CHAPTER1:INSTALL&GETTINGSTARTED

Welcome to WebArranger 2.0!

Now you can capture, control, and organize your Internet world! W

Thank you for your purchase of CE Software’s WebArranger, the only information

manager built for the information age. We're sureyou’ll soon find it an indispensable companion for all
your Internet and personal information management needs ... that's right! WebArranger is a powerful
PIM and [1M!

Asyou explore WebArranger, you'll find that you own one of the most customizabl e applications
available today. We understand you want to organize your information your way.

Visit our Web site for information on new WebArranger plug-ins, product updates, and cool extras
available exclusively on-line. If you have any feature suggestions for future versions of WebA rranger,
please send E-mail to feedback@cesoft.com.

Again, thanks for your purchase of WebArranger. We're confident you'll soon wonder how you ever
surfed or kept track of yourself without it.

FEATURES
ON-LINE HELP

We've included aWebA rranger Help Document. Just press g -? or select Help in your Apple menu.

And, we've embedded a special notifier agent to tell you when we update the User Guide at the
CE Software Web site — http://www.cesoft.com/webarranger/wasupportpage.htmil

Use WebWhacker to whack the User Guide for off-line reading. Enjoy the power of alinked html User
Guide right on your desktop. See Open “WebWhacker” on page 116.

IIMTEMPLATE
When you launch WebA rranger, you' [l have aworking Internet Information Manager (11M)Document
ready for you. It's complete with a variety of Folders, Topics, and examples aready set up to help you

get going. And it’sloaded with Internet addressesin URL Notes, ready to take you to fascinating places
on the Web.

PIMTEMPLATE

WebArranger also shipswith The Organizer Template, your Personal Information Manager (PIM). This
is helpful if you want to set up a separate Document as your PIM.
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NETSCAPE NAVIGATOR SUPPORT

WebArranger 2.0 provides full support for Netscape 2.0 history and bookmarks. Anarchie
bookmarks are supported, too.

For more information, see Import/Export on page 115 and Start WWW Foot Steps on
page 114.

THE GRABBER

The Grabber captures information and graphics for you, any place, any time. You
can grab aURL, text on aWeb site, a piece of a Microsoft® Word document, an
image in Adobe Photoshop™, or an E-mail message — whether or not
WebArranger is running! And, you can define your own easy hot keys activate
the Grabber.

Grabbed material is placed in the Clippings Topic. URLs are placed as URL Notes. Other items are
placed as Memo Notes. The Clippings Topic islocated in the My Data Folder. See Set Up The Grabber
on page 9.

WEBWHACKER

We bundled WebWhacker™ with WebArranger because it can
reduce your dependency upon an Internet connection.

Use WebWhacker to download (akawhack) entire Web sitesto
your hard drive. Look at your favorite Web sites even when
you're not connected to the Internet!

For more information about using WebWhacker, seeits Topic
in the WebArranger 2.0 template and Open WebWhacker on
page 116.

URL VALIDATOR

Have you ever used a URL, only to discover it no longer works? WebArranger's URL Validator Agent
gets that information for you.

The Validator checks http URLsin your History Topic, and putsinvalid ones in a specia Topic. The
Validator also attaches an Error Description field to each invalid URL, so you'll know if it isno longer
active or if it has changed. The History Topic auto-gathers all URL Notes in your Document. See Start
URL Agent on page 112.
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FTP DOWNLOAD

We got so frustrated trying over and over to download from busy Anarchie FTP sites, we created an
agent to do it for us. The FTP Download Agent attempts to download files from specified FTP sites at
intervals you define. When afile is downloaded, its URL is put in a specia Topic, showing that your
download is complete. See FTP Download Agent on page 114.

LINK UP YOUR STUFF

We could make all kinds of puns here about networking, but we'll resist and stick to this point: Y ou can
link one WebArranger Note to another, and it can be linked somewhere, and somewhere can be linked
elsewhere, and on and on and...........

So, if you need to remember that your best friend pays rent to a potential in-law of yours who just
happens to be aloan officer (and your car iswheezing really bad and spewing stuff that’sillegal in 37
states), and who also has aWeb page filled with job opportunities in your field of dreams— you just
might find it very handy to link all that information together. For more information, see Note Link Field
on page 68 and Linked Notes on page 34.

HOOK UP YOUR STUFF

WebArranger's File Note features the File Reference Field. This amazing field connects you to other
documents — in other applications— directly from WebArranger! Say you’ re putting together arecipe
book of obscure-but-marvelous cheeses and greens from around the world. One fine day you're nosing
around the Web, and you find this to-die-hard-for recipe from eastern New Zealand. Y ou Grab it and put
it in your word-processor recipe document — all from WebArranger! For more information, see File
Reference Field on page 70 and File Note on page 20.

PEACE OF MIND

We don’t know about you, but we used to spend way too much time looking for something we knew
darn well we'd put away some place for safe keeping ... and the place made sense at the time.

WEell, now we don’t even have to pretend to use logic when we put some thing away. We've got
WebArranger! No, WebArranger cannot find all your missing socks and earrings, but it can find any
thing you've got in its database.

