Chapter 8: Contact Mode 1

Contact Mode @

Contact Mode provides a rich set of contact management features. Contact Mode lets you add contacts,
schedule follow-up tasks, record conversations, define company and contact groups, print labels, export
mail merge files to word-processors and a whole lot more.

Contact Mode contains several different views on your contact data. These views are:

Company View
Contact View
Directory View
Conversation View

Company View shows company information, namely the site address and a list of employees (contacts)
who work for the company. Contact View shows information specific to a particular contact, for
example, the name and address of the company to which the contact belongs, if any, and the contact's
home address, title, position etc.

The Directory View shows both company and contact information in a telephone directory format.

Conversation View show conversations that you and other users have documented with contacts.

] el
Company View [company

When you enter Contact Mode initially, the Company View will be displayed.
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The Company View

Adding a Company Record

One way of adding a company record is as follows:

O Press the button above the Company Window. A Company dialog box will appear.
®  Fill in the fields with the relevant information.

© Press OK.
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Company Hame |Deepak Sareen Azzociates
Address] | Budell House
Address2 | Sudbury Hil

= Company Record

Address§|

Town/City |Harrow-nn-the-HiII

County |Middlese>:

Countgy | ENGLAND
Phone 1 |081 423 8355

Phone g|

Fax 081 473 8332

EMail Address |

|
|
|
|
|
|
Postal Code |Ha1 3N |
|
|
|
|
|
|

Comment |

® Public Record Other Addresszes...
] Pergonal Record

Cancel I | Help I

There are several other ways to add a company record. All the possible ways to add a company record

are shown in the table below:

Company dialog box

Action Description

Using the button. Press the button. This brings up the Company dialog
box. Enter the relevant details and press OK.

Using the (M= Come. Press the [Me®Cme hytton in the sub toolbar. This brings up

button. the Company dialog box. Enter the relevant details and press

OK.

Using the menu.

Select New Company from the Edit/Company menu. This
brings up the Company dialog box. Enter the relevant details

and press OK.

Pressing the INSERT key

Pressing the INSERT key brings up the Company dialog
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on the keyboard. box. Enter the relevant details and press OK.

Double clicking. Provided that there is no record shown in the Company
Window, double click using the left mouse button in the
Company Window. This brings up the Company dialog box.
Enter the relevant details and press OK.

Adding Duplicate Records

If you add a company record whose name already exists, OfficeTalk detects this and pops up a
Company Exists dialog box.

= Company Exists

You already have a company with thiz name. Do you
wizh to:
- Add it az a separate record.
- Make this record another address of
Deepak Sareen Azsociates.
- Cancel the addition of this record.

te |Make Dther Addressl | Lancel I

Company Exists dialog box

OfficeTalk gives you three choices of what to do.

e If you wish to add the record as a separate record, keeping the same company name but in no
way relating it to the record already existing with that name then press the _ button.

e If you wish to add the record, making it another address of the record already existing with that

name then press the button. The record will be added and the text “more...” will
be shown at the bottom right of the Company Window when this record is displayed. Pressing
the left mouse button while the cursor is over the “more...” text will cause OfficeTalk to display
the next record in that group of sites.

¢ If you wish to cancel the operation such that the record is not added at all, then press the
e buton.

Moving Around the Database
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The company records are stored in alphabetical order. You can view the previous or next record in the
database by pressing the [LEreviaus | or Mt | buttons. Alternatively, you can use the LEFT or RIGHT
keys on the keyboard to move to the previous or next record. Pressing the HOME key on the keyboard
will take you to the first company record in the database and pressing the END key will take you to the
last record. You can use the Alphabetical Index at the top of the Company Window to show the first
record beginning with the letter that you select. For example, to move directly to the first record
beginning with the letter T, press the T tab in the Alphabetical Index. If there are no records beginning
with T, OfficeTalk will display the next record alphabetically.

[£]B]C]D|E]F]G]H] 1]

The Alphabetical Index

Editing a Company Record

One way of editing a company record is as follows:

O Select the record that you wish to edit.

®  Press the window button. The Company dialog box will appear with the details of the
selected company filled out.

© Modify the data as required and press OK.

There are several other ways to edit a company record. All the possible ways to edit a company record
are shown in the table below:

Action Description

Using the m Select the company that you wish to edit and press the ﬂ button.

button. The Company dialog box will appear. Modify the data as required
and press OK.

Double clicking. Select the company that you wish to edit and double click on the

Company Window. The Company dialog box will appear. Modify
the data as required and press OK.

Using the Menu. Select the company that you wish to edit and then select Edit
Company from Edit/Company menu. The Company dialog box
will appear. Modify the data as required and press OK.




6 OfficeTalk User Manual

Pressing the Select the company that you wish to edit and press the ENTER
ENTER key on the | key on the keyboard. The Company dialog box will appear.
keyboard. Modify the data as required and press OK.

Deleting a Company Record

One way of deleting a company record is as follows:

© Seclect the company that you wish to delete.

®  Press the button above the Company Window.

©  OfficeTalk will confirm that you wish to delete the company. Press Yes to delete the
company.

= OfficeTalk

9 Are you sure you wish to delete the current

company?

Confirmation of deletion

There are several other ways to delete a company record. All the possible ways to delete a company
record are shown in the table below:

Action Description
Using the @ button. Select the company that you wish to delete and press the
window button.

Using the menu. Select the company that you wish to delete and select
Delete Company from the Edit/Company menu.

Press the DELETE Key Select the company that you wish to delete and press the
on the keyboard. DELETE key on the keyboard.

Searching for a Company Record
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You can search for a particular company or companies by pressing the button. This will bring up the
Search Companies dialog box.

= Search Companies

Company Hame |

Town/City |

Postal Code |

|
|
County | |
|
|

Country |
Phone

Comment

@ Begins With

Results [0 records] ) Contains

| Goto I | LCancel I | Help I

Search Companies dialog box
The Search Companies dialog box consists of several fields into which you may enter your search text,
two radio buttons for si eciﬁing whether you wish to search for a sequence beginning with or containing
the search text, a |_search | button for performing the search and a H button for displaying
the resulting record(s). The most common search is a company name search. You can search for a
company by name in the following way:

© Enter the first few letters of the company name into the Company Name field.

®  Ensure that all other fields are blank. Ensure that the Begins With radio button is selected.

© Press the button.

OfficeTalk will very quickly find the company or companies whose name begins with the letter(s) that
you entered into the Company Name field. The results of the search will appear in the Results window
at the bottom of the Search Companies dialog box. You can display any of the companies in the Results
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window by selecting the relevant company and pressing the button. OfficeTalk will close
the dialog box and display the record in the Company Window.

You can search any of the other fields in exactly the same way. However, if you search other fields and
the Company Name field is empty, the search will take a little longer.

The searching method described above requires you to enter the first few letters of a particular field in a
company record. OfficeTalk also lets you perform a search on records containing a specified search text.

For example, if you knew that the company that you wished to find had two consecutive letter O's in its
name, then you could enter the characters: oo into the Company Name field and select the Containing
radio button and then perform the search.

You may enter search text into more than one field when searching for a particular company. For

example, entering the letter A into the Company Name field and the word Seattle into the Town/City
field will find all those companies beginning with the letter A who are based in Seattle.

Personal Company Records

Sometimes, you will want to mark certain company records as personal to you. You can do this in the
following way:

© Seclect the company that you wish to make personal to yourself.

®  Press the button. The Company dialog box will appear.
© Sclect the Personal Record radio button.
O Press OK.
Company records which are personal to yourself may only be seen by you and will only be found in any

searches performed by you. Personal records in Contact Mode are displayed with a =# symbol to
distinguish them from public records.

Attaching Notes to a Company

OfficeTalk lets you write notes about any company and keep them with the company record. You can
do this in the following way:

O Seclect the company that you wish to write notes for.
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®  Press the button. The Company Notes dialog box will appear.

© Enter any free format text and press OK.

Another way to add notes to a company is by pressing the button in the Company dialog
box.

When you add notes to a company, a 5 marker will appear next to the Comment field to indicate that
this company has some notes attached. You can quickly pop up the Company Notes dialog box by

double clicking on the & marker, using the left mouse button.

You can delete the notes for a company by selecting Delete Notes from the Edit/Company menu. The
marker will then disappear.

