category.

2. Click in the Category field for the selected Contact.

A pop-up menu appears, listing the available Categories.

Cfl———————— (ntactls —"rce———————— 5 -
Bl e E R S B
Listing Pri Phone Category |I‘10d Date /Time Co_ml_ng
Madeline &bramson |'Wk: §00-555-5472 Business 9/12/99 312 PM | General Paper [4&
Elza Bannister Fx: 310 555-6590 hd 2499 9:12 &AM | Bannister En
Lucas Beauchamp  |wk: 701-555- 0550 EZT;l‘i] 7799 9:00 &M |Greenleaf Pri
Susan Bradford Hrn: 206-555-2320 Perzonal 2499 312 PM | Yista Product
Yictor Carroon Wh: 310 555-5760 2499 912 &M | The Rocket G
Martha Diaz Hrn: 310 555-3170 | Define Categortes. |575555 a6 P | Los angeles 5
Lawrence Feinberg |'Wk: 212-555-1600 |Busi ness |9.-"9.-"99 215 PM | Third Wheel,
RPN SN (1 SE T A AP R EC YRR S

3. Choose the desired Category from the pop-up menu.

The name of the Category you chose appears in the selected Contact's Category field.
You can also select a group of Contacts and assign them all to the same Category, even if
they initially belong to different Categories.

To reassign selected Contacts to a Category:
1. Select the Contacts whose Category you want to reassign.

Shift-click to select adjacent contacts; command-click to select non-adjacent contact
2. Choose Assign Category from the Contact menu.

The Assign Category dialog box opens. It contains a pop-up menu listing the availab
Categories in your Contact File.

Assign Category

Aezign selected contacts to:

(o I = )

3. Choose the desired Category from the pop-up menu.
4. Click OK.
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Editing Categories
You can make changes to your existing Categories by renaming a Category or changing its
description.

To edit a Category:
1. Choose Categories from the Define menu, or choose Define Categories from the Cat-
egory pop-up menu.

The Define Categories dialog box appears.
2. Select the Category you want to edit and click Edit.

The Category Info dialog box appears, displaying the name and description (if any)
currently defined for the selected Category.

Category Info

MNarne : Business |

Dezcription:

(o [ = )

3. Make the desired changes in the Name and/or Description fields.
4. Click OK.

You're returned to the Define Categories dialog box.
5. Click OK.

You're returned to your Contact File.

Deleting Categories
If you no longer have a use for a Category, simply delete it.

Deleting a Category deletes any Contacts assigned to it. Reassign any Contacts you want
to keepbeforedeleting the Category.

To delete a Category:
1. Choose Categories from the Define menu, or choose Define Categories from the Cat-
egories pop-up menu.

The Define Categories dialog box appears.
2. Select the Category you want to delete and click Delete.

A confirmation dialog box appears, asking if you're sure you want to delete the se-
lected Category and its assigned Contacts, if any.
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3. Click OK.

The selected Category is deleted, and you're returned to the Define Categories dialog
box. The deleted Category no longer appears in the Category list.

4. Click OK.

You're returned to your Contact File. The Contacts assigned to the Category you de-
leted no longer appear in the file.

Setting colors and text styles for Categories

Now Contact lets you assign different colors and/or text styles to your Categories. This
makes it easy to tell which Contacts belong to which Category.

To set colors and text styles for Categories:
1. Choose Category Styles from the Define menu.

The Define Category Styles dialog box appears.

The number of
Contacts assigned
Define Category Styles to the selecte

Category appears
I here

Categaries in Contact File Category Info 14 Contacts

Click to select a {| [Euzines= <]
Category from Farnily |
“18 |iS| General
Personal Choose a text color
for the selected

Category from this
| pop-up meny

O eew Oouttine [ Shadow

Select any or all of
[ tatie [Jundertine [ condensed Y

these checkboxes to
set text styles for the

[ [ Canoel ][[ o ]] selected Category

2. Select the Category you want to assign a color and/or text style to from the Categories
list.

3. Set the desired color and/or text style for the Category.
4. Repeat steps 2 and 3 to set colors and/or text styles for other Categories.
5. When you've finished setting colors and text styles, click OK.

You're returned to your Contact File.
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Using Keywords

In addition to using Categories, you can use Keywords to help organize and classify your
Contacts. Keywords let you assign multiple “tags” to your Contacts so you can identify
them as belonging to one or more groups. A Contact can belong to only one Category at a
time, but it can be assigned multiple Keywords. Using Keywords works well for groups
that might “cross over” between Categories.

1 The Keywords you assign to your Contacts are not available to other networked users
*~ when you post the Contacts to a Public Contact Server. See Chapter 11, “Using Public
Categories,” for more information.

Defining Keywords

A new Contact File has Keywords already defined. You can change these default Key-
words or create new ones.

To define a new Keyword:
1. Choose Keywords from the Define menu.

The Define Keywords dialog box opens; existing Keywords are displayed in the list.

Define Keywords

Click to select o-worker
a Keyword to Customer

edit or delete Friend
Holiday Card

Mailing List
Supplier

[

New... - Click to create a new Keyword
Click to edit the selected Keyword

Click to delete the selected Keyword

=

i, You can also open the Define Keywords dialog box from the Detail View Con-
tact Log. Click the Keywords column heading and choose Define Keyword from
the pop-up menu that appears.

2. Click New.
The New Keyword Title dialog box opens.
Type your new Keyword in the text field.
Click OK.

You're returned to the Define Keywords dialog box, where the new Keyword now
appears.

5. Click OK.

The dialog box closes; your new Keyword is now available for your Contacts.
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Assigning Keywords to a Contact
You can assign Keywords to Contacts in either the Detail View or the List View.
To assign a Keyword to a Contact:

Select a Contact in the List View, or open a Contact’s Detail View.

1.
2. Choose Assign Keywords from the Contact menu, or click the Keywords button in the
Detail View Toolbar.

The Assign Keywords dialog box appears.

Assign Keywords
Co-warker 45
Customer |
Friend
Holiday Card
Mailing List
Suppliet

]

[ Cancel ] [[ Ok ]]

3. Click the Keyword you want to assign.

A checkmark next to a keyword means that it's already assigned to the Contact. To
deselect a Keyword, click it a second time and the checkmark disappears.

4. Repeat step 3 for any additional Keywords you want to assign to the Contact.

5. When you're finished assigning Keywords, click OK.

The Keywords you selected are now assigned to the current Contact and are listed in
the Keywords column of the Detail View Contact Log.

., You can also assign Keywords to a Contact directly from the Contact Log, as
illustrated below. Click the Keywords column heading (on the right-hand side
of the log) and choose a Keyword from the pop-up menu that appears.

] Titte [ Joate [rime
R To-Do Dentist * 10/6/99 903 4M | Custorner

: his
Interisw notes 1046499 115 4m [ | Friend =
Holiday Card =

ki

- Mailing List
Supplier

[EllModified: 4717499 239 PM

Define Keywaords. ..
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Using the Mark function

126

Categories and Keywords provide fairly permanent approaches to organizing your Con-
tacts. There may be times, however, when you want to organize some of your Contacts in
a more temporary group. The best way to do this ieak Contacts. When you finish

with the temporary group, you can unmark all of the marked Contacts at once so that you
can use the Mark function again.

Marking Contacts
You can mark individual Contacts in the Detail View, or you can mark either single or
multiple Contacts in the List View.

To mark a Contact in the Detail View:
1. Open the Detail View for the Contact you want to mark.

2. Select the checkbox next to the Mark ic ¥ )(in the Category Header.

fli:k to mark the Contoct

= Contacts

= FE
B EErFEDEOEL

@ |EllenRipley o (310) 555-6897
n S of G5 Found D b4 D B Category:

The Contact is now marked. You can unmark it simply by deselecting the checkbox.
You can also mark a Contact in the Detail View by choosing Mark Contact

+~  from the Contact menu, and unmark it by choosing the same command a sec-
ond time.

To mark Contacts in the List View:
1. Select the Contacts you want to mark in the List View.
2. Choose Mark Contact from the Contact menu.

The selected Contacts are marked. You'll be able to verify that they’ve been marked
only if the Marked field is included in the current List Layout.

The Mark Contact command toggles the marked/unmarked state of any selected Con-
tact, so you can unmark a marked Contact by selecting it and choosing the command
again.

Choosing Mark Contacts marks all selected Contacts, whether they were
*~ marked previously or not. Choosing Unmark Contacts unmarks all selected
Contacts.
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Chapter 11

Importing, Exporting
and Synchronizing Contacts

Now Contact provides a number of ways for you to move Contact information into and o
of your Contact Files, and to synchronize the contents of duplicate files.

Importing from a text file

You can import addresses and telephone numbers from text files from other types of app
cations, such as spreadsheets, database files and word processor files.

We recommend that you first import your information into a new, untitled Contact File
until you are sure that the data is being imported properly (into the desired fields, etc.).
This way, your regular Contact File is unaffected until you are confident that the new data
will be added correctly.

To import Contact data from a text file:
1. Export the data from the other application into a tab- or comma-delimited text file.

2. Choose From Text File from the Import submenu on the File menu.
A standard directory dialog box appears.

3. Locate and select the file you want to import and click Open.
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Now Contact briefly displays a progress bar as it scans the Contacts in the file. The

Import Setup dialog box appears.

Choose an Import Template

Import Setup

Irnpott Ternplate Cefault -

Inforration frrom file : "Contacts" Check toinclude , drag to reorder:

Marne |+ [First Marne o
Address |« |Middle Drﬂg fields you are
Fields from the Phongm::ﬁg  |Last MHame importing into fo
il - |Gomnpany match the information
lle you are Fhone Cworkl | . Dept in the left col
importing bept.| 7 220 in the left column
+ [Salutation o L 3 0
: . — Click in this area

Click to display next - |Work Address to indlude or
or previous records 7 |erk Eity i
N . » o+ |work State exclude a field
in the import file  |vvork 2ip

1of12 [ ouptieste.. | [ wew.. ]
slflm to e)i:lu::e Click to duplicate,
the merge header [ peete. ][ Rename.. | delete, rename or
in the file [ Exclude 15t record || create a new Import

g Use Entry Defaults [ Entry Defaults... J [ Cancel ] [[ Irnport ]] Temp]u[e

Select to have
imported Contacts
use the default

values set in New

Click to open the New Contacts
Preferences window

Contact Preferences

Choose an Import Template from the Import Template pop-up menu, or create a new
one for this operation.

If a predefined Template exists for the application that created your export file, choose
it from the menu. If no matching Template exists, create a new Template by clicking
New or Duplicate. Click OK after naming the new Template.

Examine the incoming Contact data.
Reorder, include and exclude fields as necessary.

Compare each line of incoming data to the field it's across from. Drag destination
fields on the right to match the incoming fields on the left.

Click in the middle column to include or exclude fields for the Import operation.
Select other import options as desired.

Click Import.

When the import is complete, the imported data appears in your Contact File.

Using special import fields
Now Contact includes definable fields that you can configure to match incoming data.

Several fields can be added immediately to handle Contact data for which there isn’t an
appropriate field, or you can create other fields yourself.

To define import fields:
1. Double-click a Define field in the Import Setup dialog box.
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The Configure Special Import Field dialog box appears.

Configure Special Import Field

Field type: [ Undefined l

Cam C =)

2. Choose the appropriate field type option from the Field Type pop-up menu.
The options in the pop-up menu are described below.

' If an import field is already included in the current Template, the correspond-
ing pop-up menu option is dimmed and unavailable.

Choose this field... To...

Wk/Home Address (2nd line) Direct the second line of a two-line imported address
to the appropriate “2nd line” import field.

Notes Create a Note field as a temporary storage area for
miscellaneous import data.

Keywords Direct Tags or imported Keywords to the Keywords
field; New Keywords are created as needed.

Listing Import viewing options from contact managers that
let you view your Contacts by “Business” or
“Name.”

Category Assign imported category information. New Cat-

egories are created as needed.

Append to next/previous field Combine the data labels with the corresponding data
and put them in the correct fields for each Contact.

3. Click OK.

The field is renamed to the type you chose.

Handling duplicate Contacts

Now Contact doesn’t automatically delete duplicate Contacts. To find and merge duplicate
Contacts, use the Find Duplicates command in the Find menu. See “Finding duplicate
Contacts” in Chapter 8, “Using Now Contact,” for details.
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Importing Contacts from another Contact File

Now Contact lets you combine two Contact Files by importing one directly into the other.
See “Exporting Contacts to a Contact File” later in this Chapter for details on exporting
the data. Use the following procedure to “merge” Contacts with other Contact Files.

To import Contacts from a Contact File:
1. Choose From Contact File from the Import submenu on the File menu.

A standard directory dialog box appears, where you locate and select the Contact File
that you want to import.

2. Select the Contact File you want to import and click OK.

The newly imported Contacts appear in the List View of the current Contact File.

Exporting Contact data to a text file

Now Contact allows you to export Contact information by creating a text-only version of
your Contact File.

To export Contact data to a text file:

1. Verify that all the Contacts you want to export are in the current List View.
The Export function exports only the contents of the current List View.

2. Choose To Text File from the Export submenu on the File menu.

The Export Setup dialog box appears. Specify which fields to include in the export
file and their order.

Select an Export Template

Export Setup
Export Temnplate: Default il
Choose fields and export order: Select to include field name labels
Click fields to 7 s tame B include Tield headers in the first record in the file
select them L ! + I: arme [ Excport 2-line addresses as 2 fields
for export el Select to create two separate field for
. o::tpanu Detimited by ;| @) Tabs () Commas an address broken into two lines
- 7 Title Click to select a field delimiter
Drag fields to  Galstation -
reorder them 7 ork ddress [ Luplicate. ] [ Mew, ]
g x"r:: glt“t - Click to duplicate, delete,
- wz:k Zi: ® [ Delete. .. ] [ Rename... ] rename or create a new
< Wark Country Export Template
+ Horne Address [ Cancel ] [[ Export ]]

3. Choose an Export Template from the Export Template pop-up menu, or create a new
one for this operation.
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4. Reorder, include and exclude the available Export fields as necessary.

Reorder fields by dragging them to the desired locations. Include or exclude fields by
clicking to the left of a field name to make the checkmark appear (include) or disap-
pear (exclude).

5. Select the other Export options as desired.

6. Click Export.
A standard directory dialog box appears.

7. Choose a location and name for the Contact File, then click Save.
The exported text file is saved in the location you specified.

Dragging Contact data from the Detail View onto the desktop creates a text file containing
the Contact’s essential information.

Exporting Contacts to a Contact File

*—=

Now Contact’s Export feature allows you to export selected Contacts to a separate Cont
File.

Linked Calendar Events contained in the Contacts you export are unlinked in the export
Contact File.

To export Contacts to a Contact File:
1. Verify that all of the Contacts you want to export are in the current List View.

2. Choose To Contact File from the Export command on the File menu.

A standard directory dialog box appears.
3. Choose a location and type a name for the Now Contact File, then click Save.

The exported Contact File is saved in the location you specified.

Synchronizing Contact Files

The Synchronize feature lets you quickly and easily update different copies of the same
Contact File so that they contain identical information. All changes made to the last-modi-
fied copy of the file are automatically applied to the other copy, including any newly at-
tached or modified Notes, documents or Calendar Events, and any alterations made to a
Contact—address information, company name, and so on. In addition, new Contacts added
to the file and existing Contacts deleted from it are updated in the older copy.