WebArranger has a database search function that finds whatever you tell it to. In addition to aregular
Find, you've got Advanced Find, Select, Advanced Select, and a query-by-example that we fondly call Gather.
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SYSTEM REQUIREMENTS

For best performance to use WebArranger, a\Web browser, and Internet Config together, these are your
system requirements:

m  Hard disk with at least 4 megabytes of free disk space

» 12 megabytes of RAM

m  TCP/IP (Transmission Control Protocol and Internet Protocol) connection to the Internet
m  System software version 7.1 or later

= Internet Config v. 1.2 (provided with WebArranger)

m  Foppy drivefor installing WebArranger (if you areinstalling from a disk)

INSTALLATION

You may have received WebArranger 2.0 from an
on-line service or asa set of disks. By thetimeyou see || Install the following:
this Document you may have aready installed
WebArranger. So, if you're already up and running, m::mgzg:;
Congratulations! Welcome! You can just skim
this part. <

X Complete installation of ‘Webdrranger and WebWhacker
W software.

Full Installation

To install WebArranger:

Installation requires: 4743K

1 Verify there's enough space for _
WebArranger (4 mb). [ ouit ][ instan |

2 Restart your computer with all extensions and
anti-virus programs turned off. Hold down the Shift key while you Restart.

Double-click theinstall icon.

Click Continue.

Read the Read Me.

Click Continue.

Select your type of install.

Click Yes to restart after installation.

© 00 N oo 0o B~ W

Specify the location for WebArranger and its files to be stored.

10 Enter your Activation Key and name (they are required), and your company (that’s optional).
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11 Click OK.

If you areinstalling a demo version, it will
expirein 30 days. Thistime-out also applies
to the WebWhacker application. Your
expiration date is displayed in the
WebArranger About box aswell ason

the application’'s opening screen.

12 Insert disks as requested. Depending upon

WebArranger Personalization

User Name: |

Company: |

Activation Key: |(Frum Registration Card>

[ cancel ] [

0K

your configuration, you may not need all three disks.

LAUNCH WEBARRANGER

To launch the application, double-click the WebArranger icon.

Thefirst timeyou launch WebArranger, you' re looking at atemplate. Now you need to save and nameit
as your Document. Select Save in the File menu. See Home Document on page 13.

THE WEBARRANGER FOLDER

After installation, a Folder named Arrange Folder displays on your hard disk. It contains:

0

WebArranger

WebArranger 2.0 — The application. Double-click this to run the program.

WebWhacker Folder — The application. Installed with WebArranger. Accessin the
Tools menu.

WebArranger Help — On-line help Document.

Organizer Template— A template designed for personal information management. See Cool
Trick #7 for information about using it.

Plug-ins Folder — Any plug-ins installed with WebArranger are installed into this Folder. If
you install plug-ins later on, put them into this Folder. Keep this Folder in the same Folder as
the application.

Icon Library — A collection of iconsto use when you create Topics and Note types. Keep this
filein the same Folder as the application.

Getting Started Folder — Files and Documents you use to complete the Getting Started
tutorial in the User Guide at the CE Software home page on the Web at:
http://www.cesoft.com/webarranger/wasupportpage.html

Internet Config 1.2 — This application is the bridge between WebArranger and your other
Internet applications. Its Folder contains extensions and user Documentation.

Note: If you install WebWhacker by itself, Internet Config is not installed.



WEBARRANGER SIZE LIMITS

m  Filesize— 256 mb

Number of fields— 100 per Note

m  Number of Sub-Notes— 50 per Note

m  NotelLink field — 50 Notes per Note Link field
s Fieldsize— 16K

m  Grabber and Import — 4K

THE USER GUIDE

This guide helps you learn how to use WebA rranger, and assumes you know how to use the Macintosh
computer. If you don't, read the documentation that came with your computer before you continue.

INTERNET CONFIG

First things first. Before WebArranger can do itstricks, it has to know which Internet applications you
want to use, among other things. Internet Config tells WebArranger which Internet applicationsto use,
and you tell Internet Config. Make sense? OK, let’s make this a little more clear.

1 LaunchWebArranger and select Open ernet App Open “Internet Config”
“Internet Config” in the Tools menu. LB T

Web Browser

If you don't already have a copy of FTP Client

1 H Mail Client
_Int(_arne:t Config, a message (_:llsplays . Neallus l:.leantl:her Client
indicating the Internet Config Extension Telnet Client
isnot installed and it asks if you would bopher.tlient

liketoinstall it. Yesyouwould, so giveit
the OK. It tells you when the installation is complete (don’t worry, you won't have to Restart).

2 Click the Helpers button in the Internet S[I=—— Internet Preferences

Preferences dialog. i P

Personal Ernail News File Transfer

=8 | [A4] | PRl | B

Other Services Fontz File Mappings Helpers
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The Helpers dialog displayswith alist of the  Fr——ia—————==Teipers
types of applications you might need such as
http, ftp, mailto, etc. editor — SimpleTexnt

@ finger — Finger
ftp — Anarchie
‘ gopher — TurboGopher
@ http — Maclleb

__' mailto — NewslWatcher

@ netphone — NetPhone

Add Helper

3 Click Add in the Helpers dialog to display the
Add Helper dialog.

Helper For: |http |
4 Typethekind of helper application you want to select Helper: MaclWeb

in the Helper For: field. [ Choose Helper ... ]
For example: Type http to indicate a browser

application. And, type mailto to indicate an
E-mail application.