Adding Contacts to a Company

The window at the bottom of the Company View is called the Contacts Window. It is a list of contacts
which are associated with the company currently displayed. It is possible to add a contact from either
the Company View or the Contact View (see Contact View section). If you add the contact from the
Company View, the contact will automatically be associated with the displayed company. You can add
a contact and associate it with the displayed company in the following way:

O Select the company to which you wish to add the contact.

® Double click in a blank part of the Contacts Window at the bottom of the Company View

using the left mouse button or press the e® et | hutton. A Contact dialog box will appear.
© Enter the details of the contact and press OK.
The contact will appear in the Contacts Window at the bottom of the Company View. It is possible to

change the company with which a contact is associated. For more information on this, see Specifying
the Company to which a Contact Belongs in the Contact View section.

Auto Dialling a Company

You may auto dial a company provided:
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®  You have a modem connected directly to your computer using the same phone line as your handset
phone.

® The company phone number details have been entered.

You can auto dial a company by pressing the window button above the Company Window. Pressing
this button will bring up the Dial Company dialog box.

= Dial Company

Mumber |0344 FR0000 |

Cancel

Dial Company dialog box

You may choose which of the two company phone numbers to dial by selecting either the Phonel or
Phone2 radio buttons. Alternatively, you may enter a telephone number directly into the Number field.
When you press OK, OfficeTalk will initialise the modem and dial the selected number.

You should ensure that the modem is correctly setup. You can do this by selecting Modem Settings
from the Options menu. For more information on modems, see Setting up a Modem for OfficeTalk
later in this chapter.



Chapter 8: Contact Mode 11

Adding other Addresses for a Company

OfficeTalk lets you store an unlimited number of additional sites for a particular company. You can do
this in the following way:

O Select the company to which you wish to add an additional site (address).

®  Press the ﬁ button. The Company dialog box will appear. Press the

button. An Addresses dialog box will appear. This dialog box contains a list of other site
addresses associated with this company. Each address is, in fact, a separate record.
OfficeTalk does not let you delete addresses from this dialog box, however you may add
new addresses or edit existing ones.

35 Bath Court
Fairfield Road

John Hall Room
Mounthatten House
Softalk House

LClose

Help

Ll

Addresses dialog box

© Press the button. This will bring up an Address dialog box. Enter the address of
the additional site and press OK.
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Address 1 |
Address 2 |
Address 3 |

Town/City |

|

|

|

|

County | |
Postal Code | |
|

|

|

|

|

Country |

Phone 1 |
Phone 2 |

Fax |

EMail Address |

| hE: I ‘_Qancel I | Help I

Address dialog box

If you wish to add an existing company record as another site of a particular company then OfficeTalk
lets you do this in the following way:

O Select the company which you wish to add as an additional site (address).
® Sclect Make Other Address from the company menu (under the Edit menu)

© OfficeTalk will pop up a Search dialog box. Use the dialog box to search for the company
that you wish to group the original company with. Select the company from the dialog

box by selecting the company from the Results window and pressing the
button. OfficeTalk will confirm that iou wish to add the displayed company as another

site of the selected company. Press X%,

= OfficeTalk

Are vou sure you wish to add the company

9 ‘Sareen Software Plc, Sareen House' to the
address chain of company 'Deepak Sareen
Associates, Bydell House'?

OfficeTalk Confirmation
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In both the above cases, the companies will be linked together and the text “more...” will appear at the
bottom right of the Company Window on both records. Pressing the left mouse button while the cursor
is over the text will cause OfficeTalk to display the next record in that group of sites.

If you wish to remove a company record from a group of sites then you can do this in the following
way:

© Seclect the company which you wish to remove from the group of sites.

® Sclect Make Separate Address from the Company menu (under the Edit menu).
OfficeTalk will confirm that you wish to remove the selected company from the group of

. Y
sites. Press L2551,

= OfficeTalk

Are you sure you wish to break the company
9 'Sareen Software Plc, Sareen House' from its
address chain?

OfficeTalk Confirmation

Linking a Company to other OfficeTalk data

OfficeTalk lets you link companies to other OfficeTalk data. You can do this in the following way:

O Select the company that you wish to link so that it is displayed in the Company Window.
® Press the button above the Company window.

© Seclect another linkable item and press the button above that item’s window.

The company will now be linked to that item. A & symbol will appear in the Company Window. For
more information on linking, see the Linking section in the chapter named General OfficeTalk
Features.
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Selecting a Company/Contact Group

OfficeTalk lets you create groups of companies or contacts. For more information on creating, editing or
deleting company/contact groups, see Creating a Company/Contact Group later in this section.

When you select a company/contact group, only the companies or contacts in this group will be visible
from the Company, Contact and Directory Views. You may select a company/contact group in the
following way:

O Press the window button. A Select Contact Group dialog box will appear.
® Select the required group from the Contact Group pull down list.
© Press OK.

= Select Contact Group

Contact Group |--Nu:| Group-- |£I

|£dit Groups.___ I |Qse As Delaultl

Default: --No Group--

I gl( I | Cancel I | Help I

Select Contact Group dialog box

The group name will be displayed above the Company and Contact Windows as well as the number of
records available. Searching and printing will work with the currently selected group. You can deselect
the currently selected group by selecting --No Group-- from the Contact Group pull down list in the
Select Contact Group dialog box.
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Adding a Company to a Group

You may add a company to a company/contact group in the following way:

O Select the company that you wish to add to the group by viewing it in the Company
Window.

o
® Press the button. A Select Contact Group dialog box will appear.
© Select the required group from the Contact Group pull down list.

O Select any contacts, belonging to the company, that you wish to add to the group in addition
to adding the company itself.

0 Press OK. OfficeTalk will verify that you wish to add the current company to the selected
group. Press Yes to confirm.

= Select Contact Group

Contact Group |I:hristmas Card List |£I

Contacts To Add:

Charles Meaden
Steve Armitage
Tirm Lawes

I gl( I | Cancel I | Help I

Select Contact Group dialog box

Finding Which Groups a Company Belongs to

OfficeTalk lets you view which groups a particular company belongs to. You can do this by selecting

7
the company into the Company Window and pressing the %I button. If the selected company does not
belong to any groups then a dialog box will appear indicating this to you.
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= OfficeTalk

® There are no contact groups containing the

company 'Sareen Software Plc, Sareen House'l

OfficeTalk Message

g
If the company does belong to one or more groups then pressing the M button will pop up a window
listing all the groups to which the company belongs:

= Contact Groups [Sareen Software PLC]) I

Public Ltd Cotnpanies
Publishing Companies

Groups to which the selected company belongs

Printing Companies

= .
OfficeTalk lets you print out companies by pressing the button above the Company Window. When
you press this button, the Print Companies dialog box will appear.
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The fields and buttons in the Print Companies dialog box are described in the table below:

Field/Button Description

All companies/
Current group/
Current company

@ All companies
) Current group
O Current company

& Draw line between records
LCancel

& Mew page per alphabetical section

| One record per page

Print fields
BJ Addiess 1 [ City 4 Phone 1
] Address 2 [ County B Phone 2
0] Address 3 [ Postcode B Fax
| Country

Address Indent [0.00" ® Inches

() Centimeters

Paper |.&4 Portrait |£I
|Headers & Eoolers.._l | Title Font. .. I | Field Font._. I

Print Companies dialog box

You may choose what to print by selecting one of these
radio buttons. You can print either all companies in the
entire database, or, if there is a group currently selected,
you can print that group or you can print the current
company.

Draw line between records

Check this check box if you wish to print a horizontal line
between each record printed.

New page per alphabetical
section

Check this check box if you wish to start a new page for
every new alphabetical section.

One record per page

Check this check box if you wish to print only one
company record per page.

Print Fields Select which fields you wish to print from this array of
check boxes.

Address Indent This is the amount of indent between the company name
and the other fields printed below. The default is 0 inches.

Paper This is the paper style that OfficeTalk will use to print.

For more information on paper styles, see the Printing
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section in the General OfficeTalk Features chapter.

Title Font The font of the company name.

Field Font The font of the company address.

OfficeTalk provides common print functionality in all Print dialog boxes. This functionality includes:

® Defining headers and footers
® Printer setup
® Preview capability

For more information on this common print functionality, see the Printing section in the General
OfficeTalk Features chapter.