File synchronization works only with copies of the same Contact File—for instance, an
original file and a copy you made using the Save a copy command in the File menu.

Importing, ExportingandSynchronizing Contacts 131



Basic synchronizing

No Contact information is lost when you synchronize files. The older, outdated informa-
tion is stored in a new Note attached to the Contact.

You may want to make a backup copy of the older version of a file before synchronizing
Contact information.

&

To synchronize copies of a Contact File:
1. Open the version of the Contact File you want to synchronize.

2. Choose Synchronize from the File menu.

A standard directory dialog box appears.

Select a contact file to synchronize with...

fz Desktop » — Hard Disk
B Contacts. ]
Contacts copy
ClF1oppy Disk Desktop
G NETWORK -
o Coure )

3. Locate and select the copy of the same Contact File and click Sync.

The two copies of the file don’t have to have the same name. The two must,
*~  however, be copies of the same file.

Now Contact saves the open Contact File and closes it. When Synchronization is com-
plete, the copy of the Contact File you had open reappears.

If Contacts were changed as a result of the synchronization, only the changed Con-
tacts appear in the List View; if no changes were made during synchronization, all
Contacts appear in the List View.

Synchronization changes made to Contacts in Public Categories are sent to the
*~ Public Contact Server when the next scheduled update occurs. See Chapter 10,
“Organizing Contacts,” for more information.
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Viewing Synchronization changes

Changes made to Contacts as a result of the synchronization appear in new Notes attached
to the changed Contacts. This gives you access to the older information in case you want
to revert to view it for any reason.

To view Synchronization changes:
1. Open the Detail View for a Contact that was updated.

A SYNCHRONIZE FIELDS Note appears in the Contact Log.
2. Double-click the SYNCHRONIZE FIELDS entry in the Log.

The Note window opens. The text field indicates whether the Contact in the original
file (the first record) or the copy you chose in the directory dialog box in step 3 (the
second record) was updated, and describes all modifications to the Contact informa-
tion.

Peggy Holme : Note

BN

Title: [SYNCHROMIZE FIELDS |
when: E[3/12/99 |Monday 945 AM | Timer: [00:00:00

The second record was older:
Contacts

Title was changed from ‘Trade Show Director”’ to “Manager’
‘Waork Address was changed from "633 Rockwood Place” ta "212 Astor Court”
“Waork Phone was changed from "800-555-2119" to "312-555-3075"

3. Close the Note window.

You're returned to the Detail View.
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Chapter 12
Printing Contacts

Now Contact provides a variety of ways to print the information in your Contact File, in-
cluding lists of Contacts, individual Contact details, address book pages, envelopes, and
labels. Use Templates—predefined sets of formatting specifications—to create and format
printed output quickly, or design your own Templates.

Printing your Contact information

You can select to print any or all Contacts in the List View or the entire contents of your
Contact File.

To print Contact information:
1. Select the Contact(s) whose information you want to include in the print job.

Select the Contact(s) in the List View, or narrow the contents of the List View to the
desired Contacts by using the Find function or QuickFind.

2. Choose Print from the File menu.

The Print dialog box appears with special Now Contact options at the bottom.

2.6

Printer: [ Personal LaserWriter 320 i] Destination:

r [ Now Contact ij

v, EE]

Template: Simple Detail

Which Contacts: [ Selected contacts i]

[] Attach document to Contact(s)

Select Template...

o) (o )
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3. Click Select Template.
The Template Selection dialog box appears.

Choose a Template Type

Template Selection

Template Type: Enve'loée - I

HP-#10 Business
HF-Fetrsonal Envelope
HF-Postoard

I%-*10 Business

I -Personal

I-FPostCard

L'w-#10 Business-Center Feed
Lw-*10 Businesz-Left Feed
L'%-*10 Business-Right Feed
L%-Personal-Center Feed
Lw-Personal-Left
L'wW-Personal-Right Feed

L% -Post Card

The layout of
the selected
Template is
shown here

Click to select a
Template from
this list

Cee =)

4, Select the Template that you want to use for printing.

If none of the predefined Templates meet your printing needs, you may need to create
or modify a Template. See “Using Templates” later in this chapter for details.

5. Click OK.
You're returned to the Print dialog box.
6. Setthe Now Contact printing options as desired.

Use the Which Contacts pop-up menu to choose the Contacts whose information you
want to print.

Choose... To print...
Template Preview The Template only with no Contacts, and the merge fields
themselves.

Selected contacts The Contacts that are currently selected in the List View.
Marked contacts The Contacts that you've previously marked.
Current list The Contacts currently displayed in the List View.

Entire Contact File All of the Contacts in the Contact File.

7. Click Printing Options to specify print options.

(The Printing Options button may not be available depending on the Template you
selected in step 4.)
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The Printing Options dialog box appears.

Printing Options

Template dvery 41357
D Print short field labels @ Single-sided
D Break pages by letter

D Include letter headers
D Yariable height entries

[ Print template outtines () Double-sided

[ Fit ta Page [ Cancel

| T |

D Always Sort By Listing

Not all of the printing options (

Select...

listed below) are available for every type of print job.

To specify that Now Contact will...

Print Short Field Labels

Print Template Outline

Break Pages By Letter

Include Letter Headers

Variable Height Entries

Fit to Page
Always Sort By Listing

Print the short labels for the Primary Address fields,
all Phone fields that contain data, and Custom Fields
for which you defined short field labels.

Print the outline of the Template’s margins.

Always start a new Address Book page each time a
new letter of the alphabet is reached.

Place a letter header before each alphabetical group
of Contacts.

Allow the height of entries on your printed pages to
vary according to the amount of information they
contain.

Fit all fields in a Contact List across one printed page.

Sort the printout based on your Listing format,
regardless of the current sort order.

Single-Sided Print simple, single-sided output.
Double-Sided Print true double-sided output; requires turning over
each printed sheet and re-feeding it into the printer.
! When printing double-sided output, turn off
/ Background Printing in the Chooser and
select “Manual Feed” in the Print dialog
box. Now Contact prints the first side of all
pages, then prompts you to turn over these
pages and feed them back into the printer.
Click Print.

If you're printing labels, a dialog box appears. If you want to start printing on a label
other than the first one in the upper-left corner of the sheet, click the label that you
want to start printing with—the labels preceding it become shaded, indicating that
Now Contact will skip them. Specify the number of labels to print and click OK.

The Contact information is printed.

PitigContos 137



Templates

Templates determine the page size, margins and pre-entered text in your printed output.
Several preset Templates are included with Now Contact, and you can design or modify
Templates using the Template Editor.

Templates are stored in the Templates folder that the Installer places in the Now Contact
folder on your hard disk. Inside the Templates folder are individual folders for each of the
Template types.

Creating and modifying Templates

The following procedure describes the basic options available when you're creating or
modifying a Template.

To create or modify a Template:

1. Choose the type of Template you want to create or modify from the Templates sub-
menu of the Define menu.

The Define Templates dialog box opens.

Click to select a
Template from
this list

Choose a Template Type
from this pop-up menu

Define Templates
Template Type: iddress Book I
Avery 41256 |
Avery 41357
Compact - Basic
Jr. Pocket - Basic
Organizer - Basic
Fortfolio - Basic
Sr. Pocket - Basic
[ Cuplicate... ] [ MNews ... J
E [ Delete... ] [ Rename... }
[ Dimensions... ] [ Layout... ] [ Cancel ] [[ oK ]]

Click to display the  Click to display the
Dimensions dialog  Template Editor
box for the selected

Template

The page
dimensions of
the selected
Template are
shown here

2. Select the Template that you want to duplicate or modify.

3. Depending on the desired result, click New or Duplicate.

A dialog box appears, prompting you to give the new Template a name.

4. Type a name for the new Template and click “OK.”

You're returned to the Define Templates dialog box where the new Template now ap-
pears in the Templates list.
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5. Highlight the Template name and click Dimensions.

Depending upon the kind of Template you're creating or modifying, the options avail-
able here can differ. If you're working with a Letter, Fax, Contact Details or Contact
List Template, the dialog box appears as shown below.

Letter : Sample Merge Letter
Left Tan Preset Sizes: Full Page Letter¥
SO —| . —

Buottorn

] —] ) —

B (o ()

@ Inc:hes O Drecimal

O Millimeters @ Fractions

If you're working with an Address Book, Envelope or Label Template, additional op-
tions appear in the dialog box. See the descriptions in the “Template Setup Options”
section for detalils.

6. Configure the Dimensions options as desired for the Template.

If you're working with a Letter, Fax, Contact Details or Contact List Template, set the
margins for your printed output.

7. Click OK.
You're returned to the Define Templates dialog box.

8. Click Layout.

The Template Editor window opens. This is where you enter predefined text or graph-
ics that will appear in a Template by default when you use it to print.

9. Place the desired text or graphics in the Template.

Use the tools and options available in the Template Editor just as you would use simi-
lar tools in any word processor. See “Using the Template Editor” later in this chapter.

10. When you're finished placing the desired elements in the Template, click OK.
The Template Editor closes, and you're returned to the Define Templates dialog box.
11. Click OK.

You're returned to your current Contact File.
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Using Templates

Templates determine the page size and margins of your printed Contact information and
documents. Templates also determine what text, if any, is pre-entered in the address
books, envelopes and labels you print. There are seven types of Templates, each of which
has a corresponding command on the Templates submenu of the Define menu:

» Address Books

» Contact Details

» Contact Lists

» Envelopes

* Faxes

 Labels

e Letters

This section describes the common settings in the Dimensions dialog box, with notes for
some of the specific Template Types.

Template setup options

When you click the Dimensions button for Address Book, Envelope or Label Templates in
the Define Templates dialog box, the Dimensions dialog box appears.
The selected Template

name is displayed herc‘e

Label: DW-S160 Avery
Left Top Preset Sizes: 1.5x4 (12 - i gdec; a Pre;‘e'
: ize from this
rgne: - [S[ze 13 bop-up. memy

Actoss Cown Thi d’ I
If desired, || Iterns per sheet: 3 10 Is area displays
modify the £ g a preview of your
defnurt . ) “width Height selﬁngs
measurements Itern Drimensions : E] 5.2
for the selected heross Down

Preset Size Space between: E] 178 E]| [ e ——

) Inch ) Decimal
InChes eCcIma [ p— ] [[ — ]]

O Millirneters @ Fractionz
I

|
Click to select
measurement options

This setting... Specifies...

Preset Sizes The basic page size used as a starting point for the Template. When
you choose a size from this menu, the appropriate values are auto-
matically entered in the Item Dimensions fields.

Margins The orientation of pages on the original sheets. “Left” sets how far
from the left edge the first page on a sheet is printed, and “Top” sets
how far from the top edge the page is printed.

continued on next page
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This setting... Specifies...

continued from previous page

Iltems per sheet The number of pages, envelopes, or labels per sheet. In the Across
text field, specify the number to print across the width of the sheet;
in the Down text field, specify the number to print down the height
of the sheet.

Iltem Dimensions The size of the printable area of each item on a sheet.

Space between The amount of empty space left between pages, envelopes or labels.

Address Book Template Setup options

Now Contact can automatically produce Address Book output in five basic page sizes that
fit most popular address book formats. Use one of these five sizes as defined, or use one as
a starting point for a custom Template.

Page size Dimensions

Compact 4.25"x 6.75". Two pages take up only a portion of a sheet; the pages need
to be cut to fit into an address book.

Jr. Pocket 2.75" x 5". Two pages take up only a portion of a sheet; the pages need to I
cut to fit into an address book.

Organizer Two pages fit exactly on one sheet of the selected paper size; the two page
can be folded or cut to fit into an address book.

Portfolio Takes up an entire sheet of the selected paper size; requires no cutting afte
being printed.

PDjU0) MON

Sr. Pocket 3.75"x 6.75". Two pages take up only a portion of a sheet; the pages need
to be cut to fit into an address book.

An Address Book Template consists of a single text object that contains the merge fields
you want to include for each Contact printed. When you actually print the Template, this

text object is repeated down the height of each Address Book page as often as it will fit.

Note that the Template Editor displays only one text object, even in Preview mode.

Contact Details Template Setup Options

Contact Details Templates provide a way to print a detailed summary of a Contact.

The Template Setup options for Contact Details printing are simple: you specify the left,
right, top and bottom margins for the printed output. You set up Templates for Contact
Details printing in essentially the same way that you set up Templates for letters and
faxes—a single text object is placed on the page, and you insert, arrange and format merge
fields as desired.
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Contact List Template Setup Options
Contact Lists let you print specified Contacts, formatted according to any of the List Lay-

outs you've created. Contact Lists print your Contact List exactly as you see it on your
screen.

Because Contact Lists are based on your List Layouts rather than on actual Templates, you
can’t create or modify Contact List Templates from the Define Templates dialog box—

you can only modify their page margins. Choose Define List Layouts from the List menu

to modify the Layouts on which Contact List printing is based.

The Template Setup options for Contact Lists are the same ones available for Contact De-
tails: you specify the left, right, top and bottom margins for the printed output.

The Fit to Page option in the Printing Options dialog box lets you fit all fields in a Contact
List across one printed page, even if the List Layout it's based on contains more fields
than will normally fit on the page.

Envelope Template Setup options

Now Contact lets you place multiple text objects in an Envelope Template. The most typi-
cal use for multiple text objects is to place one in the upper-left corner and insert your re-
turn address into it, and place one in the middle of the envelope and insert the desired
merge fields for Contact information into it.

Use the various graphics tools to add graphic elements such as lines, boxes, and pictures or
logos as desired.

To place a bar code in the Template, select the Bar Code tool in the Template Editor Tool-
bar and then click anywhere in the Template; the bar code appears where you clicked. The
recommended placement is just below the address. When you print a document using this
Template, Now Contact inserts the correct bar code for the Contact being printed, instead
of the placeholder shown on your screen.

Label Template Setup options

You can create or modify Templates for labels of virtually any size. Since labels are fre-
qguently used to place shipping information on packages, Now Contact provides you with
the same options for Label Templates as for Envelope Templates.

A Label Template consists of one or more text objects, usually depending on the size of
the basic label you're printing. A large shipping label might contain one text object for a
return address and another for a destination address. Label Template text objects can con-
tain static text or merge fields you specify for each Contact printed.

Word Processor documents

You can create document Templates to use as the basis for letters and faxes you create in
the Now Contact Word Processor. You can include merge fields in your document Tem-
plates, making it possible to send important information to several people at once without
having to write a separate letter for each recipient. See “Creating and Printing Docu-
ments,” later in this chapter for more information.
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Using the Template Editor

The Template Editor combines familiar word processor features with graphics capabilities

for creating the basic foundations of print documents.