Click Choose Helper to display a standard Open dialog.

Navigate through your drives and point to the Internet application to use as the Helper.
For example: Point to QuickMail™ Pro as your mailto Hel per, and to your Web browser application
asyour http Helper.

7 Click Open.
8 TheAdd Helper dialog returns. Click OK to return to the Helpers dialog.
Repeat Steps 3 through 8 until you have pointed Internet Config to al the applications you want to use.

O IMPORTANT: Internet Config defaults to applications already installed on your machine, but you may
not want to use those. For example: You select Netscape as your browser, so Internet Config defaults to
Netscape as your mailto Helper. You do not have to choose Netscape in the Helpers dialog as the mailto
Helper because Internet Config finds it. However, you may want to use another application as your
mailto Helper.

CHANGE THE HELPER APPLICATION

1 Highlight anitem in the Helpers dialog and click Change.

2 Follow Steps 6 and 7 in the previous section.
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DEFINE FILE TRANSFER DOWNLOAD FOLDER

The Internet Config File Transfer dialog helps you set

preferences related to the transfer of files from the
Internet to your computer using FTP.

1 Click theFile Transfer button in the

Internet Preferences dialog.

2  Click Download Folder. Specify where to put
downloaded information from FTP sites. This
location is placed by WebArranger in afield called
Downloaded File.

When WebArranger’'s FTP Download Agent puts a
URL in the Successful FTP Downloads Topic, it adds the

@ Internet Preferences
BlE
i )
At
Perszonal Ernail File Transfer
g% A 5;
Other Services Fontz File Mappings Helpers
Elm] File Transfer
Archie Server: [ Ulowa -]
Info-Mac Server: [ USA, Ulowa i |
UMich Server: [ USA, Ulowa -]
Download Folder: [ Desktop Folder ]

Downloaded File field to the URL Note. From thisfield, you go to the downloaded information.

INTERNET E-MAIL PREFERENCES

If you are using an Internet E-mail application, be sure your preferences are set up.

NETSCAPE
To set up your preferences:

1 Launch Netscape.

2  Select Mail and News Preferences in the Options menu.

3 Provide your information in the Identity and Servers options.

OTHERS

Click the Email button in the Internet =

Email

Preferences dialog. Complete the Email
dialog with your information.

Email Address:
Email Account:

Email Password:

O Note: If you use QuickMail Pro, SMTP Host:
you do not need to complete the

Email Headers:

Email dialog.
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SET UP THE GRABBER

Grab aURL from anywhere! Grab information from anywhere! Grab a graphic from anywhere! ... You
get theidea.

WebArranger's Grabber™ captures text and graphics so you can add them to your WebArranger Notes.
And WebA rranger does not have to be running when you grab!

DO IT WITH A HOT KEY

You can set up the Grabber to work with the hot key of

your choice: IPY Grabber Preferences
1 Select Grabber Preferences in Preferences in the

File menu. Grabber: || e |
2  Enter your hot key in the Grabber text box, if WebArranger: | Fa|

you don’'t want to use the default. Use any
combination of the four modifiers (Shift, Control,
Option, Command) and one other key. Or, you can

use a function key.

This key will grab what you have selected.

[ Hot keys enabled
[<] Make sound when grabbed

3 Enter your WebArranger hot key, if you don’t want
to use the default. This key will either launch or go to WebA rranger.

Select the Hot keys enabled checkbox.
Select the Make sound when grabbed checkbox.
Click OK.

HOW TO USE THE GRABBER

1 Sdect anything you want to capture from any application, Internet site, or from any
electronic source.

Press your Grabber hot key. When your selection has been grabbed, you hear chimes.

Most captured datais placed in the Clippings Topic asaMemo Note. Grabbed URLs are placed in
Clippings asa URL Note. Clippings is located in the My Data Folder.

The Clippings Topic in the WebArranger 2.0 template has some examples of grabbed stuff.

4 Pressyour WebArranger hot key. If it is running in the background, the hot key brings
WebArranger to the front. If WebArranger is not running, the hot key launches the application.
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5 If WebArranger is not running when you grab something, the item is stored in atemporary file until
you open WebA rranger. You can grab more than one item before you open WebArranger.

6 When WebArranger is launched, theitem is placed in the Clippings Topic. From the Clippings Topic,

you can drag the Note to another Topic as a Note.

Or, you can copy the datainto a Note.

Or, you can convert the Note to another Note type. Select Convert Note in the Notes menu.

O Note: The difference, between using the Grabber and the usual copy and paste commands, is that

the Grabber works even when WebArranger is not running.

A O Note: The Grabber may not work properly if you have not specified a Home Document and if the
ﬁ,;,}, Arrange BackGrounder extension is disabled

SET PREFERENCES

WebArranger gives you plenty of control over its features.

The Preferences submenu in the File menu is where you tell
WebArranger’s various elements when and how to do their
work. Maybe you've aready been in Preferences to change

your Grabber hot keys. See Set Up The Grabber on page 9.

STYLE

Style Preferences sets your default settings for text styles.

Quit

#0

Style Preferences...
Date Preferences...
Document Preferences...
Home Document...
Grabber Preferences...
Internet Plug-in...

The Style Preferences dialog gives options for default style settings for Folders, Topics, Summary Line,

tables/calendars, text, and field names.