If you preview the companies print out, with careful selection of fonts, OfficeTalk will display a preview
output similar to that shown below:

OfficeTalk 1.0 [LAWES, Tim] 6 February 1995 08:19

Print... I MNext Page I Prex Page ILne Page || Zoom In || Zoom Dut I Close I

A B

ararr SairlyFla

Pages 20-21 |7 New Messagels) | [INURA |

Company print preview

Importing Companies from a CSV file
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OfficeTalk lets you import company records from Comma Separated Values (.CSV) files. A typical
CSV file format is shown in the table below:

"Name", "Address1", "Address2", "Town", "Postcode"

"Softalk Ltd", "l May Sq", "Hurley St", "Aylesford",  "HP17 7DD"

"DSA", "Bydell Hse" "Sudbry Hill", "Harrow", "HAI 3NJ"

"Acme Ltd", "Acme Rd", "Acme Hill", "London", "SE1"

"Intera Ltd", "Chiltern Hs", "45 Stn Road",  "Henley", "RG9 IAT"

"PPG", "l Pit Way", "Murray Rd", "Staines”, "STI IDR"
CSV File Format

The first line in a CSV file is called the header line and this must always be present. The header defines
the field names of the CSV file. The following lines are individual company records. Most database
packages will provide a CSV format output of their data. Once you have a file in this format, you may
import the data into OfficeTalk in the following way:

Firstly, select Import CSV Records from the File menu within Contact mode.

Edit 5Search Yiew Mode Links

CSY Records...

Export 3
Print 3
Update

Work Bemote...
Update Main Database

Exit

The Import CSV Records Command

A CSV Import dialog box will appear:
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= C5Y Import
(3] Quoted Fields  Delimiter |Comma [ ]
Import File [C: \TEMPISTEVE.CSY | [ Browse.. |
Import Type |Company |£I [ Import into current group

Available Fields DOfficeT alk Fields
MAME + | |Compaty Marme +
COMTACT Address 1
ADDR1 Address 2
ADDR2
ADDRS
COUMTY Fostocode

] + Fad=YuTe 12 hd

LConnect I | Bemove I | Clear I

Connections
MAME=--——-=Company Mame
ADDR1 =--——-=Address 1
ADDR22-----=fddress 2
ADDR3=-----=Address 3
CITY 2ome=City

I Import: I | Eagcel I | Help I

CSV Import dialog box

O  Select the CSV file containing the data that you wish to import. You can do this by

pressing the button and selecting the file from the File dialog box.

®  Ensure that Company is selected in the Import Type pull down list. Note that if you wish
all the imported companies to be visible only to you then select Personal Company from
the Import Type pull down list.

© The OfficeTalk Fields list will contain the available fields in a company record. The
Available Fields list will contain a list of fields found in the CSV file. You can connect

the CSV file fields to OfficeTalk fields by selecting an item from each list and pressing

the button. The connection will appear in the Connections list at the bottom

of the dialog box.

O If the CSV file has quoted fields (every field is enclosed by a pair of “”” characters) then
ensure that the Quoted Fields check box is checked. Sometimes fields are separated by
TAB characters instead of commas. If this is true ensure that 7ab is selected from the

Delimiter pull down list.
I Press the — button. OfficeTalk will begin importing the records. A Percentage

window will appear informing you of the progress of the import. You can cancel the
import at any time by pressing the Cancel button on the percentage window.
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If a company/contact group is currently selected, then the Import into current group check box will be
enabled. If you check this box, OfficeTalk will import the data and will automatically put each record
into the currently selected group.

Note: Importing companies does just that, it does not import contact
information. If you have a CSV file containing both company
and contact information then you must firstly import the
companies and then import the contacts using the same CSV
file. For detail on how to do this, see Connecting Contacts to
Companies via a CSV later in this chapter.

Duplicate Checking on CSV Input

When OfficeTalk imports companies, a check is performed every time a record is about to be added to
ensure that a similar company record does not already exist. For example, if a company Softalk, for
instance, is about to be imported from the CSV file, OfficeTalk will check to ensure that the company
record for Sofialk does not already exist. If it does, OfficeTalk will not add the new record, but will
instead store the record in a list which it will present at the end of the CSV import. The list will appear
in a window as shown below:

= Repeated Companies
Repeating Records:
Engelhand Ltd + Remove
FlServices —
G EC Alsthom

: ) Make Other Address
IPL Information Processing Lid
IRATA Add Separate
IT Partrers Ltd

Larwarth Lt j
Loral Aerospace

Mass Transt Railway Corparation
Mercedes Benz UK Ltd
Metropalitah Police

Mational Providert Institution
Mizzou Ltd

lowacl

i

Repeated Companies dialog box
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Exporting Companies to a CSV file

OfficeTalk lets you export company records to a CSV file. You can do this in the following way:

(1] Select Company CSV Records from the File/Export menu in Contact Mode. A CSV
Output dialog box will appear.
File |c:1TEMPva|LE.csv | Browse._. |
B4 Quoted Fields  Delimiter [Comma [ #]
&4 Dutput Header O End line with delimiter
I %K I | Cancel I | Help I
CSV Output dialog box
®  Select a filename for the output CSV file. You can do this by pressing the
button and selecting the filename from the Save As dialog box.
©® If you want each item of data to be encapsulated by quotes, then ensure that the Quoted
Fields check box is select. If you want to output a header record at the top of the file then
check the Output Header check box. If you want to end each record line with a delimiter
(the default is not to) then check the End line with delimiter check box.
® Choose a delimiter (field separator) by choosing a delimiter from the Delimiter field. You

can choose between a TAB character and a COMMA.

I Press OK. OfficeTalk will then export the records in the selected group (or all records in

the database if no group is selected) to the specified CSV file.
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Contact View

Contact

The Contact View is shown below:

OfficeTalk 1.0 [LAWES, Tim]
Eile Edit Search Y¥iew Mode Links Options Help

6 February 1995 08:22

3
=0 4% g0 | = % &
SUperyisar Drizry Group Flanner Project hieeting Cotta [ET Iatify
Contact &l (1482 records) a5 Bl @@= ] |V
Coumpany A)B|C|D|E|F|G|H|1|J|K|L|M|N|O|P|Q|R]|S|T|V]|V|W|X|Y]|Z
@ [|Mr Tim Lawes
Contact .
Company Deepak Sareen Associates  Home Address:
@ Department Addressl 55 Holly Bush Lane
Directory || | Position Address2
= Addressl Bydell House Address3
Cortvs Address2 Sudbury Hill City Harrpton
.{@ Address3 County Middlesex
Mewr Cort. || | Cit¥ ngrow Postoode TW12 207
} County Middzx Country
=l W postcode  Hal 31 Phonel 081 979 6370
reae Country Phone?
HIES Phonel 081 423 8855 Fax 081 941 7276
Mext Fhonez 081423 8992
Fax
Phone/Est Corument
Search for a contact |7 New Message(s) | [HUM |

Contact View

Adding a Contact Record

One way of adding a contact record is as follows:

O Press the button above the Contact Window. A Contact dialog box will appear.

® Fill in the fields with the relevant information

© Press OK.



24 OfficeTalk User Manual

Title [

First NameslTim—I | Cancel I
Lesthame o1 [ b |

Phone/E xt |1 23 |

Position |Managing Directar |

Department | |
Email MNone gl
Comment | |

Employee of |Deepak Sareen Azsociates, Bydell Hou @

2 Personal Record Home Address...

Contact dialog box

There are several other ways to add a contact record. All the possible ways to add a contact record are
shown in the table below:

Action Description

Using the button. Press the button. This brings up the Contact
dialog box. Enter the relevant details and press
OK.

Using the e Cort | hutton. Press the LEew ot | hutton. This brings up the
Contact dialog box. Enter the relevant details and
press OK.

Using the menu. Select New Contact from the Edit/Contact menu.

This brings up the Contact dialog box. Enter the
relevant details and press OK.

Pressing the INSERT key on the Pressing the INSERT key brings up the Contact

keyboard. dialog box. Enter the relevant details and press
OK.