HP-Postcard

Toolbar kl- -|—||:||r:)|451| |..|.|||@ T}' !i' @' «*»I +|
Text formatting [Geneva == I=EAuEEREEIEEE EL L
tool. T
ools ||I|||I|||I|||I|||I|||I|||I|||I|||I|||I|||I|||I||I|||I|||I|||I|‘:‘I|||I|||I|||I|||I|||I|||I|||I|?I:h"‘r RUIer
r 4 = Right margin
T control
Ruler E
3 I Left margin
E i ST control
3
_—: FirrstMamnex «LastNarmes
= «Cornpany
E « Vil Addr essn
k cikCitys, <WKST wWkEips
&
Fage Setup hi3EE w428 R oK )

Click to display the
Dimensions dialog hox

Template Editor Toolbar

The Template Editor features a Toolbar at the top of the window. The graphics tools and
buttons that are available depends on the type of Template you are creating or modifyin

Selection Rounded Insert
tool Line  rectangle  Select line Move Previous Compound
‘ tool lool thl:kness to back Contact Merge Field Online Help
|m-1—||:||o|451||..|.u|§| E}'!i' @'0 & <<¢>>| g .‘
Text Redungle Inserl Brmg to Preview Next Inserl
tool  tool graphics front Contact Merge
Fiel
Single One-and-a- Decimal
Ilu‘lic Pnderline space half space tab
[[enevs = =IE= = ==|:||_|1‘|:|‘T| |
Font pop-up Bold Center| Justify Leh Right
menu tab E
Font size
pop-up Flush  Flush Double  Center
menu left right space tab
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Working with graphics

You can place graphics saved in MacPaint, PICT or EPS format to your Template. Graph-
ics are placed as separate elements in Address Book, Label, Envelope and Contact List
Templates; they're placed in-line with text in document and Contact Details Templates.

To Now Contact 1.x userdVhen you use version 1.x Letter, Fax and Contact Details
Templates in Now Contact version 3.8, graphics contained in the Templates are converted
from separate elements to inline graphics.

To place a graphic in a Template:
1. Click the Picture tool.
A directory dialog box opens where you locate and select a graphic to place.
2. Locate and select the graphic you want to place in the Template.
3. Click Open.
The pointer changes to a special picture cursor for placing your gr{gphic (

If you're creating or modifying an Address Book, Label, Envelope or Contact List
Template, you can place the graphic anywhere on the page. If you're creating or
modifying a Letter, Fax or Contact Details Template, the graphic is placed at the text
insertion point.

4. Click to place the graphic.

To resize a graphic in a Template:

1. Click the graphic once to select it.

2. Drag one of the four corner handles.
All resizing is proportional.

To move a graphic in a Template:

1. Click the graphic once to select it.

2. Drag it from its center.

Using merge fields in Templates

Merge fields let you automatically place specific pieces of Contact information in pre-
defined areas of your Templates.

Compound merge fields

Clicking the Compound Merge Field button in the Template Editor Toolbar opens a long
pop-up menu of compound merge fields and options; fields are surrounded by angle brack-
ets (« »), while options are not. The sections of fields and options are divided by separators.
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The following table shows which merge fields are inserted for the options in the first two
sections.

Choose this... To insert...

«Today’s date» Today’s date

Primary Postal Address «Listing»
«PriAddress»
«PriCity», «PriST» «PriZip»
«PriCntry»

Home Postal Address «FullName»
«HmAddress»
«HmMCity», «cHMST» «HmMZip»
«HmMCntry»

Work Postal Address «FullName»
«Company»
«WKkAddress»
«WKCity», «WKST» «WkZip»
«WkKCntry»

The third section of the compound merge fields list lets you insert the Home Return Ad-
dress and Work Return Address you've defined in the Personal Data pane of the Prefer-
ences window.

The fourth section of the compound merge fields list consists of field names based on th
data you've selected as Primary for each Contact. Choosing «FullName» and «Listing»
inserts the Full Name and Listing according to formats set in the General pane of the Pre
erences window.

The fifth section of the compound merge fields list contains fields that insert information
about the Contact, as well as information on attachments to the Contact.

This section is not available for Address Book, Envelope and Label Templates.

Choose this... To insert...
«Keywords» A list of all Keywords specified for the Contact.

«Category»  The Category to which you're assigned.
«Notes» The text for all notes attached to the Contact.
«Events» A summary of all Calendar Events attached to the document.

«Documents» Information about all documents attached to the Contact—the
documents’ names, descriptions, and so on.

The last section in the compound merge fields list displays all of the Copy Contact Info
Formats that are set for the current Contact File. These are the same Format names that
appear on the “Copy Contact Info” submenu in the Edit menu. You set Copy Contact Info
Formats in the Copy Contact Info pane of the Preferences window.
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Inserting a Copy Contact Info Format name into a document allows you to enter several
blocks of Contact information in one step, rather than inserting the information one merge
field at a time.

Individual merge fields

The pop-up menu that appears when you click the Merge Field button lets you insert indi-
vidual merge fields, one at a time.

Inserting merge fields

To insert a merge field into a Template, position the cursor where you want the merge
field to be inserted, then choose the desired merge field from the Compound Merge Field
or the Merge Field menu. Choose the appropriate field or fields from the menu; the merge
field appears in the Template at the location you specified.

Format merge fields so that they’ll look correct when replaced with actual Contact data.

For example, when creating the last line of an address, be sure to place a comma and space
between «WKCity» and «WKST», and a space between «WKST» and «WKkZip». You can
select any merge field in the Template Editor and apply any text style to it.

1 When applying a text style to a merge field, be sure that you select the entire merge field,
*~ including the brackets surroundingit.

Preview the appearance of your Template by clicking the Preview button and then moving
forward and backward through Contacts in the current Contact File using the Next Contact
and Previous Contact buttons.

Creating and Printing Documents

You can use Now Contact’s built-in Word Processor to create documents such as letters
and faxes that can be either individual documents for a single Contact, or merge docu-
ments for multiple Contacts.

When you create a document, you can choose a Template to determine the document
specifications. Now Contact includes several preset document Templates, or you can de-
sign custom Templates using the Template Editor.

Word Processor Toolbar

The Now Contact Word Processor Toolbar buttons are described below.

Insert
New Previous Compound

Docun"lenl Snve (ul Puste Contact  Merge Field Online Help
\|-|a|u|@|au-|@| R EIEI R ]
Open Prmt (opy (Ieur Prewew Nexi Insert

Contact Merge
Fiel

The Word Processor text formatting buttons are identical to buttons in the Template Editor.
For descriptions of these buttons, see “Template Editor Toolbar,” earlier in this chapter.
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146  (Chopler]?



Creating a letter or fax
The Word Processor provides all of the tools you need to create letters and faxes.

To create a letter or fax:
1. Select the Contact you'll be sending the document to.

You can either select the Contact in the List View, or open the Detail View for the
Contact.

2. Choose New from the File menu.

A dialog box opens where you can select the type of new file you want to create.

Create a new. ..

Letter

Contact File

Template: | Elank Page il | [ Cancel ] [[ (a4 ]]

3. Depending on the type of document you want to create, click the Letter or the Fax ico

The icon becomes highlighted.

4. From the Template pop-up menu, choose the Template to use as the basis of the let
or fax.

This pop-up menu displays all of the available Templates for the currently selected
document type. To create a document without any preset formatting specifications,
choose Blank Page and modify the document as needed.

5. Click OK.

The Now Contact Word Processor opens. If you selected a Template that contains
merge fields, they’re replaced by the actual data from the selected Contact.

EFI=———— lntitldll =———————— 1=
Toolhar HE I@I EI él 3{) I EE. @I é/l @I ¢.| ¢| <<+»I«¢»I
Text formatting | [Geneva Rz EEEE R EL L
tools 0 [ E B 4 B [ P
5 bbb bbb b e b b b B b b b B b b b I8 b b o IR0 L b 1 5
Left margin e 4 Right
control «Today’s Datex margin
control
«FullNames=
«Comparys
<k Addresss
Ak Citys, kST Ak Zips
Dear «Saluts «<LastMames:
&
[o] 2
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Type any additional text to be included in the document.
Add text as necessary, as you would in any word processor.

When you've finished working on your document or you want to save your work,
choose Save from the File menu or click the Save button in the Toolbar.

A standard directory dialog box appears, allowing you to name your document and
choose a location for storing it on your hard disk. The dialog box also includes a pop-
up menu for choosing a file type.

Choose a file type from the File Type pop-up menu.

Save the document as a Now Contact file to make it accessible from within Now
Contact’s Word Processor, or save it as a text file to open it with another word
processor.

Enter a name and choose a location for the document, then click Save.
The document is saved in the location you specified.

Close the Word Processor by clicking its Close box, or by choosing Close from the
File menu.

Creating a merge letter or fax

Creating a merge document is very much like creating an individual document, except that
you specify multiple Contacts as recipients instead of just one.

To create a merge letter or fax:

Select the Contacts you'll be sending the merge letter or fax to.

You can either select the Contacts in the List View, or reduce the contents of the List
View to the desired recipients of the document by using the Find function or
QuickFind.

1, At print time, you can also choose to send a merge document to all marked
Contacts, or to all of the Contacts in your Contact File.

Choose New from the File menu, or click the New Document button.
A dialog box opens where you can select the type of new file you want to create.

Depending on the type of document you want to create, click the Letter or the Fax
icon.

The icon becomes highlighted.

From the Template pop-up menu, choose the Template to use as the basis of the letter
or fax.
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The Now Contact Word Processor opens. If you selected a Template that already con-
tains merge fields, they appear in your document.

EI=————————— lIntitled | =———————11=
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«Today's Dates
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«Company:

“fkAddresss
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Insert additional text or merge fields into the document as desired.

To insert a merge field, position the cursor where you want the merge field to go, the
choose the desired merge field using the Compound Merge Field or Merge Field pop
up menus.

Preview your merge document with actual Contact data, if desired.

Click the Preview button to see how the document looks with the merge fields re-
placed by actual data. Click the Previous Contact or Next Contact buttons to move
through the Contacts.

You can'’t edit your merge document in Preview mode; to resume editing the
*~ document, click the Preview button again.

When you've finished working on your document or you simply want to save your
work so far, choose Save from the File menu.

A standard directory dialog box appears, allowing you to name your document and
choose a location for storing it on your hard disk. The dialog box also includes a pop-
up menu for choosing a file type.

Depending on the desired result, choose Now Contact 3.5 or Text from the File type
pop-up menu.

. Enter a name and choose a location for the document, then click Save.

The document is saved in the location you specified. For instructions on printing your
document, see the next section, “Printing documents.”

. Close the Word Processor by clicking its Close box, or by choosing Close from the
File menu.
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Printing documents

Two printing procedures are presented in this section. The first assumes that you want to
view and possibly modify the document before you print it. The second procedure shows
you how to take advantage of Now Contact's Template-based printing to print your docu-
ment without previewing it.

To view and then print a document:
1. Select the Contact(s) to whom you'll be sending the document.

You can either select the Contacts in the List View, or reduce the contents of the List
View to the desired recipients of the document by using the Find function or
QuickFind.

1, Ifyou're printing a merge document, you can also choose to send it to all
marked Contacts or to all of the Contacts in your Contact File.

Open the document that you want to print.

Make any desired changes to the document, or preview it if desired.
Choose Print from the File menu.

The Print dialog box opens with special Now Contact options at the bottom.
5. Set the Now Contact printing options as desired.

Select the Attach document to Contact(s) checkbox if you want to add the document
to the Contact Log(s) of the Contact(s) you've selected to receive it.

If you're printing a merge document, choose from the Which contacts pop-up menu.

Choose... To print...

Template Preview The document with no Contacts, showing the merge fields
themselves.

Selected contacts The Contacts currently selected in the List View.
Marked contacts The Contacts that you've previously marked.
Current list The Contacts currently displayed in the List View.

Entire Contact File All of the Contacts in the Contact File..

The Which contacts pop-up menu is dimmed when you're printing an individual
*~  (non-merge) document.

6. Click Print.
The document is printed.

In merge documents, the order in which the Contacts are printed is determined
*~ by the current list’s sort order.
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To print a document without previewing or modifying it:

1.
2.

Select the Contact(s) to whom you'll be sending the document.

Choose Print from the File menu.

The Print dialog box opens with special Now Contact options at the bottom.
Click Select Template.

The Template Selection dialog box appears.

Choose Fax or Letter from the Template Type pop-up menu.

Select the Template that you want to use for printing.

Click OK.

You're returned to the Print dialog box.

Set the Now Contact printing options as desired.

See step 5 in the previous procedure for an explanation of these options.
Click Print.

The document is printed.
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Chapter 13
QuickAccess Features

Now Up-to-Date and Now Contact offer several quick access features that give you the
ability to view, enter and edit Calendar and Contact information without having to launch
the main applications. The QuickAccess components are described in the following table,
and the rest of this chapter describes each one in detail.

This component...  Lets you...

QuickContact View, edit and dial existing Contact, find existing Contacts, and create
new Contacts.

QuickDay View and edit Events for the current day, receive and respond to Re-
minders, and create new Events.

QuickPad Enter new Event and Contact information in an intuitive and free-form
way.

Using QuickContact

The QuickContact component adds a pull-down menu of Contacts, telephone numbers a
options to your menu bar. You can find, view, dial, and copy Contact information from
QuickContact. You can also use QuickContact to launch Now Contact where you can
modify Contact information and create new Contacts.

$SaNYPINY

Adding Contacts to QuickContact

You specify which Contacts in your primary Contact File appear in the QuickContact
menu by selecting the QuickContact checkbox in the Contacts’ Detail Views. You must
save the Contact File before the newly added Contact will appear in the QuickContact
menu.
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Configuring QuickContact

Before you can use QuickContact to find Contacts and display frequently called Contacts
in the pull-down menu, you need to set up the QuickContact control panel.

This section assumes that you installed QuickContact when you installed Now Contact,
and that you've restarted your Macintosh since installation. If this isn't the case, please do
so before proceeding.

o —=

To configure the QuickContact control panel:
1. Open the QuickContact control panel.

Open the control panel by choosing Control Panels from the Apple menu and locating
and opening QuickContact.

The name of your primary Contact File appears at the bottom of the control panel.

O QuickContact =

Now Contact™ 3.8 £ Lo |

QuickContact Menu leon: @ on D off

Menu Preferences
Font:l Charcoal I Size:l 12 I

D Show Phone Labels Find Hotkew. ..
Selecting lern in menu:| Shows More Info

Primary Contact file: "My Contact File™

2. Select the On radio button next to QuickContact Menu Icon.
3. Choose a font and size from the Menu Preferences pop-up menus.
4. Select the “Show Phone Labels” checkbox if desired.

Selecting this checkbox precedes the telephone numbers in the QuickContact menu
and the QuickContact Find dialog box with a label indicating whether they are Work,
Home, Fax or Mobile numbers (or a telephone number in a Custom Field).

5. Click the Find Hotkey button.

A dialog box appears where you specify a hotkey to open the QuickContact Find dia-
log box.

6. Press the desired key combination in the “Enter Hotkey:” text field.

The hotkey can be any combination of letters and numbers plus one or more modifier
key (Shift, Command, Option, Control or a function key). The key combination you
press appears in the text field.

7. Click OK.

Your hotkey is saved; press this key combination in any application to open the
QuickContact Find dialog box.

8. Select an option from the Selecting item in menu pop-up menu.
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10.

The four options in this pop-up menu determine what happens when you choose a
Contact from the QuickContact pull-down menu.

Choose... To...

Shows More Info Display the Contact’'s essential information in the
QuickContact Find dialog box.