10
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Individual field and Note definitions have text T
style settings which override these defaults. You A T
can further override the default settings for
selected field text and table views. S‘*C‘)‘;:f‘ajl‘:'fe:;“ Font:
See Text Format on page 63. @ Summary Lines Size:
") Tables/Calendars

Style setsthe default text styles for many (O Field Names chule.
elements of the application. The left side of the  Topic Names
dlalog isalist of radio buttonsto spe(:lfy which CHiblegpames This i some sample kext
element of the Document to apply stylesto. The
right side contains style drop-down lists.

[ Apply Now ] [Use Defaults ] [ Cancel ] [[ 0K ]]

DEFAULT TEXT

This setting affects unstructured Notes, like Memo Notes, and the fields of structured Notes, like People
and To Do Notes. It setsthe default text style for al information you enter in the active Document. You
can override the default style with a different style wherever you want.

When you override default styles, there is a specific order in which style settings are applied:

1 TheDefault Text setting specifiesthe “base” level style for your information. It controls the text style
of information everywhere it is displayed.

2 Thenext level isapplied in the Define Field dialog. This Default Style dialog lets you override the
document-wide Default Text setting. Choose specific text formatting for information that appearsin
that particular field. See Create or Change a Field Definition on page 54.

3 Thenext level isapplied in the Define Note dialog. The Styles dialog lets you set the text format for
the selected fields within the selected Note type. Select one or more of the fieldsin the prototype
field list. This setting overrides both the document-wide Default Text setting and the field-specific
Default Style setting. See The Define Note Dialog on page 57.

4 The most specific level is applied when you select information in afield of a Note and select the
Text menu. This overrides al other text formats. See Text Menu on page 27.

SUMMARY LINES

Thisdialog is the only place you can control the format of Summary Lines. There is only one setting that
appliesto al types of Notes. It setsthe default text format used for the Summary Lines of all Note typesin
the current Document.

However, you can set the fields that are displayed in Summary Lines for each Note type. Select a Note of
the appropriate type and select Set Summary Line in the Notes menu. See Summary Lines on page 61.

TABLES

This sets the text style for information displayed in the columns of Table Views. The information in all
the columns of a Table have the same formatting.
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You can override this setting for a particular Table. Select the Table, choose View Settings in the Views

menu, and click View Style. See Show Table on page 90.

FIELD NAMES

This setting controls the style of field names of al fieldsin all Notes of the current Document. It setsthe

default style for field names.

TOPIC NAMES

This setting controls the style of all Topicsin the current Document. It sets the default style for

Topic names.

FOLDER NAMES

This setting controls the style of al Foldersin the current Document. It sets the default style for

Folder names.

DATE

Date Preferences sets the date style. WebArranger has
three styles for fields defined as date type: 2/27/96 or
Tue, Feb 27, 1996 or Tuesday, February 27, 1996. Use
the pop-up menu to select the date style you prefer.

When you select the Always Convert checkbox, any date
you enter is converted to the preferred style.

Preferences

i

Date Format: |Sun, Feb 3, 1993

[ Always convert dates to this format

[ cancel ] [

ok ||

The date/time at the left side of the Topic header bar shows the current date style. This date field can be
used as a date/time stamp for a Note. Select a Note, and click the date/time in the Topic header bar. The
date and time is added to your Note. See Topic Header Bar on page 41.

DOCUMENT

You can set preference settings for each

Preferences

WebA rranger Document.

As adefault, WebArranger does not compress
files as it saves them. The Document Preferences
dialog hasthree checkboxesfor save specifications.
They can be selected independently

and concurrently:

v Document
[ Fast Saves
[JAuto-save every minutes
Backup as |THIL file ||Euerg Day | [Folder... ]
Repeating Event behavior:
When | drag an event: |Sh|:|u.l Dialog |
When | delete an event: [Show Dialog |

Password: [ Add... ] [Remuue...]

12
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FAST SAVES

We recommend you do not use the Fast Save option. Leaving Fast Save disabled reduces the overall
WebArranger Document size by up to 50%. Individual savings may vary.

AUTO-SAVE EVERY ___ MINUTES
Sets atime period for regular saves of the Document. This option is not selected by default.

BACKUP AS

By default, we recommend you save your Documentsin TAIL format every day. The TAIL format can
be used as arecovery filein the event that any information islost or damaged in the original Document.
TAIL files cannot be password protected.

Without going into alot of engineering details, WebArranger is built on an object-oriented database —
this means WebA rranger can hold just about any kind of electronic information you can get and you
arrange it however you want.

Thisinformation is stored in a sort of “object soup.” So, to effectively protect the data, we recommend
you saveit in amore hierarchal file format ... TAIL.

Saving in the TAIL format may take a bit longer than you are used to. We believe the benefits of
WebArranger’ s power and flexibility are well worth the short time it takes to make a hierarchal snapshot
of your data.

REPEATING EVENT BEHAVIOR
See Repeating Events on page 107.

PASSWORD
Protect your WebArranger Document with a password.