Double clicking. Provided that there is no record shown in the

Contact Window, double click using the left
mouse button in the Contact Window. This brings
up the Contact dialog box. Enter the relevant
details and press OK.
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Moving Around the Database

The contact records are stored in alphabetical order. You can view the previous or next record in the
database by pressing the LE&¥iaus | or Mt | buttons. Alternatively, you can use the LEFT or RIGHT
keys on the keyboard to move to the previous or next record. Pressing the HOME key on the keyboard
will take you to the first contact record in the database and pressing the END key will take you to the
last record. You can use the Alphabetical Index at the top of the Contact Window to show the first
record beginning with the letter that you select. For example, to move directly to the first record
beginning with the letter T, press the T tab in the Alphabetical Index. If there are no records beginning
with T, OfficeTalk will display the next record alphabetically.

[£]B]C]D|E]F]C]H] 1]

The Alphabetical Index

Editing a Contact Record

One way of editing a contact record is as follows:

©  Select the record that you wish to edit.

®  Press the button. The Contact dialog box will appear with the details of the selected
contact filled out.

©  Modify the data as required and press OK.

There are several other ways to edit a contact record. All the possible ways to edit a contact record are
shown in the table below:

Description

Using the ﬂ button. Select the contact that you wish to edit and press the ﬁ
button. The Contact dialog box will appear. Modify the data as
required and press OK.

Double clicking. Select the contact that you wish to edit and double click on the
Contact Window. The Contact dialog box will appear. Modify
the data as required and press OK.
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Using the menu. Select the contact that you wish to edit and then select Edit
Contact from Edit/Contact menu. The Contact dialog box will
appear. Modify the data as required and press OK.

Pressing the ENTER key on | Select the contact that you wish to edit and press the ENTER
the keyboard. key on the keyboard. The Contact dialog will appear. Modify
the data as required and press OK.

Deleting a Contact Record

One way of deleting a contact record is as follows:

©  Sclect the contact that you wish to delete.

®  Press the . button above the Contact Window.
OfficeTalk will confirm that you wish to delete the contact.

= OfficeTalk

9 Are you sure vou wish to delete the selected

contact?

OfficeTalk confirmation

There are several other ways to delete a contact record. All the possible ways to delete a contact record
are shown in the table below:

Action Description

Using the @ button. Select the contact that you wish to delete and press the @
button.

Using the menu. Select the contact that you wish to delete and select Delete

Contact from the Edit/Contact menu.
Press the DELETE Key Select the contact that you wish to delete and press the
on the keyboard. DELETE key on the keyboard.




Chapter 8: Contact Mode 27

Searching for a Contact Record

You can search for a particular contact or contacts by pressing the button above the Contact
Window. This will bring up the Search Contacts dialog box.

= Search Contacts

Last Hame |de |

Firzt Hames | |

Postion

Town/City

County | |
Postal Code | |

Country
Phone

Comment | |

@ Begins With
Besults [14 records) ) Contains

DE SAMUREZ, Mary +
DEAN, Michael
DEAN, Michas!

DEER, Mattin

DEL ROEE0, Mick
DELARGEY, Christing
DELIC, Duskao +

| Goto I | LCancel I | Help I

Search Contacts dialog box
The Search Contacts dialog box consists of several fields into which you may enter your search text,
two radio buttons for specifying whether you wish to search for a sequence beginning with or containing
the search text, a ﬁ button for performing the search and a H button for displaying
the resulting record(s). The most common search is a last name search. You can search for a contact by

name in the following way:

© Enter the first few letters of the contact name into the Last Name field.

®  Ensure that all other fields are blank.

© Press the button.



28 OfficeTalk User Manual

OfficeTalk will very quickly find the contact or contacts whose name begins with the letter(s) that you
entered into the Last Name field. The results of the search will appear in the Results window at the
bottom of the Search Contacts dialog box. You can display any of the contacts in the Results window
by selecting the relevant contact and pressing the Goto button. OfficeTalk will close the dialog box and
load the record into the Contact Window.

You can search any of the other fields in exactly the same way. However, if the Last Name field is
empty, the search will take a little longer.

The searching method described above requires you to enter the first few letters of a particular field in a
contact record. OfficeTalk also lets you perform a search on records containing a specified search text.

For example, if you knew that the contact that you wished to find had two consecutive letter O's in the
last name, then you could enter the characters: oo into the Last Name field, select the Contains radio
button and then perform the search.

You may enter search text into more than one field when searching for a particular contact. For

example, entering the letter A into the Last Name field and the word Seattle into the Town/City field
will find all those contacts whose last name begins with the letter A and are from Seattle.

Making a Personal Contact Record

Sometimes, you will want to mark certain contact records as personal to you. You can do this in the
following way:

O Select the contact that you wish to make personal to yourself.

®  Press the button. The Contact dialog box will appear.
© Select the Personal Record radio button.

O Press OK.

Contact records which are personal to yourself may only be seen by you and will only be found in any
searches performed by you. Personal records in Contact Mode are displayed with a = symbol to
distinguish them from public records. You may not make a contact into a personal contact if he/she
belongs to a company which is public.
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Attaching Notes to a Contact

OfficeTalk lets you write notes about any contact and keep them with the contact record. You can do
this in the following way:

O Select the contact that you wish to write notes for.

®  Press the button. The Contact Notes dialog box will appear.

© Enter any free format text and press OK.

Another way to add notes to a contact is by pressing the button in the Contact dialog box.

When you add notes to a contact , a Bl marker will appear next to the Comment field to indicate that this

contact has some notes attached. You can quickly pop up the Contact Notes dialog box by double
clicking on the & marker, using the left mouse button.

You can delete the notes for a contact by selecting Delete Notes from the Edit menu. The H marker
will then disappear.

Specifying the Company to which a Contact
Belongs

OfficeTalk lets you specify which company, if any, a particular contact belongs to. You can do this in
the following way:

O  Select the relevant contact so that it is showing in the Contact Window
®  Press the button. The Contact dialog box will appear.

©  Pressthe button next to the Employee of field. A Search Companies dialog box will
appear.

O Type the first few letters of the required company and press the button. The
company should appear in the Results list. Select the company from the Results list. If
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you do not want the contact to be associated with any company then select -No
Company--. Press the button. Finally, press OK on the Contact dialog box.

= Search Companies

Search |ba |

Results [5 records]

Mo Cormpary--

Barclaycard, Purchasze Cover Claims
Barclayz Bank, PO Baox MO 41
Barclays Bank, University Branch
Barclays Bank, Maidenkhead Branch

| Eedeut I | LCancel I | Help I

Search Companies dialog box

Auto Dialling a Contact

You may auto dial a contact provided:

®  You have a modem connected directly to your computer using the same phone line as your handset
phone.

® The contact phone number details have been entered.

You can auto dial a contact by pressing the button above the Contact Window. Pressing this button
will bring up the Dial Contact dialog box.



Chapter 8: Contact Mode 31

= Dial Contact

Mumber |nsnn 452068

O Company phone 2
LCancel
¢ Home 1

O Home 2 [ oo |

Dial Contact dialog box

You may choose which of the four contact phone numbers to dial by selecting one of the Company
phonel, Company phone2, Homel, or Home2 radio buttons. Alternatively, you may enter a telephone
number directly into the Number field. When you press OK, OfficeTalk will initialise the modem and
dial the selected number.

You should ensure that the modem is correctly setup. You can do this by selecting Modem Settings

from the Options menu. For more information on modems, see Setting Up A Modem For OfficeTalk
later in this chapter.

Linking a Contact to other OfficeTalk data

OfficeTalk lets you link contacts to other OfficeTalk data. You can do this in the following way:

O Select the contact that you wish to link so that it is displayed in the Contact Window.
® Press the button above the Contact Window.
© Seclect another linkable item and press the button above that item’s window.

The contact will now be linked to that item. A & symbol will appear in the Contact Window. For more
information on linking, see the Linking section in the chapter named General OfficeTalk Features.

Mailing Contacts

OfficeTalk lets you specify an EMail address for contacts so that they may be mailed from within Mail
Mode. You can specify an EMail address for a contact in the following way:
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©  Select the contact that you wish to give an EMail address by viewing it in the Contact
Window.

®  Press the button. The Contact dialog box will appear. Select the mail system through
which you wish to mail the contact (i.e. MAPI or VIM). Specify the EMail address in the
Email field. Press OK.

The contact may now be addressed via the Send To Window from within Mail Mode. For more
information on mailing contacts see Using a Contact Mail Address in the Mail Mode chapter.