Opens Contact Record  Open Now Contact and then open the Detail View for the
selected Contact.

Dials Primary Phone Dial the Primary telephone number for the Contact you
chose.

Copies to Clipboard Copy the Contact’s essential information to the Clip-
board.

Close the QuickContact control panel.

Your QuickContact settings are saved. QuickContact settings are stored in the
QuickContact Preferences file located in the “Now Contact Prefs” folder inside your
Preferences folder.

Click the QuickContact icon in the menu bar.

The Contacts in your primary file that you've specified to include in QuickContact
now appear in the QuickContact menu.

Working with QuickContact

This section describes how to use QuickContact to view Contacts, create new Contacts,
find a Contact, and more.

To view a Contact using QuickContact:

Click and hold the QuickContact icon in the menu bar.

The QuickContact menu displays several options and the list of Contacts you've se-
lected from your primary Contact File.
B

Choose to open the QuickContact Find Contact... 3
Find dialog box New Contact...

Open Mow Contact™
Choose to open the Now Contact 1
Detail View for a new Contact Elsa Bannister................ Fx: (2100 555-6890

SSaNYYPINY

Harnilton Berger. Mk (3100 S55-6597
Bernard Quat wk:(z10)555-¢117| — Choose a Contact to
ETlen Ripley... Hm:(212)555-2110| | open the QuickContact
Rocket Group. ik (31005555555 | diglog box

Choose to launch Now Contact

Choose one of the Contacts in the menu.
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The QuickContact dialog box displays the Contact information for the selected Contact.

QUkaconfaCf - A Component of Now Contact

Find : [rocket 1 Found

B
Work Address:
1943 Winnerdon Flatz Rd.
Los Angeles, C4 20045
Usa

Bernard Quatermass : Rocket Group

[

Click to dial the
[2) wr: Gy sss-6117 number shown
[2] Hm: 2133 555-3110

[2] Fx: 10y 555-6830

2] rv:

=

[[ Open Contact... ]] [ Copy Contact ] [ MNew Contact... ] [ Cancel ] [ Find ]

Click to open the Click to copy the  Click to open the Now  'Click to quit Click to open the
Now Contact Detail COPK Contact info  Contact Detail View QuickContact  QuickContact Find
View for the Contact  to the Clipboard  for a new Contact dialog box

3. Click the Cancel button to dismiss the dialog box.

i, Alternately, you can hold down the Option key while choosing a Contact from
the QuickContact pull-down menu to open your primary Contact File in the full
Now Contact application and open the Detail View for the selected Contact.

To find a Contact using QuickContact:

1. Choose a Find Contact from the QuickContact menu.
The QuickContact Find dialog box appears.

2. Type the text you want to search for in the Find text field.

QuickContact searches your entire Contact File based on First Name, Last Name,
Company and Full Name, so choose the text to search for according to these criteria.
The Full Name option allows you to search for Contacts simply by typing the first let-
ters of their first and last names, with a space in between.

3. Click the Find button (or press the Return or Enter key).

The names of any Contacts matching the text you entered appear in the box below the
Find field, followed by their Company names. The first Contact in the found list is
selected, and information for that Contact appears to the right.

To dial a Contact using QuickContact:
1. Choose a Contact from the QuickContact menu, or find a Contact as described above.

The QuickContact dialog box displays the Contact information for the selected Contact.
2. Click the phone icon button next to the number you want to dial.

See “Dialing Contacts” in Chapter 9, “Viewing and Dialing Contacts,” for details.
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To modify a Contact using QuickContact:
1. Choose a Contact from the QuickContact menu.

The QuickContact dialog box displays the information for the selected Contact.
2. Click the Open Contact button.

Now Contact opens and displays the Detail View for the selected Contact.
To create a new Contact with QuickContact
1. Choose New Contact from the QuickContact menu.

Now Contact opens and displays an empty Detail View window.

2. Enter the new Contact information.

Using QuickDay

The QuickDay component adds a pull-down menu to your menu bar. It also lists the current
day’s Holidays and Special Events, Appointments, To-Dos, Calls and Undated To-Dos. The
QuickDay menu lets you create new Events, edit existing Events and open Now Up-to-Date.
This provides you with a quick way to glance at your schedule without having to launch
Now Up-to-Date, or to edit any of the listed Events simply by choosing one of them.

Working with QuickDay

The QuickDay pull-down menu makes it easy to view, create and edit Events, even when
you're not running Now Up-to-Date.

Events that you create or modify using the QuickDay Event Info dialog box aren’t saved to
your Calendar File until you open it in Now Up-to-Date.

o —=

To check your schedule using the QuickDay menu:
1. Pull down the QuickDay menu by clicking and holding the QuickDay menu bar icon.
Below the commands, the menu lists the current day’s Holidays and Special Events,

Appointments and Meetings (in chronological order), and To-Dos, Calls and Undated
To-Dos.

. You can specify which Event types appear in the QuickDay menu. See “Setting
Event Menu preferences” later in this chapter for more information.

(=]
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To create a New Event using QuickDay:
1. Choose New Appt. from the QuickDay menu.

The QuickDay Event Info dialog box appears, with your primary Calendar File listed
at the top right. A new Appointment is created automatically with the default attributes.

2. Enter the desired text and values for the new Appointment in the dialog box.

There are a few limitations when using this dialog box to create or edit Events, as
compared to using the Event Info window in Now Up-to-Date:

QuickAccess Features 157



158

» Public Events are created and edited offline, and aren’t posted to the Public Event

Server until the next time you open your Calendar File in Now Up-to-Date.

» Only standard Repeating Events can be created; Custom Repeats aren’t available.
* You can't create or edit Sticky Notes, Banners or Graphics.

3. Click Add to save the settings for the new Event.
4. Click OK to close the dialog box.

To edit an existing Event using QuickDay:

1. Pull down the QuickDay menu.
2. Choose any Event from the menu.

The QuickDay Event Info dialog box appears with the Event selected.

Select u different month

Select a different year

QuickDay™ Event Info

"My Calendar File™

May 1955 | Title:  [interview |
s [M [ 1 [ w][7T][F]s when:  [11/3/99 | [4:30pm |-[en0pm |
1 = -
. Category :| Euziness - | Priority | Mone  + |
Click o day B4 5. & 7is
thert dete 18t 8010020 2L 22 Remind: [50][Cmin_before v tDislog | [ Simple Beep |
2z 24 23 26 27 ] 29
20 2 [3 Ellen Ripley, Shikozha Labs, %k : 617-555-1400
ks
Dawid”s Birthday 45| 1
IMeeting
® Get a3 card for David
=# Edit memo
® Call Jacki
@ Organize bookshelf
K%

EH

) = I C =)

Delete ] [

-Modify
Event
informerion

The selected Event is highlighted;
click another Event to select it

3. Make any desired changes to the Event.

Click to creete  Click to delete the
anew Event  selected Event

Note the following limitations in this dialog box:

» Public Events are created and edited offline, and are posted to the Public Event
Server until the next time you open your Calendar File in Now Up-to-Date. If
you've modified Events contained in password-protected Public Categories, you'll
be prompted for the passwords when you open your Calendar File.

» Only standard Repeating Events can be created; Custom Repeats aren’t available.

« Editing the description of a Repeating Event changes the description of all future
Events in the repeating series, without first asking you whether the change should
affect one, all or future occurrences.

* You can't edit Meeting Notices, only view them.

* You can't create or edit Sticky Notes, Banners or Graphics.

4. Click OK to save the new settings for the Event and close the dialog box.
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Setting QuickDay preferences

Use the Preferences settings in the QuickDay control panel to specify what items appear in
the QuickDay menu, how QuickDay reminds you of your Now Up-to-Date Events, and
more.

To set Event Menu preferences:

Open the QuickDay control panel.

Open the control panel by choosing Control Panels from the Apple menu and then lo-
cating QuickDay.

The name of your primary Calendar File appears at the bottom of the control panel.

0 === QuickDay =——=—-—"o=H
Now Up-to-Date™ 2=t |
QuickDay Functions: ) On (b ofr

Menu leon: !:l Bell O off

About... ] [ Freferences... ]

Primary Calendar file: "My Calendar File™

Depending on whether or not you want to use the QuickDay Event menu, select
“Bell” or “Off.”

Select “Bell” to have the bell icon appear in the menu bar so that you can use the
Event menu; select “Off” if you don’t want to use the menu at all.

If you select “Off,” you will not receive any reminders for which you’ve chosen
*~  the “Menu Bar Alert” notification option. You can close the control panel at
this point, since the Event Menu will not be displayed.

Click Preferences.

The Preferences dialog box appears.
Choose Event Menu from the Preferences pop-up menu.

The Event menu pane of the Preferences dialog box appears.

Preferences: | Event Menu - |

SSaNYYPINY

Event menu displays: Event menu commands & Hot Keys

E Holidays E Specialz E ppts. E New Appointment
To-Dos Call, Undated
X B cans B undateds [] Mew To-Do

Event menu format [ Mew can

Font: Same as Clock hd @ Mew Undated
E Event Info
Size: Same as Clock +

[<] Dpen Mo Up-to-Date

1l

N oK )|
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5. Select the checkboxes for the Event types you want to appear in the QuickDay Event
Menu.

The Event types you select will appear in the pull-down menu.
6. Select the checkboxes for the commands you want to appear in the QuickDay menu.

7. To set a Hot Key for an Event menu command, highlight the text field next to the
command and press a key or key combination.

Once you've configured a Hot Key, pressing the corresponding key combination will
activate that command.

8. Specify a font and font size for the QuickDay menu text.
9. Click OK to save the QuickDay menu settings.
You're returned to the QuickDay control panel.
To set Reminder preferences:
1. Open the QuickDay control panel.
2. Click Preferences.
The Preferences dialog box appears.
3. Choose Reminders from the Preferences pop-up menu.

The Reminders pane of the Preferences dialog box appears.

Preferences: | Rerninders hd |

Default action when acknowledging a rerninder (menu bar or alert):

Auto snooze after:

Stop reminding after :

() Snooze Reminders () Dismizs Reminders

(e )| ) |

4. Set a Default snooze delay for your Reminders.

When a Reminder appears, you can delay it for this period of time by clicking Snooze.
(You can also change the Snooze delay for an individual Event when its Reminder
appears.)

5. Set an Auto Snooze after delay for your alert dialog box Reminders.

When a Reminder alert dialog box appears, it remains on screen until this period of
time has passed; it then snoozes automatically for the amount of time you set for the
default snooze delay in step 4.
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This setting applies only to alert dialog box Reminders. It ensures that the alert dialog
boxes don't interrupt background processes such as printing or modem downloads.

Set a Stop reminding after period for your Reminders.

When a Reminder appears for an Event and you don’t dismiss it, it reappears until the
period of time specified here has passed.

Select a default alert action for your Reminders.

Dismisses Reminder turns off the alert when you acknowledge the Reminder. Snoozes
Reminder delays the alert for the default snooze time you specified in step 4 when you
acknowledge the Reminder.

You acknowledge menu bar alerts by clicking on the menu bar display when the alert
appears. You acknowledge dialog box alerts by pressing the Return or Enter key when
the alert appears; depending on your selection here, either the Snooze for or Dismiss
button in the dialog box is already highlighted.

Click OK to save the Reminder settings.

You're returned to the QuickDay control panel.

SSaNYYPINY
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Using QuickPad

162
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QuickPad, included with Now Up-to-Date & Contact, gives you the ability to enter new
Calendar and Contact information quickly and at your convenience without forcing you to
open the main applications. QuickPad uses SmartWords to automatically define and
schedule Events; see “Using SmartWords” later in this chapter for details.

Working with QuickPad

This section details how to use QuickPad’s features to create Events or Contacts, find a
Contact, jot down notes, dial a call, and other useful functions.

In order to use QuickPad to find a Contact, you must already have selected a primary
Contact File in Now Contact. See Chapter 8, “Using Now Contact” for more information.
To create an Event with QuickPad:

1. Open QuickPad by choosing it from the Apple menu or using the QuickPad hot key.

See “Setting QuickPad Preferences” later in this chapter for more information on set-
ting the hot key.

Click fo change  Click to minimize
Click to crecte on Eventornote To-DoorCyll  the window

Stettus Click to hidle the

Click to save the SuickPa i |-I> o Contact info area
Event or (omd—ﬁ o« B 7 Mot Done (t1— Click fo start
Enter Eventfitle: — 1 Titte: | |
use SmartWords
Timer duration

Enter text in the — displery
Description fNote
dred — Click to open the
Event schedule —-|pate: 1171799 Tirne : - oooo:o0 B Dete /Time picker

Narne BH—Clickto find
Contuct info Cornpany o Contact
area

_TJWork : I %r

Click ta choose Phone number Click to dial the

phone types field phone number

The appearance of the QuickPad window differs slightly for each Event type.
For illustration purposes, an Appointment window, which contains a majority
of the available elements, is shown above.
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2. Type atitle for your Event in the Title field.

If the first word you type is a SmartWord, QuickPad selects the corresponding Event
type when you tab out of the field, and schedules the Event with the preset start and
end times, if appropriate. To override the selection, click another Event type button at
the top of the QuickPad window.

3. Type additional text relating to this Event in the Description/Notes field.
4. Set or override the date and the start and end times.

You can also use the Date/Time Picker to choose a date and time.
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To attach a Contact from your Contact File, type the Contact’'s name in the Name field
and press Tab.

QuickPad searches for matching names from your Contact File. See “To find a Con-
tact with QuickPad” later in this chapter for details.

To accept a Contact name suggested by QuickPad, press Tab.

The company name and primary telephone number for the Contact appear in the Com-
pany and Phone fields.

Click the Save button.
The Event is saved to your primary Calendar File.

1, You can also save an item by pressing the Enter key, or by choosing Add Item
from the File menu.

If you simply close the QuickPad window, a dialog box appears asking if you want to
save the item to its respective Calendar and/or Contact File, or discard it.

If you quit the QuickPad application, any open windows are retained without being
saved to a Calendar and/or Contact File. The next time you launch QuickPad, the un-
saved windows will open, along with a new window.

To create a Contact in QuickPad:

N oS B AN
. . . h . .

To find a Contact in QuickPad:
1.

Open a QuickPad window by choosing QuickPad from the Apple menu or using the
QuickPad hot key.

If desired, enter Event information as described above.
Type the new Contact’s first and last names in the Name field, and press Tab.
Type the Contact’s company hame in the Company field, and press Tab.

Type the Contact’s primary telephone number in the Phone field, and press Tab.

Select a phone type (work or home) from the Phone types pop-up menu.
Click the Save button.

New Contacts are stored according to the preferences you defined for new
Contacts in the Now Contact Preferences dialog box.

SSaNYYPINY

Open a QuickPad window by choosing QuickPad from the Apple menu or using the
QuickPad hot key.

Type a first or last name in the Name field, or a company name in the Company field,
then press Tab.

QuickPad automatically enters the first alphabetical matching name from your Contact
File. If multiple matches are found, the Find Contact button appears as a head icon. If
no matches are found, the Find Contact button appears as a question mark icon.
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ﬂ 3. Click the Find Contact button.

If QuickPad found one or more matches, the matching Contacts are displayed. Select a
Contact entry and click OK to add it to the QuickPad window.