HOME DOCUMENT

The Home Document is the default Document that

opens every time you launch WebArranger. It isalso Licase select o Home locument.

the Document that contains the Clippings Topic when [5New WA 2.0 template ¥ | =Dale

you use the Grabber. _
4 Revelations (Teskton )

WebArranger 2.0 shipswith atemplateready foryour | | | |

use. Asrecommended in the I nstall ation section, name

your Document with Save in the File menu as soon as

you get started. Then, specify your Home Document. =
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INTERNET PLUG-IN

Two preferences set the intervals for WebArranger Agent activities.

URL AGENT

The URL Agent monitors the specified http URLSs for changes.
To specify aURL, put acopy of aURL Notein the Topic,
URL Agent. The Agent checks the sites for you, so you don’t
have to look yourself to seeif any thing has changed. URL
Agent puts the URLSs of changed sites in the Topic, Changed
Web Pages.

Set the intervals here for URL Agent checking. Select the
checkbox if you want adialog to aert you when achange has
been detected. See Start URL Agent on page 112.

@ Internet Plug-in Preferences

URL Agent operates at most
once every [
FTP Download Agent operates at most

once every[1_]

[] Use dialog when Web page changes

[ Cancel ][[ 0K ]]

O Note: URL Agent looks at the last modified field in aWeb page’s http header. If thisfield is not
present, URL Agent can not work as described and the affected URLSs are put in the Changed Web
Pages with an error field attached. It may be helpful for you to contact the WebMaster at asite
which does not use thisfield, if you want its URL checked by URL Agent.

FTP DOWNLOAD AGENT

14

The FTP Download Agent can save the time spent waiting for an
Anarchie FTP site to be available for downloading. It
attempts to download files from the specified ftp URLS

for you.

To specify aURL, putitinthe Topic, FTP Download Agent. The
Agent puts the downloaded files URLs in the Topic,
Successful FTP Downloads. Each file you want downloaded
must haveits own URL.

Set your intervals for FTP Download Agent attempts in the
Internet Plug-in Preferences dialog.

@ Internet Plug-in Preferences

URL Agent operates at most
once every I
FTP Download Agent operates at most

once svery 1]

[ use dialog when Web page changes

[ cancet | ok |

FTP standsfor File Transfer Protocol. Thisisacommon way of moving files between two Internet sites.
It's a special method to login to another Internet site to get and/or send files. There are many Internet
sites which have established publicly accessible files of material that can be downloaded using FTP.
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THE USER GUIDE

This guide helps you learn how to use WebArranger, and assumes you know how to use the Macintosh
computer. If you don't, read the documentation that came with your computer before you continue.

Chapter 2: Notes explains the most basic element of WebA rranger.
Chapters 3: Folders & Topics describes how WebArranger can organize your information.

Chapter 4: Note Fields shows you the various fields that make up Notes and how you can create your
own Note types.

Chapter 5: Views, Tables & Calendars explains the many ways you can rearrange your information for
different uses.

Chapter 6: Tools describes how to use the WebArranger tools.
Chapter 7: Forms shows you how to create Forms and print your information on Forms.

Chapter 8: Finding Information describes how to use WebArranger's powerful search featuresto locate
almost anything.

Chapter 9: Import & Export explains how to import information from other databases.

Chapter 10: Printing goes over how to print information from your WebArranger Document.

YOU WANT MORE?

For moreinformation about the power, flexibility, and cool stuff WebArranger has, seethe WebArranger
Help Document that shipped with WebArranger 2.0.

We've embedded a special notifier agent to let you know whenever we update the User Guide. Use
WebWhacker to get the Documentation ... then you can peruse it off-line!
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CHAPTER 2: NOTES

The Noteisthe most basic element of WebArranger.

Without going into alot of engineering details, WebArranger™ is built on an

A

obj ect-oriented database — this means WebArranger can hold just about any kind of ‘Yﬁ
electronic information you can get. Notes are the objects, akin to records in a database.
They store your captured information, any way you want ... Notes are completely flexible.

Notes are displayed in aWebArranger Document. A Document is a collection of Notes, which are kept
in Topics. The Topics are stored in Folders. The flexibility part comesinto play because you can move
the Notes, the Topics, and the Folders around as you want. Plus, the Notes can hold almost any kind of
information you can get your hands — or wires— on.

NOTE TYPES

WebArranger ships with seven types of Notes. These seven are designed to hold the usual array of
information you’ Il want. Y ou can modify these Notes and create other types. See Chapter 4: Note Fields

on page 51.

THE SHELF

Buttons and icons for the Note types are stored on the Shelf.

Click aNote button to create a Note at the current insertion point in

your Document.

Click the Note icon and drag, to place it in adifferent location in the Document.
The Note icon is beside the Note button.

When you define your own Note types, WebArranger automatically places copies
of them on the Shelf.

URL

The URL Note stores an Internet address. URL
means Universal Resource L ocator.

TO DO

To Do Notes have afield which links to a URL

Note. The To Do Note is afast way to schedule
your visitsto the Internet. You can a so use the

To Do Note to schedule visits to your dentist’s

office. See Note Link Field on page 68.

WebArranger

Shelf

-+

E3[urL |
([Heading |
[ i r—
fHemo |
S ITrr—
%1_
@

Bookmark Heading

Figure 1 The Shelf

@ W Centrafl Infelligence Agency Home Page  hffpdvww odoi gow’

URL:
Comment:

Last Yisited
Next Time to Yisit

Central Intelligence Agency Home Page
H=Rm O] bdan, Moo 27, 1995 @ 9:27 Ak

Ty W Visit the Infermet

Summary: ' sitthe Inbernst
URL Link: [5] @ W Ask Dr. Science hiplagora rdrop.comi~jim...