Adding a Contact to a Group

You may add a contact to a company /contact group in the following way:

© Seclect the contact that you wish to add to the group by viewing it in the Contact Window.

o
® Press the button. A Select Contact Group dialog box will appear.
© Select the required group from the Contact Group pull down list.

= Select Contact Group

Contact Group |F'rospec:ls |£I

I igK I | Cancel I | Help I

Select Contact Group dialog box

O Press OK. OfficeTalk will verify that you wish to add the current contact to the selected
group. Press Yes to confirm.

= OfficeTalk

Are you sure you wish to add the contact
9 'LAWES, Tim' to the contact group "Windows
Expo'?

OfficeTalk Confirmation

Finding Which Groups a Contact Belongs to
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OfficeTalk lets you view which groups a particular contact belongs to. You can do this by selecting the

7
contact into the Contact Window and pressing the 3' button. If the selected contact does not belong to
any groups then a message box will appear indicating this to you.

= OfficeTalk

There are no contact groups containing the
contact 'LAWES, Tim'!

OfficeTalk message

7
If the contact does belong to one or more groups then pressing the il button will pop up a window
listing all the groups to which the contact belongs:

= Contact Groups [Debbie Rogers]

Christmasz Card List
Prozpects

Groups to which the selected contact belongs

Printing Contacts

= .
OfficeTalk lets you print out contacts by pressing the button above the Contact Window. When you
press this button, the Print Contacts dialog box will appear.



34 OfficeTalk User Manual

= Print Contacts

@ All contacts
) Current qroup

O Cumrent contact

& Draw line between records

[] Hew page per alphabetical section Cancel
[] One record per page

[] Print "Company Address:"

& Company Name

Bd Addiess 1 [ City [ Phone 1
B Address 2 [ County [ Phone 2
[ Address 3 [ Postcode [ Fax
[] Country
D Print “"Home Address:"
[] Address 1 [] City [] Phone 1
[] Address 2 [ County [] Phone 2
[ Address 3 [ Postcode [ Fax
D Country
] Inches
Addreszs Indent ) Centimeters
Paper |44 Portrai [2]
Headers &Eoolets._.l | Title Font._. I Field Font. .. I

Print Contacts dialog box

The fields and buttons in the Print Contacts dialog are described in the table below:

Field/Button Description

All companies/
Current group/
Current contact

You may choose what to print by selecting one of these
radio buttons. You can print either all contacts in the entire
database, or, if there is a group currently selected, you can
print that group or you can print the current contact.

Draw line between records

Check this check box if you wish to print a horizontal line
between each record printed.

New page per alphabetical
section

Check this check box if you wish to start a new page for
every new alphabetical section.

One record per page

Check this check box if you wish to print only one contact
record per page.

Print Fields

Select which fields you wish to print from this array of
check boxes. If you select the Print ""Company Address"
or Print "Contact Address" check box, OfficeTalk will
print Company Address or Contact Address above the
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relevant address.

Address Indent This is the amount of indent between the contact name and
the other fields printed below. The default is 0 inches.
Paper This is the paper style that OfficeTalk will use to print. For

more information on paper styles, see the Printing section
in the General OfficeTalk Features chapter.

Title Font The font of the contact name.

Field Font The font of the contact address.

OfficeTalk provides common print functionality in all Print dialog boxes. This functionality includes:

® Defining headers and footers
® Printer setup
® Preview capability

For more information on this common print functionality, see the Printing section in the General
OfficeTalk Features chapter.

If you preview the contact print out, with careful selection of fonts, OfficeTalk will display a preview
output similar to that shown below:
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OfficeTalk 1.0 [LAWES, Tim] 6 February 1995 08:50 |-

Print... I Mext Page I Prexy Page I One Page I Zoom In I Zoom Dut I Close I
+
B B :I

Pages 18-19 |7 MNew Message(s) | MU |

Contact print preview

Importing Contacts from a CSV file

OfficeTalk lets you import contact records from Comma Separated Variable (.CSV) files. A typical
CSYV file format is shown in the table below:

"Company", "Surname” "Address1”, "Address2", "Town",

"Softalk Ltd", "Bates" "l May Sq", "Hurley St", "Aylesford",

"DSA", "Prestedge" "Bydell Hse" "Sudbry Hill",  "Harrow",

"Acme Ltd", "Meaden" "Acme Rd", "Acme Hill", "London",

"Intera Ltd", "Brice" "Chiltern Hs", "45 Stn Road",  "Henley",

"PPG" "Jones" "] Pit Way", "Murray Rd", "Staines”,
CSV File Format

The first line in a CSV file is called the header line and this must always be present. . The header
defines the field names of the CSV file. The following lines are individual contact records. Most
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database packages will provide a CSV format output of their data. Once you have a file in this format,

you may import the data into OfficeTalk in the following way:

Firstly, select Import CSV Records from the File menu within Contact Mode.

Edit

Search Yiew Mode Links

C5Y Becords...
Export 3
Print [ 2
Update

Work Remote...
Update Main Database

Exit

A CSV Import dialog box will appear:

Contact Mode menu

= CSY Import
[] Quoted Fields Delimiter

Import File [C:TEMPISTEVE.CSY | [ Browse... |

Import Type |C0ntac1

|£I | Import into current group

Available Fields

DfficeT alk Fields

T &hE
CONTACT
ADDR1
ADDRZ
ADDRS

COUNTY
(1n]

+| |[Company]

Home Address 1
Home Address 2
Home Address 3

Horne County
Home Postoode
Heweng ("o e

+

LConnect I | Remove I | Clear I

LConnections

CIT &emeee =Haome City

LAST_MAME=----- =Last Mame
FIRST_MAME=-----=First Marmes
ADDRY =-neee =Home Address 1
ADDR 22— =Home Address 2
ADDRS=-----=Home Address 3

| Cancel I | Help I

CSV Import dialog box
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O  Seclect the CSV file containing the data that you wish to import. You can do this by
pressing the button and selecting the file from the File dialog box.

®  Ensure that Contact is selected in the Import Type pull down list. Note that if you wish
all the imported contacts to be visible only to you then select Personal Contact from the
Import Type pull down list.

©® The OfficeTalk Fields list will contain the available fields in a contact record. The
Available Fields list will contain a list of fields found in the CSV file. You can connect
the CSV file fields to OfficeTalk fields by selecting an item from each list and pressing

the button. The connection will appear in the Connections list at the bottom
of the dialog box.

® Ifthe CSV file has quoted fields (every field is enclosed by a pair of *”’ characters) then
ensure that the Quoted Fields check box is checked. Sometimes fields are separated by
TAB characters instead of commas. If this is true ensure that Tab is selected from the
Delimiter pull down list.

0 Press the button. OfficeTalk will begin importing the records. A Percentage
window will appear informing you of the progress of the import. You can cancel the
import at any time by pressing the Cancel button on the percentage window.

If a company/Contact group is currently selected, then the Import into current group check box will

be enabled. If you check this box, OfficeTalk will import the data and will automatically put each record
into the currently selected group.

Connecting Contacts to Companies via a CSV Import

If you have a CSV file which contains both company and contact information in the same record, then
you should perform two imports; firstly import the company information, as described in Importing
Companies from a CSV File above, and then, using the same CSV file, import the contact information,
but ensuring that the [Company] field in the OfficeTalk Fields list is connected to the field
representing the name of the company in the Available Fields list. OfficeTalk will then be able to
associate all the contacts with the relevant companies.

Exporting Contacts to a CSV file

OfficeTalk lets you export contact records to a CSV file. This will export both company names and
addresses. You can do this in the following way:
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O Firstly, select Contact CSV Records from the File/Export menu in Contact Mode. A

CSV Output dialog box will appear.

= CSY Output

File |C:ITEMP'IMYFILE.CSV

| Browse... I

< Quoted Fields

@ Dutput Header

Delimiter E

[] End line with delimiter

[ o ] |

LCancel

Help |

CSV Output dialog box

®  Sclect a filename for the output CSV file. You can do this by pressing the
button and selecting the filename from the Save As dialog box.

© If you want each item of data to be encapsulated by quotes, then ensure that the Quoted

Fields check box is select. If you want to output a header record at the top of the file then
check the Output Header check box. If you want to end each record line with a delimiter
(the default is not to) then check the End line with delimiter check box.