If QuickPad found no matching entries, the Find dialog box opens. You can then per-
form a more detailed search, or create a new Contact as described above.

To dial a phone number in QuickPad:

1. Open a QuickPad window by choosing QuickPad from the Apple menu or using the
QuickPad hot key.

2. Find an existing Contact with its phone number, as described above, or enter a new
phone number in the Phone field.

3. Click the Dial button.

The dialing functions use the settings that you've specified in Now Contact. See “Di-
aling Contacts” in Chapter 9, “Viewing and Dialing Contacts,” for details.

Using SmartWords

QuickPad uses SmartWords to help you create Events and attach Contacts without specify-
ing an Event type in the Toolbar, or clicking the Find button to find a Contact. If the first
word you type in the Title field is a SmartWord, QuickPad selects the corresponding Event
type when you tab out of the field, and schedules the Event with preset start and end times.
The following table lists the SmartWords that you can use to trigger specific actions in
QuickPad.

> You can type SmartWords in any format you want—all capital letters, all lowercase let-
v ters, or any combination.

Type this SmartWord... To trigger this action...

with, w/, at, @, or seg][first or last name] attach a Contact name to the current Event, as
in “lunch with monica”.

meet, meeting, appt, visitpr see create an Appointment scheduled to start at
the current time by default.

call, phone, ring,or fax create a Call scheduled for the current time.

to-do, todo,or do create a To-Do scheduled for the current time.

breakfast create an Appointment from 7:00 am to 8:00
am.

lunch create an Appointment from 12:00 noon to
1:00 pm.

dinner create an Appointment from 7:00 pm to 8:00
pm.

note or remember create a Note.
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You can attach Contacts to Events using the SmartWord “with.” Just follow one of the
SmartWords listed above with the word “with,” followed by a Contact’s first, last, or com-
pany name. The first matching Contact found will be attached by default.

Using QuickPad throughout the day

Save space in the QuickPad display by clicking the Minimize button in the title bar. When
you minimize a window, only a small bar remains displaying the item’s title, and you can
drag the bar to any location. Click the Minimize button again to see the entire window.

call joe r

| |ca11 melizsa r|

| |schedu19 dentist r|
i E|rneet with sales dept

Minimize button

Minimizing a QuickPad window does not save the item to your Calendar or Contact file.
You must specifically choose to Save or Add the item as described in the previous section.

QuickPad supports drag and drop, so you can drag selected text from the Description/Note
field (or other fields) into Now Up-to-Date or Now Contact, to another application or to

the Finder to create a clipping file. You can also drag text from other applications into
QuickPad’s text fields.

Setting QuickPad preferences

Preferences let you specify how you want to open the QuickPad application, and which
Event type appears by default when you open a new window.

Open the QuickPad application either by choosing it from the Apple menu or using a hot
key. The default hot key is Control-Option-Command-Spacebar.

To set QuickPad preferences:
1. Choose Preferences from QuickPad’s File menu.

The QuickPad Preferences dialog box opens. The default hot key combination apped
in the New Item Hot Key field.

QuickPad Preferences

SSANYYPINY

Mew ltemn Hot Key < 38 =pe

Default ftem Type:
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2. Press the key combination you want to use to open a new QuickPad window in the
New Item Hot Key field.

Your hot key can be any combination of letters and numbers plus one or more modi-
fier keys (Shift, Command, Option, Control or a function key). The key combination
you press appears in the text field.

3. Choose an item type from the Default tem Type pop-up menu.

The item type you choose (Appointment, Call, To-Do or Note) will be selected by de-
fault when you open a new QuickPad window.

4. Click OK.

Your hot key is saved; you can now use it in any application to open a QuickPad win-
dow with the default item type you selected.
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Chapter 14
Linking Events and Contacts

Setting linking preferences
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Now Up-to-Date integrates seamlessly with Now Contact, letting you share information
easily and efficiently between the two applications. You can create new Contacts in Now
Up-to-Date and automatically add them to your Now Contact File, and you can search for
specific Contacts and link them to an Event without leaving Now Up-to-Date.

When you create a linked Contact from within Now Up-to-Date, the Contact information
is sent to Now Contact via Apple Events and added to your primary Contact File by de-
fault. Similarly, when you create a linked Event in Now Contact, the Event information is
sent to Now Up-to-Date via Apple Events and added to your primary Calendar File. Once
you create a linked Contact or Event, you can switch applications and see the linked item
in the other file instantly.

If the application you're linking to isn’t running at the time, the sending application uses a
“store and forward” technique to make sure the new information is saved and added the
next time you launch the destination application.

Now Up-to-Date links to your primary Contact File by default, just as Now Contact auto-
matically links to your primary Calendar File.

If you make changes to the linked Contact or Event after its creation (for example, a
Contact’s telephone number changes, or an Event’s time or date changes), the changes are
recorded in both applications regardless of where they were made.

Before you begin sharing information between Now Up-to-Date and Now Contact, you
need to specify in the Preferences windows of each application how you want the comm
nication to occur.

The steps below describe how to set linking preferences from within Now Up-to-Date.
Follow the same procedure from within Now Contact.
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To set linking preferences:

Choose Now Contact from the Preferences submenu of the Define menu.

The Now Contact pane of the Preferences window appears.

EO0=———————— Preferences

Contact File... Hard Disk :MNow Contact :Contacts

E ATways Tink Contacts to contact file

General

D Transzfer to Mow Contact when creating new Contacts
Now Contact

Holiday

Special

Primary Phone :

To link to a Now Contact file other than your primary Contact File, click the Contact
File button.

! It's best to maintain the same pair of linked files at all times.

A directory dialog box appears, where you locate and select the Contact File you want
to link to.

Locate and select the desired Contact File, then click Link.

The file you selected is now the destination for Contacts you create and link from
within Now Up-to-Date, as well as the source for Contacts you link to Now Up-to-
Date from within Now Contact.

Select or deselect the Always link Contacts to contact file and Transfer to Now Con-
tact when creating new Contacts checkboxes as desired.

Always link Contacts to contact file automatically links every new Contact to the se-
lected Contact File. If you don’t want all Contacts created in Now Up-to-Date to be
linked to your Now Contact File, deselect this checkbox.

Transfer to Now Contact when creating new Contacts automatically transfers you to
Now Contact whenever you create a new Contact.

Choose a default telephone number type from the Primary Phone: pop-up menu.

This telephone number type (Work, Home, Fax or Mobile) is automatically selected in
the New Contact dialog box when you create a new Contact.

There is no corresponding selection in the linking preferences from within Now
<~ Contact.

Close the Preferences window.

You're returned to your Calendar File. The Now Up-to-Date preferences for linking
with Now Contact are set.
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Working with linked Contacts in Now Up-to-Date

Use the Now Up-to-Date Event Info window to create, edit, and search for Contacts stored

in your linked Contact File.

You can tell by looking at the Event Info window whether a

Contact attached to an Event is linked or not, as shown below.

Unlinked Contact ——

IR ey LA il i M LML ddiited W 1 dththdundd M

L—1—— Allen Reed, Celestial Software, Inc., Wk: (310) 555-9002 1]

Linked to your Contact File

Linked to another user’s Contact File——

[@ Peggy Holme, Odyzzey Corporation, Wk: (212) 555-2075
[ Denise Arthur, atlas Temporary Serwices, Hm: (S02) 555-4503

To create a linked Contact:

b B

1. Locate the Event to which you want to attach a linked Contact.

2. Double-click the Event

The Event Info window opens.

3. Choose New Contact from the Contact submenu of the Event menu, or click the New
Contact button in the Toolbar.

The New Contact dialog box appears.

4. Enter the desired Contact information in the appropriate fields.
5. Select the Add to checkbox.

If you selected “Always link Contacts to contact file” in the Now Contact pane of the
Preferences window, this checkbox is selected by default.

MNew Contact

First Name : | Harald

Last Marne : | Lirne

Campany @ | Greene Consulting
Phone : Wk YI|(31 ) 555-7121

[<] 4dd to "Contacts

Displays the name of

[ MNow Contact™... ] [ Cancel

] [[ ~ ]] the linked Contact File

i
Click to open Now Contact to the
Detail View for this Contact

6. Click OK.

nynq burinyg

LinkingEventsand Contacts 169



170

Once a Contact is linked to a Contact File, it cannot be unlinked. The only way to
break the link is to delete the Contact or the Event.

ElREEE

Title: | Interiew | E Elocks My Time
Cateqory :| Personal v| Type: | Appt. v| Priarity :
mE

Rernind : | rin. before vI | Alert Dialog vI | Simple Beep VI

[ Harold Lime, Greene Consulting, Wk: (3100 555-7121

Interwview candidate for research pozition.

Modified : Jane Tennyson, 9/2/99, 9:24 AM (3]

Only a first, last and company name and a single telephone number for a Con-
*~ tact appear in Now Up-to-Date.

To edit a linked Contact:

Double-click the Contact in the Event Info window’s Contact field.

The Contact Info dialog box appears. If more than one Contact is attached to the
Event, the total number of attached Contacts is listed in the upper-right corner; click
the left and right arrows to display the other attached Contacts.

Contact Infa zof 3 [@|[5]
First Marne : |Har01d |
Last Marne : |Lime |
Company : |Greene Consulting |
Fhone [k _=][tz100 555-7121 |
|

[ Mow Contact™. } [ Cancel ] [[ 0K ]]

Make the desired changes to the Contact.
You can edit any of the text fields in the dialog box.

When you're connected to a network and sharing Event information with other

users, you may view, but not modify, Contact entries linked to other users’ Con-
tact Files.

Click OK.

The changes appear in the Contact field of the Event Info window and in the Contact
in your Contact File.
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To find an existing Contact and link it to an Event:

Locate the Event to which you want to attach a linked Contact.
Double-click the Event.
The Event Info window opens.

Choose Find Contact from the Contacts submenu of the Event menu, or click the Find
Contact button in the Toolbar.

The Find Contact dialog box appears.

Find Contact: | |

Type the text you want to search for in the text field.
You can search for a Contact by first name, last name, full name or company name.
Click Find.

A dialog box appears, listing all of the Contacts in the linked Contact File that match
your search text (if no matching Contacts are found, the dialog box indicates “O con-
tacts found”).

Select the desired Contact.

2 contacts found in “Contacts ™ @I

Wictor Carroon, The Rocket Group, Work: (210) 555-5555 7

Bernard Quatermass, The Rocket Group, Work: (3100 555-6117 [
Erich Rechenheim, The Rocket Group, Work: (2100 555-6117

]

[ Find... ] [ Mew... ] [ Cancel ] [[ Attach to Evend ]]

|
Click to re-enter  Click to create a
search text new Contact

7. Click Attach to Event.

You're returned to the Event Info window, where the Contact appears with a Contact
icon in the Contact field.

nynq burinyg

—

LinkingEventsand Contacts 17



y—

Linked repeating Events

Now Contact handles linked repeating Events differently than Now Up-to-Date, which of-
fers flexible handling of repeating Events and lets you view them wherever they occur in
your Calendar File. If you link a Contact to a repeating Event, Now Contact’'s Contact Log
displays only the last repeating Event in the series (if the last Event is in the past) or the
next occurrence in the series; no other Events in a repeating series are listed.

Deleting linked Contacts

You can delete linked Contacts from the Contact field of an Event's Event Info window.
Deleting a Contact from Now Up-to-Date doext delete the Contact itself from your
Now Contact File.

If you delete an Event to which you've attached linked Contacts, the linked Contact entries
are deleted along with it. The Event entry is deleted from each of the corresponding Con-
tacts’ Contact Logs, but the Contacts themselvesatrdeleted.

You cannot delete a Contact linked to a Public Event if the Contact is linked to another
networked user’'s Contact File. Such a Contact appears in the Event Info window preceded
by a dimmed Contact icon.

To delete a linked Contact:
1. Locate the Event that contains the Contact you want to delete.
2. Double-click the Event.

The Event Info window opens.

Select the Contact in the Contact field.

Press Delete/Backspace.

The Contact is removed from the Contact field, and the corresponding Calendar Event
in Now Contact is deleted from the Contact’s Contact Log.

You can “re-link” the Contact at any point by finding the Contact and attach-
*~ ing it to the Event again.

Working with linked Events in Now Contact

172

Now Contact lets you create Calendar Events manually in the Detail View, or automati-
cally when you dial a Contact’s telephone number. You can link these Events so that they
also appear in your Now Up-to-Date Calendar File, which lets you receive automatic up-
dates whenever the Events are modified in Now Up-to-Date.
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Creating linked Calendar Events in the Detail View

Creating linked Calendar Events when using Now Contact and Now Up-to-Date together
is only slightly different from creating unlinked Events.

1 Certain elements of Now Up-to-Date’s Event Info window are missing from Now

*~ Contact’s Event Info window—for instance, the Priority, Repeat and Remind settings, and
some of the available Event types (Banner, Sticky Note and so on). When you link a Calen-
dar Event to your Now Up-to-Date Calendar File, these settings take on the values you set
in the Event panes of the Now Up-to-Date Preferences window.

To create a linked Calendar Event:

Open a Contact’s Detail View.

The Contact Log at the bottom of the Detail View displays any Events already at-
tached to the Contact; the most recent Events appear at the top of the log.

Choose an Event type from the New Event submenu in the Contact menu, or click the
appropriate Event button in the Toolbar.

The Event Info window opens, where you enter the necessary information for the new
Calendar Event. See “Creating Calendar Events for a Contact” in Chapter 8, “Using
Now Contact,” for a full discussion of available Event types.)

Click to open Now Up-To-Dirte Click to link or unlink this
to the Event Info window for Eventto the primary
this Event Calendar file
|
Em Ellen Ripley : Event Info. ="————
e o1 [=][5] [E]
Title : |New To-Do | Status: | Mot Done hd |
when: E[10/7/99 |Friday 10:28 M | Timer: [00:00000 |
]
o]
]

' If you selected the “Transfer to Now Up-to-Date when creating new events”

*~ checkbox in the Preferences window, Now Contact transfers you to your Now
Up-to-Date Calendar File immediately after you choose an Event type. The
Event Info window for the new Event opens in Now Up-to-Date, with the new
Event already linked to the original Contact. See “Creating New Events” in
Chapter 3, “Using Now Up-to-Date” for more details on creating Events.

Enter the appropriate information for the new Calendar Event.

Click the Link/Unlink Event button in the upper-right of the window.

If you selected Always link events to calendar file in the Preferences window, the
Event is already linked. If you don’t want this particular Event to be linked to your
Now Up-to-Date Calendar File, click the button again.
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Close the Event Info window.

You're returned to the Detail View. If your Calendar File is currently open in Now
Up-to-Date, the new Event has been added. If your Calendar File is not currently
open, the new Event is added the next time you open the Calendar File.

> You can switch quickly to your Now Up-to-Date Calendar File by Option-
double-clicking a linked Event in the Contact Log—you go directly to the cor-
responding Event Info window.

Deleting linked Events

You can delete linked Events from either the Detail View or the Event Info window. De-
leting an Event from Now Contact doest delete the Event itself from your Now Up-to-
Date Calendar File.

If you delete a Contact that contains linked Events, the linked Events are deleted along
with it. The corresponding Events in your Now Up-to-Date Calendar File lose their entries
for the deleted Contact, but the Events themselvesatideleted.