Priority: [F]
Begin: 2 a@
Completed: D

Date created: hon, Feb 12, 1996 @ 8:22 PM
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You can place other types of Notesin your calendar, which isin the Web Schedule Topic. However, other
Note types will not carry forward to the next day. The To Do Note's advantage is that it stays on your
calendar until you check the Completed field's checkbox. See Carry Forward Notes on page 98.

HEADING

TheHeading Noteisdesigned just ¥ iy way

to be aname of a group of Notes. "“":'ﬂl;v:!"}’wa"_ :

For example: You have a Heading U N

Note nan]ed M i | ky Way YOUI’ @ I bty iveeew2 ari hethomelodenvwaldicafe bl The Astronormy Cafe

group lists your collection of @ B hifpittereew ultnodnpthomepage-npten.himl The Horthern Lights Planetarium
URLS that gO to Web pag% @ W hitpliss Lberkeley sdulisi_wwwisalpasses.himl SatPasses Home Page

featuring news about the galaxy.

PICTURE
A Picture Note lets you display aphoto or graphic. b or weitington &
Summary: [ Yezllington
Picture:
MEMO
The Memo Note is the generic, no frills Note ... 7 b 4 Hows ookt Fmake homal vey heplce. Lo of bogfimers ey’ getig ourelbe.
. . . . 4 1love bookmarks. [ make them all aver the place. Lots of bookmarks. And they're getting ot of hand . Any way ta
you can put graphics and write any thing in a rearange tem?
M emo N Ote :Xr;mz :r;: az;@u:gg g% gsrt“\;;wg confused dealing with bookimarks. Untl we drearmed Up Importing and
) Not“/v webjuitlus’e\‘tr;e Heading note to make outlines of our imported bockmarks. And then we export our bookmark
This works with Anarchie bookmarks, kool
PEOPLE
People Notes hold your contacts information. This example has a Picture 8 ¥ ason Wslinglon Mr Happy Tooth
Note positioned as a Sub-Note. Any Note indented beneath another Noteis At e
called a Sub-Note. See Sub-Notes on page 30. et e

FILE
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Title: bestdentisit I've ever had

& Or Wetingion @
Summary: [r “Wellinglon
Picture:

The File Note pointsto files of any type on your computer. You
can arrange references to Documents, applications, etc., so you
don’'t have to bring the entire file into WebArranger.

D W Aznger Aick’s receipes
File Name: F] %hat's new
Comments: Panger Rick's receipes
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THE ORGANIZER TEMPLATE

NOTETYPES

The Organizer Template provides some of the same Note types as the il P
WebArranger template: Memo, People, To Do, File, and Picture. The iy ik

Organizer Template does not ship with the URL and Heading Notes. 8

Additional Note typesin the Organizer are Appointment and Reminder. &

E

Th izer Templ 47. e |

See The Organizer Template on page 3

m

APPOINTMENT

Keep track of where you're supposed be when with 1:00 PM It.‘. Dr. Seience hittp/fagorasd.. Fri, Feb 9, 1996 .

H 4 b 1:30 % The Dilhert2 hitpidd an.. Fri, Feh 9, 1996 ..
Appointment Notes ... good for thg dog’s hair T T AR b
styling, your hair cut, ameeting with the Boss, ahot  [2=0

. 3:00 PM
date, etc. See Appointment Note on page 21. =
4:00 PM
4:20 I& Pick up photos Sun, Feb 11, 199,
5:00 PFM
5:30
&:00 PM
6 30
;"f::%"“.ilgm Web Schedule:Today =
3;00 = W W Dinner with Jill
830 Summary: [inner ywith Jill
9:00 FM Yiho: [&]
9:30 Category: []
10:00 PM Yhere: [ Bob & Iris's Drop Dead Cafe
10:30 Comments: fake photos
11:00 PM Begin: § @ Sun, Feb 11, 1996 @& 7:00 Pk
1_I| =i End: p @
REMINDER
The Reminder Note features an alarm to remind you of g >
important dates and tasks. WebArranger does not need to be e
running for the remindersto appear. When an alarmis set for ,_,hu: ®

aNote, asmall black set alarm symbol isin the top right of
the Note' sicon. Reminder Notes are automatically collected
to the Schedule Topic and displayed on the date set in the Alarm

on field. See Reminder Note on page 22.

WebArranger

Alarm on: 2 33T Sun, Mey 12,1996

19



CREATE NOTES

To add information to WebArranger, you create Notes to store the information.

New Note in the Notes menu lets you create a Note of any type.

To create aNote:
1 Select New Note in the Notes menu;

m  Or, press-N.

2 Select aNote type from the drop-down list.

m  WebArranger'sincredible type ahead feature recognizes your existing Set Alarm... ®E

New Mote... N
Note Catalog

Add Field...
Remove Field...
Field Catalog
Form Catalog

Note Info...
Convert Note...
Detach Note

Set Summary Line...

list of Note types. Just begin to type, and as soon as the characters match
a Note type in your Document, the name is completed. The new Note dialog also offers

adrop-down list of your Note types.