® Choose a delimiter (field separator) by choosing a delimiter from the Delimiter field. You
can choose between a TAB character and a COMMA.

i Press OK. OfficeTalk will then export the records in the selected group (or all records in
the database if no group is selected) to the specified CSV file.

Creating a Company/Contact Group

OfficeTalk lets you group together companies and contacts. You might want to group together your

companies and contacts for several reasons. For example, if you wanted to create a mail merge file, or if
you wanted to keep a list of prospects for a particular product.

Adding/Editing/Deleting Groups

You can add, edit and delete groups by bringing up the Contact Groups dialog box. Do this by pressing
the button. The Select Contact Group dialog box will appear.
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= Select Contact Group

Contact Group |--N0 Group-

mn

|£dil Groups.___ I |Qse Az Defaulll

Default: --Ho Group--

I %K I | Cancel I | Help I

Select Contact Group dialog box

Next, press the button. The Contact Groups dialog box will appear.

= Contact Groups

Accourtants Exhibitions i New.
Address Plus Prospects —
Address Plus WARS

BCS - WAR

Comdef '94

Competitive Reviewers
Computer World - VAR
Confirmed OfficeTALK users
Datapro - WAR

Editars

Feh Launch Prospects

ITH. Beta Sites

lMagazines +

Contact Groups dialog box

Adding a New Contact Group

To add a new group, press the button. A Contact Group dialog box will appear.
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= Contact Group

Mame |Address Pluz Prospects |

Owner |--N0 Owyher-- |£I
Search Text | | Search I
|Compan1 Search Hesullsl - Begins With @ Companies
] € Contai O Contact
Contact Search Results
Results [0 records) Members [24)
@ BARRIMGTORN, Mick +
B BARRINGTON, Mick
™ BLACK, &
Add All 3> %) BLACK, A
) BORST, John
) DAVIES, John
@ DAVES, Jom
M DOBBS, Tany +
LCancel I | Help I

Contact Group dialog box

From this dialog box you can search for companies and contacts and add them to this group. You can do
this in the following way:

(1]

(2]

(4]

Enter a name for the group in the Name field.

If the group is to be a private group then specify who the group will belong to by
selecting the relevant name from the Owner pull down list. The default selection is --No
Owner-- which means that all users will be able to see the group.

Select the Companies radio button and then search for any specific company that you
wish to add by tyi ini in the first few letters of the company into the Search Text field and

then pressing the button. The results of the search will appear in the Results
list. Alternatively, if you have previously performed a search using the Search Companies

dialog box, you can press the [Compang Search Results| 1,110 This will transfer the results
from the Company Search dialog box to the Results list in this dialog box. Once you have
some records in the Results list, iou can add some or all of them to the group by

Add >>

selecting them and pressing the | add>> | button, one at a time.

Select the Contacts radio button and search for contacts in a similar way to that described
in © above.

Editing a Contact Group
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You can edit a group in the following way:

O Press the button. The Select Contact Group dialog box will appear.

®  Pressthe button. The Contact Groups dialog box will appear. Select the group

that you wish to edit and press the button. The Contact Group dialog box will
appear displaying the selected group. Edit the members and/or other attributes of the
group and press OK.

Deleting a Contact Group

You can delete a group in the following way:

©  Press the button. The Select Contact Group dialog box will appear.

®  Pressthe button. The Contact Grouis dialog box will appear. Select the group
Delete

that you wish to delete and press the button.

OfficeTalk will confirm that you wish to delete the contact group.

= OfficeTalk

9 Are you sure you wish to delete the selected

item?

OfficeTalk confirmation

Selecting a Group

Once you have created a group, you may select it in the following way:

O Press the button. The Select Contact Group dialog box will appear.
® Choose the relevant group from the Contact Group pull down list and press OK.
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= Select Contact Group

Contact Group |--Nu:| Group-- |£I

|£dit Groups.___ I |Qse As Delaultl

Default: --No Group--

I gl( I | Cancel I | Help I

Select Contact Group dialog box

You can deselect a group by selecting --No Group-- from the Contact Group pull down list.

Making a Group Default

Once you have created a group, you may wish to make it the default group. This means that when you
start up OfficeTalk and go into Contact Mode, this default group will automatically be selected. You can
do this in the following way:

© Press the button. The Select Contact Group dialog box will appear.

®  Choose the relevant group from the Contact Group pull down list and press the
button. Then press OK.

You can instruct OfficeTalk to have no default iroup by selecting --No Group-- from the Contact
Group pull down list and pressing the button.

Setting Up A Modem For OfficeTalk

OfficeTalk allows you to auto dial companies and contacts using a Hayes compatible modem. To set up
a modem ready to auto-dial, connect it to a serial port that you have access to and bring up the Modem
Settings dialog box by selecting Modem Settings from the Options menu in Contact Mode.
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= Modem Settings

Initialization Baud Rate
Dial Prefix Part [com  [3]
Escape Byte Size
e tp 0] o [ 8
Stop Bits

0k | | cancet | | Hew |

Modem Settings dialog box

If you have a Hayes compatible modem, the settings in the Initialisation, Dial Prefix, Escape and Hang
Up fields will already be set up for you. Ensure that the Port field selection corresponds to the port that
you attached the modem to.

Note: If you need to specify a number to connect your internal
telephone system to an outside line then specify this at the end
of the dial prefix field.

When you press OK, OfficeTalk will remember your settings and you will be ready to use your modem
for auto-dialling.
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@)

Directory

Directory View

The Directory View lets you view contacts and companies in a telephone directory style. From this view

you can go to a particular company or contact and you can add a company or contact to an existing

group.
OfficeTalk 1.0 [LAWES, Tim] 6 February 1995 08:53
File Edit Search Yiew Mode Links Options Help
3
- 1 [ (@ | &
Superyisar Driziry Group Planner Project heeting Corta Wil
u Directory &1 (1090 records)
ST Bristol Water, Bishopsworth Road ... ... Bristol 0272 536430 3
Bristol Water, Bishopsworth Road ...................... ... Bristol 0272 536430
@ British Aerospace Plc, Sowerhy Research Centfre ........... Bristol 0272 3635306
Contact British Airways Travel Shops, 200 Buckingham Palace ILondon 071 521 4030 :l
Eritish Council, Room E 401 ... London 071 389 4743
E British Gas .........ccccvvrevvsecvsenseesseesssnnnns Reading 0734 292255
Directory British Gas, Telecommunications Services ............ccceene Hinkley 0455 251111
= Eritish Zas North Thames, London Road
Eritish Rail, 3rd Floor - Stanier House . 021 644 4347
Game ) British Rail, Stanier HOUSE ..........ccccoeevieeseeeseseeeresssssesssessessessesses 021 643 4444
Eritish Rail, Restructuring and Privatisation Team London 071 320 0800
British Rail Infraftructure Services, Room 303 ................ Leeds 0532 479540
Eritish Railways Board, Business Systems InfrastructurLondon 071 928 S151
Eritish Standards Institute, Glenthorne House ............. London 071 629 2000
British Standards Testing ..........ccccccevcevvmenneens Hemel Hempstead 0442 278517
British Telecom, BT Labs .......cccccccevninemnniensssennesereensnns Ipswich 0473 640685
British Telecom, Programme Office, Room 31/51 ...... London 0171 728 6507
British Telecom, BTTL ........cccccoiiniirrensmn e essses s smeeeessnens Stone 0785762743
British Telecom, PP 320 Worldwide Networks ... Milton Keynes 0908693112
British Waterways, Technical Services ........cccoccevcvvceenneen: Leeds 0532 450711
RBritich Watorumue Fnwironmantal £ Seiontifie Somdd - loncactor 0457 212040 |F
For Help, press F1 |7 New Messagef(s) | [HUM |

Directory View (Companies)

Viewing Companies

You can view companies by pressing the button. The name of the currently selected group, if any,
will be shown at the top of the window along with the number of companies in the group.
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Viewing Contacts

You can view contacts by pressing the button. The name of the currently selected group, if any, will
be shown at the top of the window along with the number of contacts in the group.

Selecting a Company/Contact Group

OfficeTalk lets you select a company/contact group to view from the Directory View. See Selecting a
Group above for more information.

Adding a Company or Contact to a Group

From Directory View you can add a company or contact to an existing group. For more information see
Adding a Contact to a Group and Adding a Company to a Group above.