To delete a linked Event in the Detail View:

1.
2.

Open the Detail View for the Contact with the linked Event you want to delete.
Select the Event in the Contact Log and press the Delete key.

The Event entry is removed from the Contact Log, and the corresponding Event in
Now Up-to-Date loses the Contact that was attached to it.

To delete a linked Event from the Event Info window:

1.
2.

3.

Open the Detail View for the Contact with the linked Event you want to delete.
Double-click the Event in the Contact Log.

The Event Info window opens.

Click the Link/Unlink Event button in the upper-left corner of the window.

The icon on the button changes to a broken chain, and the corresponding Event in
Now Up-to-Date loses the Contact that was attached to it.

Close the Event Info window.

You're returned to the Contact’s Detail View, where the Event remains in the Contact
Log.

You can “re-link” the Event at any point by clicking the Link/Unlink Event but-
*~ tonin its Event Info window.
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Chapter 15

Using Now Up-to-Date & Contact
on a Network

If you're using Now Up-to-Date & Contact on a network, you can share Events and Con-
tacts with other users through Public Categories stored on a Public Event Server or a Pub-
lic Contact Server.

This chapter assumes that a Macintosh running a Public Event or Contact Server contain-
ing Public Categories already exists on your network. If one doesn'’t exist on your net-
work, consult your network administrator before proceeding. If you plan on using your
Macintosh as a Public Server, refer to the Administrator's Guide for details.

o —=

Communicating with a Public Server

To view shared Events and Contacts, you must connect to the Public Event or Contact
Server. Connecting to a Server is a simple process, and requires only that AppleTalk be
active on your Macintosh. To verify that AppleTalk is active, choose Chooser from the
Apple menu. AppleTalk’s Active button in the Chooser window should be selected.

1 Youcan also connect to a Public Server via TCP/IP, either remotely or via a local area
*~  network. After making sure that your TCP/IP connection is active, simply follow the pro-
cedures for either Now Up-to-Date or Now Contact below.

Connecting Now Up-to-Date to a Public Event Server

Shared Events are stored and maintained in Public Categories on a Public Event Server.

To connect to a Public Event Server:
1. Choose Server Connections from the Define menu.

(V)
-
=2
-—
-
-
=
=
2
—tu
=
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The Server Connections dialog box appears, showing the names of any Public Event
Servers that you've connected to previously. If this is the first time you’re opening the
dialog box, this area is blank.

Server Connections
Server Name Zone Status Last Update Time Frequency
[
=
[ Add... J [ Locate... ] [ Online ] [ Tirme Zone... ] [ Set Freq... ]
(e ] (o) [ )
2. Click Add.
Fick a Server
Zones: Servers:
Click to select || [Ethernet il [Company Meetings Server 5
a zone LocalTalk [ | [Marketing Events Server [ . .
Product Developrment Server Active servers in
Sales Events Server the selected zone
appear in this list
Click to select
a server
= =
[ Cancel ] [[ 0K ]]

If no Public Event Servers appear in this dialog box, you should verify that
AppleTalk is active on your Macintosh and that at least one Public Event
Server exists on your network.

*—=

If you want to connect to a Public Event Server using TCP/IP, click TCP/IP...
and enter the server’s name, its IP address, and its port number (this informa-
tion should be supplied to you by the administrator of the Public Event Server),
then click OK. The server should now appear in the Server Connections dialog
box; skip ahead to step 5.

o —=

3. Add a Public Event Server by selecting it in the Servers list and clicking OK.
You're returned to the Server Connections dialog box.

4. Repeat steps 2 and 3 to connect to other Public Event Servers on your network.
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Select the Server name, and change settings as desired.

Click... To...

Set Freq Choose the time interval at which your Calendar checks the
Public Event Server.

N Increase the frequency to a longer time interval if
you want to reduce network traffic.

Update Now Update your Calendar File immediately.

Set Time Zone Choose the time zone offset type (ahead or behind) and the
number of hours to offset.

Use this feature when you are in a different time zone
*~ than the Server.

Click OK.

You're returned to the calendar display. In the Month, Week or List View, the status
message in the header briefly reads “public events up to date” when you have success-
fully connected to the Public Event Server. (You may also notice that a Meeting menu
has been added to the menu bar. The Meeting menu is described in Chapter 12,
“Group Scheduling.”)

Changing Public Event Server status

You may want to disconnect temporarily from the Server to reduce network traffic or to
turn off AppleTalk on your PowerBook to conserve battery power. When you do this, your
Calendar File will indicate that you are “offline.” To resume communication with the
Server, go back online. You may also permanently disconnect from a Server.

At times you may lose your connection to a Server if someone renames or moves it. If this
happens, the status message reads “looking for [Public Event Server name]” constantly
rather than “public events up to date.” When you see this message, you may need to re-
establish your connection.

To change Public Event Server status:

Choose Server Connections from the Define menu.

The Server Connections dialog box appears, listing any Public Event Servers you've
connected to previously.

Select a Public Event Server and make the desired change to its status.
Click... To...

Offline Temporarily disconnect (go offline). E,'
Online Go back online. =,
Remove Permanently disconnect. ‘g
Removing the Server connection also removes Public Catego- g
*~ ries and the Public Events they contain from your Calendar File. B¥-]

continued next page
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Click... To...

continued from previous page
Locate Re-establish connection. Select the desired Server in the dialog box.
3. Click OK.

You're returned to the calendar display.

If you removed the connection to the Server, the Meeting menu option is also re-
moved from the menu bar. You do not have access to group scheduling functions un-
less you are logged in to a server.

Editing and creating Public Events while offline

When you disconnect from your network and open your Calendar File, you still have ac-
cess to the Events in all Public Categories that were part of any existing Sets the last time
you were connected to the Public Event Server. You can edit these Events and create new
ones.

The first time that you edit or create a Public Event while offline, a dialog box will appear,
indicating that the Public Event Server is not responding, and asking if you want to make
changes offline and send the edits to the Server the next time you connect.

The server “Marketing Events Server * is not
responding. Do gou want to make changes offline and
hawe thern stored to the server the newxt time you

eannect?

Cew ) C )

When you click OK, the new or modified Event is saved in your Calendar File. If Marks is
turned on in the Event Display submenu of the View menu, a plus sign (+) appears next to
the Event, marking it as an edit that will be sent to the Public Event Server the next time
you're connected. Subsequent edits or new Events are automatically marked without inter-
rupting you with a confirmation dialog box.

Reconnecting to a Public Event Server

The updating of the Public Event Server when you reconnect to the network is a mostly
automatic process. If you set the Public Event Server status to “offline” in the Server Con-
nections dialog box while you were disconnected, change the status back to “online.” Oth-
erwise, simply opening your Calendar File after restoring your network connection starts
the updating process automatically.
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If Now Up-to-Date discovers that an Event you modified while offline was also edited by
someone else in your absence, a dialog box appears indicating that your edited version of
the Event was not stored to the Public Event Server, and asking if you want to save the
edited Event to a Private Category called “Unreconciled Events.”

The event “Conference Call with Alexander /James *
was not stored to the server because someone else
rnodified it while you were offline. Do you want to
=ave the event to your Unreconciled Events category
instead?

[ bisears | | s |

You can either click Discard to delete your edited version of the Event, or click Save to
place the Event in your Unreconciled Events Category (if this is the first time an
Unreconciled Event has occurred in your Calendar File, the special Category is created
automatically). You can then compare it to the version that was edited while you were

offline, if you want.

To compare an unreconciled Event to the original Event:
1. Select the unreconciled Event.
An unreconciled Event is denoted by a question mark (?) in front of its title.
You must turn on Marks in the Event Display submenu on the View menu in
*~ order to see the question mark.
2. Choose Find Original from the Event menu.

Now Up-to-Date switches the current View and highlights the original version of the
Event. Once you've located the original Event, you can decide whether to keep it or
replace it with your changes.

' If the Event was moved to a different Category that is not in your current Set,

Now Up-to-Date may not be able to find it; we suggest that you switch to a Set
in which you subscribe to all Categories to have the best chance of finding the

original Event.
3. Choose Find Original again to move back to the Unreconciled Event, if you want.
Choose Find Original to move the View back and forth between the two Events.

If you made changes while offline to a password-protected Public Category to which you
don’t have access, you will be asked to enter the password when the edits are sent to the
Server. If you don’t know the password, you can store the edited Events to the
“Unreconciled Events” Private Category.

To find an unreconciled Event, choose Find from the Event menu, type “?” (the Mark that
is attached to unreconciled Events) in the text field, and click Find.

While offline, you can’t modify existing Public Categories or create new ones.
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Connecting Now Contact to a Public Contact Server

Shared Contacts are stored and maintained in Public Categories on a Public Contact
Server.

To connect to a Public Contact Server:
1. Choose Server Connections from the Define menu.

The Define Server Connections dialog box appears.

Define Server Connections
Check Categories to subscribe to;

Connected Servers uncheck to remove from Contact File

D Online |:| Alert when deleting

Status: Category Info Contacts

Last Update:

Update Every:

[ Add Server... ] [ Remnove... ]

[Locate Server...] [ Update Mow ]

The scrolling list under Connected Servers shows Public Contact Servers to which
you have connected. If you are not connected to any (or if this is the first time you are
connecting to a Server), this area is blank.

2. Click Add Server.

Add/Locate
Zones: Servers:
Click to select Ethernet 7| | Marketing Contacts Server £ Adive servers in
o zone LocalTalk Sales Contacts Server the selected zone
TCRAP appear in this list
Click to select
a server
[ Cancel ] [ ]

If no Public Contact Servers appear in this dialog box, verify that AppleTalk is
active, and/or that a Public Contact Server exists on your network.

*—=

If you want to connect to a Public Contact Server using TCP/IP, click TCP/IP
and enter the server’s name, its IP address, and its port number (this informa-
tion should be supplied to you by the administrator of the Public Contact
Server), then click OK. The server should now appear in the list at right; go on
to step 3.

o —=
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3. Add a Public Contact Server by selecting it in the Servers list and clicking OK.

You are returned to the Define Server Connections dialog box. The Public Contact
Server you selected now appears in the Connected Servers list and its Public Catego-
ries are displayed in the scrolling list in the upper right.

Category Servers
Check Categories to subscribe to;
Connected Servers uncheck ta remave from Contact File
Sales Server o + Employees 6@ i
+ Mendors
+ Investors R
i k%

E Online D Alert when deleting contacts
Status: Updating Category Info 14 Contacts
Last Update: 8/1/99 5:23 PM Farts suppliers

Update Every :

[ Add Server... ] [ Rernave... ]

[LocateServer...] [ Update Now ]

4. Select the Categories you want to subscribe to.

In the scrolling list on the right, double-click a Category. This places a checkmark in
front of the Category name and includes the Category’s Contacts in your Contact File.

Repeat step 5 to add other Categories from this Server. Repeat steps 3, 4, and 5
*~ to add Categories from other Public Contact Servers on your network.

5. With the name of the connected Server selected, choose its update frequency from the
Update Every pop-up menu.

The update frequency indicates how often your Now Contact application checks the
Public Contact Server for new Public Contacts or modifications to existing Public
Contacts.

.. Click Update Now to update Public Contacts on this Server immediately.

6. Select the Alert when deleting checkbox if you want to receive an alert when a Public
Contact is deleted.

7. Click Done.
You're returned to your current Contact File.

Choose Find All from the Find menu to display the Contacts in the Public Categories
you subscribed to.

Installing a single copy of Now Contact on both a desktop Macintosh and a PowerBook i
an acceptable way to take your Contacts with you when you travel. Generally, it's best to
quit Now Contact on your desktop Macintosh when you leave the network site and plan t
connect remotely with your PowerBook.

(V)
-
=2
-—
-
-
=
=
2
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=
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Changing Public Contact Server status

You may want to temporarily suspend communication with a Public Contact Server (go
offline) to reduce network traffic or to turn off AppleTalk on your PowerBook to conserve
battery power. You may also permanently disconnect from a Server.

You may lose your connection to a Server if someone renames or moves it. If this happens,
the Server status message reads “Looking for [Server name],” rather than “Shared Con-
tacts up to date.” When you see this message, you may need to re-establish your connec-
tion.

y—

To change the status of a Public Contact Server:
1. Choose Server Connections from the Define menu.

The Define Server Connections dialog box appears, listing any Public Contact Servers
you are connected to.

2. Select a Public Contact Server in the Connected Servers list and make the changes
you want to its status:

Click... To...

Offline Temporarily disconnect (go offline).
Online Go back online.

Remove Permanently disconnect.

Removing the Server connection also removes Public Catego-
*~ ries and the Public Contacts they contain from your Calendar
File.

Locate Re-establish connection. Select the desired Server in the dialog box.
3. Click Done.

The Server status changes to reflect your selection.

1 Disconnecting from a Public Contact Server is not the same as going offline. When you
*~ disconnect from a Server, the Contacts in the Public Categories you subscribe to are no
longer available in your Contact File.

Editing Public Contacts while offline

Contacts in Public Categories remain in your Contact File when you temporarily suspend
communication with a Public Contact Server (@ffiine).

Before you go offline, update your Server connections to be sure that you have the most
current version of all Public Contact information in your personal Contact File.

Public Contacts that you create or modify while offline are automatically sent to the Public
Contact Server when you launch Now Contact and resume communication with the Server.
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When you edit or create a Public Contact while offline, the message “Edits pending for
[Server name]” appears in the status bar at the bottom of the Now Contact window (List
View and Detail View). This message remains until you resume communication with the
Server and the Public Contacts are updated.

You can't modify attributes of existing Public Categories or create new ones while you're
offline.

Reconnecting to the Public Contact Server

Public Contacts you create or edit while offline are automatically updated when you re-
sume communication with the Server.

If Now Contact discovers that a Contact you modified while offline was also modified by

a network user who was online, your edited version of the Contact is not posted to the
Public Contact Server. Your changes are instead saved to a Note called “RECONCILE
FIELDS” attached to the Contact. This allows you to compare your changes to the version
that was edited while you were offline.

Unreconciled Contact Notes are also attached to Public Contacts the next time the Server
is updated. If you subscribe to a Contact that was modified both online and offline, you'll
see the dialog box below when your Server is next updated.

After polling the servers, one contact was reconciled.
s Do you wish to view that contact?

Comn ) = )

Click OK to display only the unreconciled Contact(s) in the List View; you can then open
the Detail View and compare the offline changes in the Note to the current, updated Con-
tact.

If you made changes while offline to a password-protected Public Category to which you
do not normally have access, you will be prompted to enter the password when the edits
are sent to the Server.

nynq burinyg
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Sharing Events Using Public Categories

184

Events that are assigned to Public Categories can be viewed and modified by all users (ex-
cept for Events assigned to password-protected Public Categories). In addition, all users
can create and modify Public Categories.

Viewing Events from Public Categories

To see Public Events in Now Up-to-Date, you first need to select the Public Categories
whose Events you want to view. You do this by including Public Categories in one or
more Sets.

To view Events from Public Categories:
1. Choose Sets from the Define menu.

The Define Sets dialog box appears displaying the name of each Public Event Server
you are connected to, along with any Public Categories it contains.