3 Click OK to create anew Note and
to exit the dialog.

NEW NOTE SHORTCUT
Press 3g-Return to create a Note.

]

Make note of type: ) N '
Define Note...

Memo
New Ng URL

Heading

To Do

Appointment
% | Remindger

IIMPI Preferences

m |f thereisaninsertion pointin
the Document, the new Noteis
the same type as the Note with

theinsertion point, and insertsit after that Note.

Feople
Picture
Bookmark Heading

m [If thereisn't aninsertion point, the Note created is of the same type as the default of the Topic.
If thereis no default Note type set for the Topic, the new Noteisthe same asthelast Notein the

Topic. The new Note isinserted at the end of the Topic.

FILE NOTE

20

You can link a document from any other program into WebArranger, with aFile Note.

1 CreateaFile Note.

2 Click the pop-up menu and select Set to display alist of

documentsto link.
3 Sedlect the document.

Click Open.

Db

File Name :
Comments: Open

The document islinked to the File Note, and the name of thefile displays. See File Reference Field

on page 70.
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APPOINTMENT NOTE

To set up an Appointment Note:

1 Create an Appointment Note. Drag itsicon from the Shelf, click its button on the Shelf, or
pressge-N.
Complete the Summary Line.
Complete the Who, Category, Where, and Comments information if you want.

The Who field isaNote Link field. This means the Appointment Note can be linked to another Note.
Click and hold the icon to select the Note type you want to be linked. See Note Link Field on

page 68.

The Category, Where and Comments fields are drop-down list fields. Click the list icon and make a
selection. Or, type your own information.

S=—————————— Schedule:Calendar =————
W W hsircut 3]
Summary : _H@aircut
¥ho @ W Anfcine Jeffersan
First Name: AnNboing
Last Name: Jefferson

EMail: Mailko:

Company : - N&ars B US

Title:
Category
Yhere: [
Comments:
Begied, May 15, 1996 @ 4:00 PM
End: & L0 WWed, May 1%, 1996 @ 500 PM ]
= EE

4 Set the Appointment’s date and time in the Begin and End fields.

Click thelittle box symboal in the Begin field. Thelittle box is supposed to represent acalendar. It'sa
stretch ... just work with us on this one. The clock’s not bad.

Anyway, when you click the calendar, a calendar pops up. Point to the day of your Appointment.

Click the clock and...you guessed it already...a clock pops up. Drag to the time of
your Appointment.

5  Set your End date and time.
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MORE THAN ONE APPOINTMENT
Click the curved arrow to display the Repeating Event dialog.
Select the frequency in the pop-up dialog.

Select the date to disable the repeating Appointment, or enter anumber of days for the event
to repest.

4  Click OK.
See Insert Repeating Event on page 107.
REMINDER NOTE

You can attach an alarm to a Note anywhere, not just the calendar — drag a Reminder Note to any
Topic page.

To set up a Reminder Note:

1 Create a Reminder Note. Drag itsicon 5- .................................................................
from the Shelf, click its button on the SISy <

Shelf, or press &-N. Who : (B
g, by 12, 1996
Complete the Summary Line. Manm o

Complete the Who information if you

want. The Who field is a Note Link field. This means the Reminder Note can be linked to a Note you
want to remember.

Click and hold the icon to select the Note type you want to be linked.
See Note Link Field on page 68.

Click the calendar icon and select the date for the Alarm.

Click the clock icon and select the time for the Alarm.

Click OK.

~N o o1 b~

Press 3-S to Save your WebA rranger Document. Y ou must save after setting an alarm. If you do not
save your Document after setting an alarm, the alarm won'’t go off.

An aarm set symbol is added to the Alarm icon when the alarm is set.

MORE THAN ONE REMINDER
1 Click the curved arrow to display the Repeating Event dialog.
2  Select the Reminder Note's frequency in the dial og.
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3 Select the date to disable the Reminder or enter a number of days.
Click OK.

Press g-S to Save your WebArranger Document. Y ou must save after setting an alarm. If you do not
save your Document after setting an alarm, the alarm won’t go off.

See Insert Repesting Event on page 107.
ATTACH ALARM TO OTHER NOTE TYPES

You can attach alarms to any Note type. For example: Attach an alarm to a
People Note to remind you of abirthday and to aMemo Note to remind you < E ‘ias]{ il S-:i|

to research something before a meeting.

To attach an alarm to one Note:

1 Sdlect the Note. A box appears around the selected Note.

2 Select Set Alarm in the Notes menu to display the Set Alarm dialog.
m  Or, press¥-E.

3  Setuptheaarm.

m  Select a specific date and time for an alarm. If the Note does not contain a date/time field, use
the first radio button features to select a specific date and time for the alarm to display. The
features include a calendar icon and time pop-up.

m  Select arelative date and time for an alarm. If the Note contains a date/time field, use the
second radio button to select arelative time for the alarm to display. Also select which date/
timefield on which you want to base the alarm display. Y ou can add adate/time field to any one
Noteif you want to use arelative time with that Note.

For example: If you select the When field, and
select 5 minutes before the When field’s time, the
alarm displays five minutes before thetime set in
the Note's When field.

set Alarm

Remind me;
2 on 8 Tue, May 7, 1996 at @ 11:15 AM

©5 ||CETTEM vefore the [Alarmon _ [0] field's time.