Viewing the Full Record

You can view the full record for a company or contact from within Directory View by double clicking
on the relevant record. The view will change to Company View or Contact View, as appropriate, and the
record will be displayed.
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Conversation View

Conys

Conversation View lets you record and view conversations you and other users have with contacts and

companies defined in Contact Mode. In addition, you may add follow-up tasks, create conversation

threads, filter and print conversations.

OfficeTalk 1.0 [LAWES, Tim] 6 February 1995 09:02
File Edit Search Yiew Mode Links Options Help
03
-0 3 e [ [ &
Superyisar Driziry Group Planner Project heeting Corta Wil Matify
1 Cohversations  with Sotalk g3 2 vE
company || L22E | Titne [User | Contact |Company |Subject
0701841209 LAWES, Tim --Mao Cortact-- Softalk Ltd FIESH AME speed (4
@ 090384 14:45 LAWES, Tim EATES, Sitnan Softalk Ltd TEST
Contact 020484 1419 LAWES, Tim EATES, Sitnan Softalk Ltd OfficeTALK Beta
090294 14:43  MEADEN, Charles  BATES, Simon Softalk Lid Cotnpany C &P
@ 00594 14:31  LAWES, Tim BATES, Simon Softalk Lid OT speed and data
Directory EM584 1357 MEADEN, Charles  BATES, Siman Softalk Ltd Tab delitnited files
Brre
+
Corvs
contract (1 of 1) 3| 2]
GO 24/10/9414:31 [SAREEN, Carall [PRESTEDGE, Stuart [Softall: Ltd  |contract
Read -
{ Dear Stu & S *
Wirite e forgot to date the contract when we signed so please could you date your copy on
the signing page and the cover the 17th October 1994, We were also supposed to
append sighed copies of the manual and software. [ have enclosed to copies of the
manual signed on my behalf and Sareen Software Ple, could you please sign them on -
Follow Up Task I | Continue Thread I | Edit I | Delete I
For Help, press F1 |7 New Messagef(s) | [HUM |

Conversation Read View
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= OfficeTalk 1.0 [LAWES, Tim] &6 February 1995 09:06 M=
File Edit Search Yiew Mode Links Options Help

=6 ([l [¢8|F] B [ | Q| & [

Superyisor Diary Grolp Plarner Project Ieeting Il Matify

. Subject |New posting | ContacthRESTEDGE. (&) Company

Eompany Spoke to Tim. He said he plarmed to take on another office assistant Would ke me to [
@ see hitn o her by the 12th. CV is attached helow: |—

Wirite
clrfile. cvw
| Save Conversation I
ForHelp, press F1 |7 MNew Message(s) | MU |

Conversation Write View

Recording a Conversation

Conversation View comprises two sub-views; Read View and Write View. When you first enter
Conversation mode, Read View is displayed. You can record a conversation in the following way:

© From within Contact or Company View, select the contact or company with which you
wish to record the conversation. (Recording a conversation with a company rather than a
contact is useful when it is not important who the contact was. For example, it might be
the receptionist of a company explaining details of the company’s location.)

® From within Conversation View, press the ‘l button. The contact and/or company
selected will be shown in the Contact and Company fields. You can change the contact or

company selected by pressing the button next to either of the fields. In either case, a
Company or Contact Search dialog box will appear as appropriate. Specify the first few
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letters of the contact or company that you wish to select and press the button.

Then select the company/contact and press the | Select | button.

©  Enter a description of the conversation into the Subject field and then fill out the details of
the conversation into the main window (the Conversation Window). You may attach one
or more files to a conversation by selecting Attach Document from the
Edit/Conversation menu or by double clicking in the Attach Window at the bottom of the
view.. Any attached files will appear as icons in the Attach Window.

® To save the conversation, press the |_Save Conversation | (1. The view will change
back to Read View and the conversation will be saved. Your conversation will appear in
the Conversations Window provided that it is not filtered out by the current conversation
filter.

Reading Existing Conversations

To view conversations which have been previously recorded switch to Read View. In this view,
conversations are listed in the Conversations Window. Each conversation is represented by a single
entry in the Conversations window which displays the date and time of the conversation, which user
recorded the conversation, with which contact the conversation was held, and what company that
contact belonged to and the subject of the conversation.

Conversations  HoFiter AR AN
Date |Time |User | Contact |Company |Subject

2501094 1228 Sitnon Bates Tien Lavves Deepak Sareeh Associstes, OfficeTALK bugs +
G01094 15906 Stusrt Prestedos Meil Fox AZLAM MHS SDi +

Conversations Window

To view the body of a conversation, select the conversation entry by single clicking on the text line
using the left mouse button. The body of the conversation will appear in the window underneath the
Conversations Window.
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MapYision (Central London) {1 of 1) |2
21/11/913:01 |BATES, Simon |--Mo Contact-- |Next Base | MapVision (Centr;
Based on the hartholomew map, this is basically a digital map with road info and postcade |(X
info over which you may ovetlay a DBEF database file. Once overlaid, you may search for

the data and it will pan to it on the map. Further, you may double click on it and 1t will
display whatever mformation you want it to.

+

Follow Up Task || Continue Thread || Edit ” Delete I

Conversation Window

The subject of the conversation is shown at the top of the window along with the thread number of this
conversation (see Adding to a Conversation Thread later in this section).

Editing Existing Conversations

OfficeTalk lets you edit existing conversations. You can do this in the following way:

O  Select the conversation that you wish to edit from the Conversations Window from within
the Read View. Do this by clicking on the single line entry using the left mouse button.

®  Provided that the conversation was originally recorded by you, the
Edit I

button will become enabled. Press the |
to Write View.

button. The view will be switched

© Modify the subject, and/or the conversation body, and/or the contact and company and
any file attachments and then press the [__Update Conversation | 1, ;11

Deleting Conversations

You can delete conversations provided that you originally created them or you are a supervisor. To
delete a conversation, do the following:

©  Select the conversation that you wish to delete from the Conversations Window from
within the Read View. Do this by single clicking on the single line entry using the left
mouse button.
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2]

Provided that the conversation was originally recorded b

(DiBlIEE button will become enabled. Press the

ou Or you are a supervisor, the
“ button.

OfficeTalk will confirm that you wish to delete the conversation. Press Yes. The
conversation will now be deleted.

Adding Follow-up Tasks to Conversations

Often, as a result of a phone call or other conversation, you will need to action certain tasks. OfficeTalk
lets you attach follow-up tasks to conversations. You can do this in the following way:

(2]

Select the conversation that you wish to add a follow-up task to.

Press the button. A Follow Up Task dialog box will appear. Enter the

description of the follow-up task in the Action field and enter a deadline by which the task
should be complete in the Follow up by field. The task may be assigned either to yourself
or to any OfficeTalk user visible to you. Users will be shown in the Assign To pull down
list if you have creation access or higher to their diaries

= Follow Up Task

Action |Call him to advize him of nesw price list

Follow up by |14m1x95 | |1?:DD |
Azzign To |Simu:|n Bates |£I
igK I | Cancel I | Help I

Follow Up Task dialog box

When you press OK, OfficeTalk will create a task with the specified description in the assigned users
task list (Diary Mode) and will /ink the conversation to the task. The link may only be seen by you. A &

symbol will appear next to the conversation. Pressing the left mouse button down on the

symbol will

show the link to the task. You can goto the task by selecting the link as described in Linking

Information in the General OfficeTalk Features section. The task will also have a & symbol
displayed next to it, allowing you to easily access the conversation to which it refers.

There is no limit on the number of follow up tasks which may be added to a conversation.
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Adding to a Conversation Thread

If you wish to create a conversation which follows on from an existing conversation then OfficeTalk lets
you join the conversations into a conversation thread. You can do this in the following way:

(3]

Select the conversation that you wish to add to. Note that the conversation that you select
must be either a non-threaded conversation (the title will read (1 of 1) ) or it must be the
last conversation in the thread (the title will read (3 of 3), for example). You cannot join
onto a conversation which is in the middle of a thread (for example if the title read (1 of 3)

).
Press the button. OfficeTalk will place you in Write View. The Subject,

Contact and Company fields will already be filled out, however you may change any of
them except the Subject field.