Set: [ Standard Set -]
Categories in Set: Category Info:
—-- Private Categories -——— 4
+ Birthdays n
+ Exercise n
+ Holidays n
+ Home n [ Receive Reminders
~ Papdags Al | color:
+ Perzanal n
—-- Public Event Server -——— o [ outtine
+ Dev. Dept. Meetings n [ tatie [ shadow
+ Marketing Calendar n [ under Tine [ condense
Sates Dept. Call Log a [ Duplicate... J [ Mew... ]
Sales Dept. Meetings n
—| [ Delete... } [ Rename... ]
E Include all Events that block my free time [ Cancel } [[ Ok ]]

2. Using the Set pop-up menu, choose the Set you want to add Public Categories to.

! Click New to create a new Set to contain Public Categories.

3. Click to the left of a Category’s name (or double-click the name) to subscribe to it in
this Set.

A checkmark appears to the left of the Category’s name and a Reminder icon appears
after it indicating that you’ll receive Reminders for Events in the Category. Deselect
the Receive Reminders checkbox if you don’t want to get these Reminders.

4, Repeat step 3 for any other Categories you want to subscribe to in the Set.

1 We recommend that you subscribe to your default Category (specified in the

*~ Preferences window for each new Event type) in any Sets you create. See “Sets
and your default Category” in Chapter 5, “Organizing Calendar Events” for
more information.
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5. When you've finished adding Categories to the Set, click OK.

You're returned to the calendar display. Now Up-to-Date begins retrieving Public
Events from the Public Categories you subscribed to.

Assigning Events to Public Categories

Events that you assign to Public Categories become available to other users who are run-
ning Now Up-to-Date.

You assign an Event to a Public Category the same way you assign an Event to any Cat-
egory—using either the Category pop-up menu in the Event Info window, or the pop-up
menu that appears in the Category column of the List View.

Title: |Interview | E Blocks My Time

Date: E[11/14/99] Time:[9:00 4 |- [10:00 am] Duration:[01 00|
Category :m Type: Priority :

Repeat: L. Dept. Meetings :| total
Marketing Calendar
Rernind : Sales Dept. Call Log :I | Alert Dialog Vl | Sirnple Beep Vl
Sales Dept. Meetings

S

Modified: Julia Gonzalez, 5/22/99, 10:20 AM

The Categories listed in the menu are grouped according to the Server where they reside,

divided by separator lines. Choose a Public Category from the menu to assign an Event to
it. Other users on the network who subscribe to the Public Category will have access to the
Event.

Creating and Modifying Public Categories
It's best to create Public Categories for clear and specific scheduling topics, so that other
users on the network can more easily identify them when choosing Categories for viewing.

You can modify a Public Category whenever you're connected to a Public Event Server,
as long as you have the password. See “Password-protected Categories” later in this chap-
ter for details.

To create a new Public Category:
1. Choose Categories from the Define menu.

The Define Categories dialog box appears.

nynq burinyg
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Notice that =Private= appears next to Server—this indicates that any Categories you
create will be Private Categories and stored locally in your Calendar File, unless you
change the selection in this menu.

gerver:
Private Categories
Eirthdays [ Mew...
Business [
Exercize
Horne
Faydays
Wacation
[ QK
o

Choose a Public Event Server from the Server menu.

The Public Event Server's name appears next to Server, and the Categories stored on
the Public Event Server appear in the Categories on Server list.

Click New.
The New Public Category dialog box appears.

Mew Categary

Mame: MNew Category Fasswords

e )= )

Modified : Now Up-to-Date User, 5/18/99, 9:10 A

Type a name for the new Category in the Name field.
Type a description of the Category’s purpose in the Purpose field, if desired.

Including a description is very helpful to network users trying to decide which Cat-
egories to subscribe to.

Type in passwords as desired to add password protection.
See “Password-protected Public Events and Contacts” later in this chapter for details.
Click OK.

You're returned to the Define Categories dialog box; the new Category appears in the
Categories on Server list.

Click OK.

You're returned to the calendar display. The new Public Category is automatically
added to your current Set, and you can now assign Events to it.
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To modify a Public Category:
1. Choose Categories from the Define menu.

The Define Categories dialog box appears.
2. Choose a Public Event Server from the Server pop-up menu.

The Public Event Server’'s name appears next to Server, and the Categories contained
on the Public Event Server appear in the Categories on Server list.

3. Select the Category that you want to modify.

4. Click the button for the modification you want to make.

Click... To...

Delete... Delete the Category and all Events stored in it.

Move... Move the Category to either another Public Event Server or your own
Macintosh.

Edit... Change the information shown for the Category.

See “Password-protected Categories” later in this chapter for details on delet-
ing password-protected Categories.

You're returned to the Define Categories dialog box.
5. Click OK.

You're returned to the calendar display.

Public Categories and Sets

As you start to use Public Categories, and as additional Public Categories are created on
your network’s Public Event Server, you may find that there is more information displayed
in your Calendar File than you want to view at one time. The Sets feature allows you to
view only Events from selected Categories, and to “filter out” Events from other Catego-
ries.

The Include all Events that block my time option in the Define Sets dialog box ensures that
your Calendar displays Meetings and other Events which you have marked as Attending.
See Chapter 16, “Group Scheduling,” for more information.

Once you've created Sets, switch between them by choosing Set names from the bottom of
the View menu.

You can also set a different color and/or text style for the Events in each Category, so th:
when you look at your calendar display, it's easier to tell which Events come from which
Category. See “Using Sets” in Chapter 6, “Organizing Calendar Events,” for details.
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Sharing Contacts Using Public Categories

188
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Contacts that are assigned to Public Categories can be viewed and modified by all users
(except for Contacts assigned to password-protected Public Categories). In addition, all
users can create and modify Public Categories.

Assigning Contacts to Public Categories

Once you connect to a Public Contact Server, you can assign Contacts to Public Catego-
ries. Contacts in Public Categories are available to other network users who have Now
Contact.

Keywords you assign to your Contacts are not available to network users when you assign
the Contacts to Public Categories.

To assign a Contact to a Public Category:
1. Open the Detail View for a Contact.
The Category to which the Contact is assigned is in the Category pop-up menu.

2. Open the Category pop-up menu.

The pop-up menu lists the available Categories, which are grouped according to the
Server where they reside and divided by separator lines.

Business
F arnil
-y : #Genera

Per=onal

---= Sales -

Sales Shared Contacts
Vendors

Define Categories...

3. Choose a Public Category from the Category pop-up menu.

If the Contact has Notes or Calendar Events attached to it, a dialog box appears giving
the option of making all attachments public, private, or leaving them unchanged.

Click the appropriate button to proceed. (Any Custom Fields you've defined for the
Contact are public.)

The name of the Category you chose appears next to Category.
4, Save the Category setting by pressing the Enter key or closing the Detail View.

The Contact is now stored on the Public Contact Server as well as in your Contact
File, and is available to any networked users who subscribe to that Public Category.

To assign multiple private Contacts to a Public Category, select them in the List View and
then choose Assign Category from the Contact menu.

Color and text style settings for individual Categories are personal only; they don't affect
how your Public Contacts appear in other users’ Contact Files.
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Moving Public Contacts

You can assign a Public Contact to a local Category, but doing so moves the Contact from
the Server to your private Contact File and makes it inaccessible to other users. A dialog
box appears when you reassign a Public Contact to a private Category, giving you the op-
tion of moving the Contact or copying it to your private Contact File.

Do you wish to copy or rove thiz public contact? Moving will
s result in deleting the contact from its server.

[ ot [ vee e

Creating and Modifying Public Categories

It's best to create Public Categories for clear and specific topics, so that other users on the
network can more easily identify them when choosing Categories for viewing.

There may be times when you want to modify a Public Category by changing its name or
the passwords you've set for it, moving it to another Server, or deleting it. You can modify
a Public Category whenever you're connected to a Public Contact Server, as long as you
have the password. See “Password-protected Categories” later in this chapter for more de-
tails.

To create a new Public Category:
1. Choose Categories from the Define menu.
The Define Categories dialog box appears. Local is chosen in the Location pop-up

menu—this indicates that any Categories you create will be Private Categories stored
locally in your Contact File, unless you change the selection in this menu.

Define Categories

Location : Cornpany Server™

Customers R 4 Category Info 57 Contacts
Employees Comnpany emplayees

Fress Contacts
Wendors

Investors B

e ) (oo )

[ st ] [ oupticate.. |

| [ Cancel ][[ K ]]

2. Choose a Public Contact Server from the Location pop-up menu.

nynq burinyg

The Public Contact Server's name now appears next to Location:, and the Categories
contained on the Public Contact Server appear in the Categories list.
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3. Click New.

The Category Info dialog box appears.

Category Info

MNarne : Untitled Category Passwords

Dezcription:
Read:

L ]
weiw: [
L ]

Owner:

Modified:
Owner
Last reconciled : [

e ) = )

You'll be prompted for a password to create a Category on the selected Server
*~ if the person in charge of the Public Contact Server has assigned a password
for this function.

4. Type a name for the new Category in the Name field, and, if desired, a description of
the Category’s purpose in the Description field.

5. Type passwords as desired to add password protection.
See “Password-protected Categories” later in this chapter for details.
6. Click OK.

You're returned to the Define Categories dialog box; notice that the new Category
appears in the Categories list along with any previously created Categories.

7. Click OK.

You're returned to your current Contact File.
To modify a Public Category:
1. Choose Categories from the Define menu.

The Define Categories dialog box appears.
2. Choose a Public Contact Server from the Location pop-up menu.
3. Select the Category that you want to modify in the Categories list.
4. Click the button for the modification you want to make.

Click... To...
Edit... Change the Category’s name, description, or passwords.

Duplicate... Enter a new name, description or passwords for the copied category

Delete... Delete the selected Category and its attached Contacts.

You're returned to the Define Categories dialog box.
5. Click OK.

You're returned to your current Contact File.
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Password-protected Categories

A Public Category can be password-protected in order to prevent network users from
changing or deleting Events or Contacts, or from deleting the Category and its contents.
You cannot modify an Event or Contact that belongs to a password-protected Public Cat-
egory, unless you have the password.

When creating a password-protected Category in Now Up-to-Date and Now Contact, the
following password options appear in the New Category and Category Info dialog boxes:

This password... ~ Must be entered to...

Read See any Contacts or Events in the Category. Read-protected Public
Categories are indicated by .

Write or Edit Change or delete existing Events or Contacts in the Category. Write-
and edit-protected Public Categories are indicated¥ by

Owner Create new Contacts or Events; archive, move or delete the Category;
change its name or passwords.

nynq burinyg
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Chapter 16
Group Scheduling

With Now Up-to-Date’s Group Scheduling feature, you can schedule Meetings with col-
leagues and associates who have also installed Now Up-to-Date and connected to a Public
Event Server. A system administrator sets up users and resources on the Server for Meet-
ings, and then network users configure their Calendar Files for Group Scheduling.

The Group Scheduling features can automatically find the time when you, your co-work-
ers, and your desired Meeting room are all available for a Meeting. All invitees are noti-
fied, whether they’'ve subscribed to that particular Public Category or not; they can then
accept or decline the invitiation. Detailed Meeting information is available in each
person’s Calendar File.

Getting started with Group Scheduling

To begin scheduling Meetings, you first need to set up your Calendar File for Group
Scheduling. This is a one-time procedure (unless you need to change your settings later).

Necessities for Group Scheduling

In order for you to use the Group Scheduling features, the following conditions must exist:

* Your network administrator must install the Public Event Server software on a
Macintosh and then post the names of users, Meeting places, and Meeting resources to
the Server so that these items are available for scheduling Meetings.

* You, along with all those you want to invite to a Meeting, must be connected to a Publi
Event Server.

« You must make yourself available for Group Scheduling by logging in with your user
name.

* You must include at least one Public Category in your current Set.

« You must select users, Meeting rooms and resources listed on the Public Event Serve
and add them to your Calendar File for your use in scheduling Meetings.

ninq burinyg
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Basic setup

If you want Now Up-to-Date to guide you through the Group Scheduling setup, just click
the New Meeting button in the Toolbar, and follow the directions provided at each step.

If you'd rather go through the setup process at your own pace, use the following steps.

To set up your Calendar File for Group Scheduling:

1. Connect to the Public Event Server that's been set up for Group Scheduling, if you
haven't done so already.

Choose Server Connections from the Define menu and add the Server.
2. Choose Log In from the Meeting menu.

The Log In dialog box appears.
3. Highlight your name in the list and click OK.

Select your name from the list identifies you on the network as a participant in Group
Scheduling. Once you click “OK,” your name will appear at the bottom of the Meet-
ing menu, confirming your identification in Group Scheduling. If your name isn’t in
the list, contact your network administrator.

If prompted, enter the password your network administrator has given you. You
*~ can change the password by choosing Set Password from the Meeting menu.

4. Choose Sets from the Define menu.

The Define Sets dialog box opens.

Set: [ Standard Set M|
Categaries in Set : Category Info:
—-- Private Categories -—- 4|
+ Birthdays n
 Exeroise 13
+ Holidays 1
+ Home N [ Receive Reminders
+ Pedeys 8 | cor:
~ Perzonal n
=== Public Event Server --- e [ auttine
+ Devw. Dept. Meetings n [T rtatie [ shadow
+ Matketing Calendar n [ undertine [ condense
Sales Dept. Call Log 'n' [ Duplicate... } [ Mew... ]
Sales Dept. Meetings ,ﬂ
— [ Delete... J [ Renarmne... ]
[<] Include 11 Events that black my free time [ Cancel J [[ 0K ]]

5. Subscribe to at least one Public Category in the current Set.

Double-click the Category’s name to subscribe to it; a checkmark appears to the left
of the name.
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. The Include all Events that block my free time option ensures Meetings and
other Events you have marked as “Attending” will appear in your Calendar—
even Events assigned to Categories that you aren’t subscribed to in any Set, or
on Public Event Servers that you haven't connected to yet. This allows you to
subscribe to fewer Categories, while still keeping abreast of Meetings that af-
fect you. This option is turned on by default when you create a Set that contains
at least one Public Category.

6. Click OK.
7. Choose Users & Resources from the Meeting menu.

The Users & Resources dialog box opens.

Uzers & Resources

Inzlude for scheduling : Dezcription :

i, Skyline Room (107 A description of

Click to add a fs tilsen Room (16) the selected
;lser or resource [y ar Room (13) resource

0 your appears here
Calendar File {7 Coffes Cart PP

[Tp Overhead Projectar
&p T¥/YCR Combo

3 Jeffrey Andersen
@ Carmen Hopkins
[ Betty Russell

[ et oK )|

8. Add any users, conference rooms and resources that you might want to include in a
future Meeting.

The items you add here become available in your Calendar File for Group Scheduling,
even when you're disconnected from the network.

.. Choose only the resources that you'll regularly need for scheduling
Meetings.

9. Click OK.
Group Scheduling setup is complete; you're now ready to begin scheduling Meetings.
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Advanced Setup

Use the following Advanced Setup procedures to define password protection, set time
block availability, and set up convenient Groups of people, Meetings rooms and resources.

Defining Password protection

Password-protect access to your user name to prevent others on the network from logging
in as you. If you don’t have a password assigned yet and you want to create one, choose
Set Password from the Meeting menu.

To remove the password protection, choose Set Password and then delete your password
from the dialog box. You'll be prompted to enter your old password once more to confirm
the change, and then password protection will be turned off.

Setting your Availability

Your Appointments appear as “busy time” during which others shouldn’t schedule con-
flicting Meetings that include you. Banners, Holidays, and Special Events will block out
entire days of “busy time” for you, when the Blocks My Time option is selected in the
Event Info window for those Events.

Use the Availability settings to provide additional Meeting Availability information, such
as your normal lunchtime, and time that you want to reserve during the day for non-Meet-
ing activities.

To modify your Meeting availability, choose Availability from the Meeting menu. Modify
your Availability with the options on the Availability dialog box.

Type: User
Marne: Victor Carroon

Select days and times available for meetings

Place checkmarks next to days available for meetings. Select a day to

=et times for that day . Lunch times apply to every day of the week. Click to make
Click to select or deselect Sunday N ) - : lunch time
Unavailable during Tunch : vnavailable

days of the week Monday
Y Tuesday From: [12:01 &M me:

Wednesday

Thursday To: [11:00PM] To:

Set lunch time

Friday
Saturda

Set hours of availability
for the selected d“Y Reserwve personal time

Choose the number of Il [0 =] tlocks or: [ 30 minute= =]
personal time blocks

Choose the duration of R
personal time blocks

The Reserve personal time option specifies blocks of time in your day when you're un-
available for Meetings even if you have no actual Appointments scheduled.

.. If you prefer to have blocks of reserved time scheduled at specific times instead of letting
= )= . . . g .
v Now Up-to-Date place them wherever available, create repeating time-specific Appoint-
ments for the period(s) of time you want to set aside.
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Setting up Groups

Use the Groups function to identify a group of people—or any combination of people,
Meeting rooms and resources—that you can invite to a Meeting with one selection. When
setting up a Meeting, selecting the Group’s icon invites all the people and places you've
specified.

To create or modify Groups, choose Groups from the Meeting menu. The Groups dialog
box opens.

If you're choosing the Groups command for the first time, Now Up-to-Date asks you to
name the first new Group. Once you've done so, the dialog box opens directly.

Choose a ‘
Group ‘
Graup: | Mew Group ! vI
Mermbers of Group : Itern Info:
Click to select or I, SkyTine Room (10) Information for
deselect an item: Ly wilson Room C16) the selected item
items with L War Roor (19) is displayed here
checkmarks are
included in the & Coffes Cart
GI’OIIP Cp Overhead Projector Click to duplicuie
[Cp TY/YCR Combo the current Group

[@ Madeline Abramzon
[@ effrey Anderson
[ Elsa Bannister

[ Luzas Beauchamp
[@ Susan Bradford

[ Dupl. Group... ] [ MNew Group... ] Click to create a
new Group

Delete Group... ] [Rename Group...ﬂ* ml

Click to rename
[ Cancel ] [[ oK ]] the current Group

‘('itk to delete the
current Group

Scheduling a Meeting

*—=

There are two different ways to schedule Meetings. Use Auto-Pick to let Now Up-to-Date
find the best time to meet on a particular day. Or, use Group View to specify the exact
time you want to hold the Meeting.

Meetings you create while offline don’t block out time on any users’ schedules until you
connect to the Server again.

To schedule a Meeting using Auto-Pick:
1. Choose New Meeting from the Event menu.
The Schedule Meeting dialog box opens.
2. Select the users, Groups, Conference Rooms, and/or Resources to include in the Meeti
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Drag the desired items from the list on the left to the “Req:” list on the right. To dese-
lect an item, drag it back to the first list. To inform a user that the Meeting will take
place but not invite that user, drag the user’'s name to the “Opt:” list. Drag Rooms
and/or Resources directly to the “Req:” area to reserve them.

Schedule Meeting for Tuesday, Movernber 23,1999 9:00 &M - 11:00 &AM

Drag or double-click to invite people and resources to the meeting.

T

I Skyline Room (100
wilson Roorn (163
war Room (19)

Req: [ I Sru e Room (107
[@ Jeffrey Anderson
@ Betty Russell

f
k
(5 Coffes Cart
]

Owerhead Projector [
(50 T¥/VOR Combe
opt: | [ Feth Williams <]
[@ Jefirey anderson
[[@ Carmen Hopkins
[@ Betty Russell
[ Michael Simpson [

[ Auto Pick... ]

Com ) Ce )

[ Graup Yiew... ]

When you drag a Group to the “Req:” list, all of the items it contains appear
*~  separately. Also, when you drag a Group to the Opt list, any Conference
Rooms or Resources it contains are automatically omitted from the list.

3. Click Auto-Pick.
Now Up-to-Date checks the schedules of invited users and Resources and displays
the Auto-Pick dialog box with available Meeting times.
Click o displ The required attendees are available at the following times:
ick to display ——
the Go To Dede ] é Tuesday , November 23,1359
dialog hox 1 hour } Choose Meeting
Click the amows to Time Location duration
move forward or §:00 AM - 200 &M Skyline Room +—Click o fime and
.30 AM - 230 AM Skyline R i i
backe duy 9:00 AM - 10:00 Ak Sk:]}:: R::; locetion fo select i
9:Z0 AM - 10:30 AM Skyline Room
10:00 A - 11:00 &M Skyline Room
10:20 &k - 11 :30 AM Skyline Roormn
[ Cancel ] [[ 0K ]]
The available Meeting times are shown with durations corresponding to the default
duration specified in your New Meeting Preferences.
4, Select the time when you want the Meeting to take place and click OK.
You're returned to the Schedule Meeting dialog box.
5. Click OK.
The dialog box closes, and you see the Event Info window for your new Meeting.
6. Fill in any necessary information for the Meeting and press the Enter key to confirm

the new Event.

The Meeting now appears in your Calendar File, and everyone in the “Req:” and
“Opt:” lists receives notification of the new Meeting.
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To schedule a Meeting using Group View:
1. Choose New Meeting from the Event menu.

The Schedule Meeting dialog box opens.

2. Select the users, Groups, Conference Rooms, and/or Resources to include in the
Meeting.

3. Click Group View.

Any users you've placed in the “Opt:” list appear in italics at the bottom of the list.

Click the
arrows to
moye
forward or —Choose
backa du? ] _<:| LTJ E:> Tuesday , Movemnber 23, 1999 (afternoon—evening) Duration: Meeﬁ_ng
Click to T Z] 1] Z]z2]=]5 durition
. pro | pr | pra | pro | pro | p
d"P'“‘f the Jeffrey Anderson 4|
Go To Dette John Baker ||
dialog hox JuTia Gonzalez
Carmen Hopkins
Betty Russell
Michael Sirmp=on
Earbara Springer
Sedh Williams
The highlighted area
shows the first available
fime forthe Meefing -
]
Choose start I ]
and end . .
fimmes farthis || 0% Stort: [1Zpm 7] bay Ena: [ izam 7] [(cmwa J [ o
display

The highlighted time is shown with a duration corresponding to the default duration
specified in your New Meeting Preferences.

4. Click in a column to select the time you want the Meeting to take place and click OK.
You're returned to the Schedule Meeting dialog box.

5. Click OK.
The dialog box closes, and you see the Event Info window for your new Meeting.

6. Fill in any necessary information for the Meeting and press the Enter key to confirm
the new Event.

The Meeting now appears in your Calendar File, and everyone in the “Req:” and
“Opt:” lists receives notification of the new Meeting.
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Handling conflicts in Group Scheduling

Now Up-to-Date checks for conflicts in the schedules of users you've placed in the “In-
vite:” list only—not users whose attendance is optional. When conflicts occur, you'll see
the dialog box below.

The rmeeting you propose conflicts with some peoples’ schedules. Do you

f weant to pick a better time or book it anyway *

[ Cancel ] [Group \-'iew...] [ #uto Pick... ] [[ Book It ]]

When you see this alert, you can choose to:

» Open the Group View dialog box so you can find a non-conflicting time yourself;

» Open the Auto-Pick dialog box to let Now Up-to-Date find a non-conflicting time auto-
matically;

» Book the Meeting at the time you originally specified, even though some attendees may
not be able to attend the Meeting because of schedule conflicts.

Viewing and responding to Meeting Notices

y—

200

When another user on your network schedules a Meeting and lists you as an attendee,
you'll be notified in Now Up-to-Date with two visual cues. The Meeting Notices button in
the Toolbar changes to look like the button shown here. Also, the right side of the header
area displays a text message telling you to “check Meeting notices.”

One oF more new meeting notices have arrived. To

wiew your meeting notices, choose “Open Meeting
Motices... ” fram the Meeting menu, or click
“Meeting Motices ¥ now .

Click to open the —{——————— mectingmotices | [ Later Click to dismiss
Meeting Nofices this dialog box
dialog box

You can also set different notification options. See “Meeting Preferences” later in this
chapter for details.

You are notified of any new Meeting to which you're invited, regardless of whether you
are subscribed to the Public Category in which the Meeting is stored.

To respond to a Meeting Notice:
1. Click the Meeting Notices button in the Toolbar to open the Meeting Notices dialog box.

You can also choose Open Meeting Notices from the Meeting menu.
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The Meeting Notices dialog box opens.

Meeting Notices

Req/d o]
Status opt Title i
Unconf. Req  Product Planning Meeting Al
Feq  Ad Agency Presentation il

Click to select u —
Meeting,
Shift-click to
select mulitple
Meetfings,

or
Commuand-click
to select muliple,
non-adjacent
Meetings

<

[ Attend } [ Decline ] [ Meeting Info. ] [ Cancel } [[ 0k ]]

Click to Attend  Click to Decline  Click to display
the selected  the selected the HMeeting
Meefing(s) Meeting(s) Info dialog hox

2. Check the information displayed for each Meeting in this dialog box.
The Status column displays Unconfirmed, if you haven't indicated whether you'll at-

tend or decline, or Rescheduled, if the Meeting’s been moved to another date, time or
location.

The Req/Opt column indicates whether your attendance at the Meeting is Required or
Optional (for your information only).

Meetings that are repeating Events appear only once in the Meeting Notices
*~ dialog box. Accepting an invitation to a repeating Meeting marks you as At-
tending for all Meetings in the repeating series.

3. Acton any Meetings appearing in the dialog box as desired.

Click Meeting Info to see the information that you'd see if you opened the Event Info
window for the Meeting.

Meeting Info 1er2 [

Title - Product Planning Meeting Unconf_
Date: Monday, 11/22/99  9.00 AM - 11:00 4M

Category : Development Mestings Repeat: none

Modified By : Michael Simpson

To diseuss aur praduct plans far the coming year and make sure that |42
we're developing the new products that are most likely 4o bring us =
significant revenue inorease.

hgenda:

Martha - Focus Group Results
Lusas - Marketing Survey Analysis
Carmen - Revenue Forecast

General Discussion m
=
(=]
=,
=
=
4. Click OK. (<]
o
-
=

You're returned to the calendar display.
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Proxies

A Proxy is someone who is selected by one user to act on his/her behalf in scheduling
Meetings and accepting/declining invitations to Meetings. A Proxy can:

» Create new Meetings on behalf of the proxied user and include attendees, Conference
Rooms and Resources.

» View the proxied user’'s schedule commitments and Meeting notices.
» Accept and decline invitations to Meetings.

A Proxycannot:

» Read, modify, create or delete the proxied user’s Private Events (they do appear when
the Proxy selects the “Include all Events that block my free time” option in the Define
Sets dialog, but only as time blocks with the generic title **Private Meeting**).

» Change the user’s Log-In password.
» Modify the user's Meeting Availability settings.

Selecting a Proxy for yourself

To select a Proxy, choose Proxies from the Meeting menu. In the Choose Proxies dialog
box, select one or more names—a checkmark appears in front of any names you select—
and then click OK.

Check people who are your proxies.

[@ Madeline Abramson
[@ Jeffrey Andersen
[ Elsa Bannister
[ Lucas Beauchamp
[@ Susan Bradford
[@ Wictor Carroon
@ Martha Diaz
[@ Lawrence Feinberg
@ Julia Gonzalez

« [ Michael Madison
[ Thang Nguyen
[3 Betsy Russe

Com ) Ce )

Once you've selected a Proxy, your name appears at the bottom of the Meeting menu in
the Proxy’s Calendar File. Your Proxy chooses your name from the Meeting menu to
schedule Meetings and accept or decline invitations to Meetings on your behalf.
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Acting as a Proxy for another user

When you act as another user’s Proxy, the user's name appears at the bottom of the Meet-
ing menu below your name. Choose that name from the menu so that it's checked instead
of yours. Your Calendar File automatically changes to display the proxied user’'s schedule.

In the calendar display, some Meeting titles appear in brackets, and no detailed informa-
tion is available for them. To view or edit information for such a Meeting, open the Define
Sets dialog box and add the Category, or you will not be able to see complete Meeting in-
formation. Attend or Decline Meetings in the calendar display by opening the Event Info
window and choosing the desired option from the Meeting Confirmation menu.

To respond to new Meetings, choose Open Meeting Notices from the Meeting menu. You
can accept or decline in this dialog box.

To schedule a new Meeting, choose Schedule Meeting from the Meeting menu. New
Meetings you create while acting as a Proxy automatically include the proxied user as an
attendee and show that user’'s name as the last person to modify the Event.

Choose Print from the File menu to print the proxied user’s schedule.

Acting as a Proxy for a Conference Room or Resource

It's useful for someone in your workgroup to function as a Proxy for the Conference
Rooms and Resources that are available for Group Scheduling, so that you can view or
print a calendar display that shows only the Meetings involving a specific Room or Re-
source. Conference Rooms and Resources always automatically attend Meetings that
they're included in. As a Proxy for a Conference Room or Resource you can create new
Meetings if you wish.

If you are set up as a Proxy for a Room or Resource, choose the item’s name from the bot-
tom of the Meeting menu. The name of the Room or Resource you're proxying for appears
in the title bar of your Calendar File and your Calendar File displays the schedule for the
Room or Resource, and nothing else.

(V)
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Meeting Preferences

204

To set your preferences for Meetings, choose New Meetings from the Preferences sub-

menu in the Define menu. In this pane you can set defaults for new Meetings and Meeting
notification.

EO0=————— Preferentes =————————
— Category :
Priority :
Special Start time: (1)

© G |
Dur-ation:

Appointments Remind:
élert Dialog >

Mew reeting notification: Alert Dialog  *
Meeting notification sound:
AutoPick Interval:

E Always attend New Meetings

PMeetings

To Do

Use this option... To spedify...

Category The default Public Category for Meetings you create.

Priority The default Priority level for Meetings you create.

Start time and Duration The default start time to schedule new Meetings, and
the default duration.

Remind How you want to receive a reminder through
QuickDay.

New Meeting notification The form of alert you want to receive when someone
invites you to a Meeting.

Meeting notification sound The sound that will accompany the alert you receive
when someone invites you to a Meeting.

Auto-Pick interval The interval of Meeting times suggested in Auto-
Pick.

Always attend New Meetings Whether or not you should be shown as attending

Meetings you create.

' If you want your private and public Meetings

¢ to appear as unavailable time to other users
on the network and/or to your Proxy, be sure
that you're entered as attending them, and
that this last checkbox is selected.
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