Fill out the body of the conversation and press the |_8ave Conversation | ,(1on. The new
conversation will be linked to the selected conversation.

If you do change the subject of the conversation then OfficeTalk assumes that you do not wish to add
the conversation to the thread after all. However OfficeTalk does warn you by popping up a Changed
Subject dialog box. You are asked if you wish to create a new subject or associate with the old one.

= Changed Subject

You have changed the subject from
05/2 Porting

Do you wish to create a new subject or
associate with an old one?

Azszociate with Old I

Changed Subject dialog box

If you press the button, OfficeTalk will not join the conversation to the thread, but will
instead create a separate conversation with the new subject. If you press the button,
OfficeTalk will attach the conversation to the end of the thread but will change the subject back to the
same subject used throughout the conversation thread.
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Following a Conversation Thread

Conversations which are threaded together are not usually consecutive entries in the Conversations
Window. For this reason, OfficeTalk lets you move back and forward along any particular thread using

the |§I and @ buttons on the bottom Conversation Window. To do this, select a conversation which is
part of a thread. If there is a conversation previous to the selected conversation in the thread, then the

@ button will be enabled. Pressing this button will take you to th%evious conversation. If there is a

conversation affer the selected conversation in the thread then the will be enabled. Pressing this

button will take you to the next conversation in the thread.

Conversation Filters

OfficeTalk lets you filter conversations. This becomes essential when the number of conversations
becomes quite large. OfficeTalk lets you filter on conversations held by a particular user, to a particular
company or contact and over a particular date range.

Adding/Editing/Deleting Conversation Filters

You can add, edit and delete filters by bringing up the Conversation Filters dialog box. Do this by
pressing the button. The Select Conversation Filter dialog box will appear.

= Select Conversation Filter

Converzation |--Nu:| Filkes-- |£I

[ Edit Filters__. |  [use As Default |

Default: --Mo Filter-—-

I gl( I | Cancel I | Help I

Select Conversation Filter dialog box

Next, press the button. The Conversation Filters dialog box will appear.
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= Conversation Filters

Current Compary
Current Contact
My Corverzations

Conversation Filters dialog box

Adding a New Conversation Filter

To add a new filter, press the button. A Conversation Filter dialog box will appear.

Mame |Nc- Filter |
User |--AII Users-- |£I
Company |--.&II Companies-- @
Contact |--.&II Contacts-- | r}ﬁlq
Date Range []
| 0K I | Cancel I | Help I

Conversation Filter dialog box

From this dialog box you can select:

(1]
(2]

--All Users-- or a particular user.

--All Contacts-- or a particular contact or --Current Contact--. If you select --Current
Contact-- then OfficeTalk will show only conversations had with the contact currently
displayed in the Contact View within Contact Mode.
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© -4l Companies-- or a particular company or --Current Company--. If you select --
Current Company-- then OfficeTalk will show only conversations had with the company
currently displayed in the Company View within Contact Mode.

® A date range. If you select the Date Range check box, a From and To field will appear. If
the 7o field is left blank then OfficeTalk will treat this as the future date.

Editing a Conversation Filter

You can edit a filter in the following way:

O  Pressthe button. The Select Conversation Filter dialog box will appear.

®  Press the button. The Conversation Filters dialog box will appear. Select the

filter that you wish to edit and press the button. The Conversation Filter
dialog box will appear displaying the attributes of the selected filter. Edit the attributes of
the filter and press OK.

Deleting a Conversation Filter

You can delete a filter in the following way:
©  Press the button. The Select Conversation Filter dialog box will appear.

®  Press the button. The Conversation Filters dialog box will appear. Select the
filter that you wish to delete and press the button.

Selecting a Conversation Filter

Once you have created a filter, you may select it in the following way:

O Press the button. The Select Conversation Filter dialog box will appear.
® Choose the relevant filter from the Conversation pull down list and press OK.
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= Select Conversation Filter

Converzation |--N0 Filter-- |£I

| Edit Filters._. | [Use As Default |

Default: --Ho Filter--

I %K I | Cancel I | Help I

Select Conversation Filter dialog box

You can deselect a filter by selecting --No Filter-- from the Conversation pull down list.

Making a Conversation Filter Default

Once you have created a filter, you may wish to make it the default filter. This means that when you
start up OfficeTalk and go into Conversation View, this default filter will automatically be selected. You
can do this in the following way:

©  Pressthe button. The Select Conversation Filter dialog box will appear.

®  Choose the relevant filter from the Conversation pull down list and press the
button. Then press OK.

You can instruct OfficeTalk to have no default filter by selecting --No Filter-- from the Conversation
pull down list and pressing the button.

Searching Conversations

OfficeTalk lets you search through conversations for any text. You can do this by pressing the
button which is above the Conversation Window. When you press this button, the Search Conversations
dialog box will appear.
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= Search Conversations
Search @ Begins With Users

& --&ll Users--
[ Through ) Contains Hieler Pressted
@ Subjects only Simon Bates
O Al text Date range [  [Stuart Prestedge

~Spach—————  Erom |26m154
@ Databasze To [130195

O Filtered converzations

O Results

iSearch:

Besultz [2 records]

0302094 133 OfficeTALK Release, Tim Lavwes +
1104534 11:24 OfficeTALK Contact, Andy Brice

Goto I Close I | Help I

Search Conversations dialog box

The Search Conversations dialog box consists of a Search field into which you may enter your search
text, a button for performing the search and a | Goto | button for displaying the resulting
record. There is a Users list from which you may choose to search conversations of either --4/l Users--
or one or more specific users. A Date Range check box lets you specify a date range over which to
search for conversations. Radio buttons let you choose between searching Subject Text only or All Text.
The search may be performed on either all conversations (Database), Filtered Conversations, or the

Search Results.
You can search for conversations in the following way:

O Enter some search text into the Search field.

®  Sclect either the Subjects Only radio button which will search only the subject text of
conversations or the All Text radio button to search the body of the conversation as well

as the subject text.

© Press the button.

The results of the search will appear in the Results window at the bottom of the Conversation Search
dialog box. You can display ani of the conversations in the Results window by selecting the relevant

conversation and pressing the button. OfficeTalk will close the dialog box and load the

record into the Conversation Window.
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Linking Conversations to other OfficeTalk data

OfficeTalk lets you link conversations to other OfficeTalk data. You can do this in the following way:

©  Select the conversation that you wish to link in the Conversations Window.
®  Press the button above the Conversations Window.
©  Sclect another linkable item and press the button above that item’s window.

The conversation will now be linked to that item. A & symbol will appear in the Conversations
Window. For more information on linking, see the Linking section in the chapter named General
OfficeTalk Features.

Printing Conversations

=) .
OfficeTalk lets you print out conversations by pressing the button above the Conversations
Window. When you press this button, the Print Conversations dialog box will appear.

- Print Conversations

‘
O Hew page per conversation

Line bet 1

[ Display field names Cancel
Print fields

[ pate [ User | Company
[ Time [ Contact

Paper |A4 Portrait |£I

Headers & Footers.._

‘Field Nage Font... I | Subject Font... I

‘ Field Font... I | Text Font._. I

Print Conversations dialog box
The fields and buttons in the Print Conversations dialog are described in the table below:

Field/Button Description
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All in current filter/ All in
current thread

You may choose what to print by selecting one of these
radio buttons. You can print either all the conversations in
the filter (all conversations will be printed if no filter is
selected) or you can print all conversations in the current
filter.

New page per Check this check box if you wish to start a new page for

Conversation every conversation.

Line between Check this check box if you wish to print a horizontal line

conversations between each record printed.

Display field names Check this check box if you wish to print the title for each
field, i.e. "Date”, "Time", "Contact", "Company", etc.

Print Fields Select which fields you wish to print from this array of
check boxes. You can choose from Date, Time, User,
Company.

Paper This is the paper style that OfficeTalk will use to print. For
more information on paper styles, see the Printing section
in the General OfficeTalk Features chapter.

Field Name Font The font of the field names. This is only relevant if the
Display field names check box is checked.

Field Font The font of the fields.

Subject Font The font of the subject description.

Text Font The font of the conversation description.

OfficeTalk provides###l1 Print dialog box###
® Defining headers and footers

® Printer setup
® Preview capability

For more information on this common print functionality, see the Printing section in the General

OfficeTalk Features chapter.
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