Hours
Days

[ clear | [cancel ] [ ok )
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ADD ANALARM TOALL FUTURE NOTESOF ONE TYPE

1 Choose Note Catalog in the Notes menu.

2 Select aNotetype from the list.
Double-click it to display the Define
Note dialog.

= Or, %-double-click aNoteicon
in the Shelf to open the Define
Note dialog.

3 Select the Alarm on field in the
pop-up field list.

4  Click >> to add the Alarm on field to the
Note type.

Click OK.

= DeflineNle =————————|

Define Note

Fields Note Name: Note lcon:

Sort by [®]
[t erested ki 5" 4 ki
[Tzt rmadified First Name :

ECpeytor name Last Name : ;
L act editar name EMail: mailto:
= Company :
= I:ote Tesct <) et
Address :
= s
[T atakrr on
[ Styles... ] Form:|No Form v|
[®New...] [ Edit... | (summary..| [ cancel ][ ok ]

Select Set Alarm in the Notes menu or press 3-E.

Use the second radio button to select arelativetime for all Notes of thistype. Otherwise, all alarms

will display at the sametime.

Select which date/time field on which to base the alarm display time.

Click OK.

Note: When you use the Define Note dialog to add an alarm to all Notes of one type, the alarm only
affects future Notes that you add; it does not affect existing Notes.

THE ALARM DIALOG

When an alarm goes off, adialog

appears in whatever program you are
currently working in to aert you. The
Alarm dialog appears no matter what
program you're running.

The Alarm dialog displays the type of
Note that generated the alarm, the name
of the Document where the Note resides,
and the time the alarm went off. The

diaog displaysthefirst seven linesin

Al

Arrange™ Alarm

Reminder in working at 12:00 PH
[Summary: Fick up photos
Alarm on: Tue,May 7, 1996 @ 12:00 PM

[ GoTo this Note | [

Acknowledge || |

snooze All ]

[ Acknowledge Al ] [ Snooze This Alarm |

for minutes.

aNote.

The Alarm dialog offers severa options:

WebArranger



= Click Acknowledge to close the Alarm dialog.

= |f youwant theAlarm dialog to display again at alater time, click Snooze this Alarm for ___ minutes
and specify an amount of time before the alarm displays again.

m If multiple alarms are going off, click Acknowledge All to turn all Alarm dialogs off. Or click
Snooze All and specify atime so you can read your alarms at alater time.

= Click Go to This Note to launch WebArranger and go to the Note whose alarm is displaying.

= |f WebArranger is not running when an Alarm displays, the Go To this Note button says Launch.

CONVERT NOTE

Convert Note changes a Note of one type to another type. The selected Note can be a variety of types.
They are all converted to the same new type. Convert Note is helpful to combine different kinds of

information into one new Note type.

Convert Note creates a Note. The information from the
former Note is copied to the new Note. You never lose
information when converting.

m Fieldsin both Note types retain their values.

m Fedsincludedinthenew Noteonly aregiven

Convert Notes
Convert notes to type: 5‘}
Ceance ] (o)

default values (if any have been defined) or remain empty.

m Fieldsfrom the old Note that aren’t included in the new one are automatically added and retain

their existing values.
See Chapter 4: Note Fields on page 51.

NOTE AND TEXT SELECTIONS
SELECT TEXT IN A NOTE

You select text in WebArranger just as you would select text in any standard Macintosh application:

1 Placethe cursor where you want to start the selection.

2 Hold down the mouse button.

3 Drag the mouse across the text you want to select.

WebArranger
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KEYBOARD SHORTCUTS

Text Selection

Action Press
Move the insertion point forward and backward Left and right arrow keys
Extend or reduce the selection by one character at Hold down the Shift key and press
atime the left and right arrow keys
Move the insertion point one line Up and down arrow keys
Extend or reduce the selection by a line at a time. Hold down the Shift key and press
the up and down arrow keys

Select all text in a Memo Note or in a field

Hold down the Option key and choose Select Text in the Edit menu

Press 3-Option-A
Hold down the Option key and use the Left and Right arrow keys to move the insertion point
by words

Triple-click the mouse anywhere within the text.
To select field text

Hold down the mouse button while dragging across the text you want to select.

Click the field contents, hold down the Option key, and choose Select Text in the Edit menu.

Click the field contents and press 3-Option-A

Table 1 Text selection

SELECT NOTE

1 Tosdect an entire Note, click the Note's icon. When a Note is selected, it is boxed.

2 Todeselect aNote, Mon, Apr 15,1996 @ 854 4 People @ 2 Top Level Notes In Topic
click an empty part of [ it Peaple URLs 2 Top Lewvel Notes In Yiew
theTOpIC area. If the AR B The mark laraese T Fide Time a0 Lo Hc Homamns ~ |"iﬁi’"
Topic areaisfilled Figure 2 The Topic header bar

with Notes, you can
click the empty area of
the bar directly abovethe Topic area. This bar is called the Topic header bar. See Topic Header Bar on

page 41.
SELECT MULTIPLE NOTES

To select multiple Notes, hold down the Shift key and click the icons of the Notes you want. You can
select any number of Notes in any number of placesin the Topic area. Selection rectangles appear
around each selected Note. Subsequent operations apply to all selected Notes.
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TEXT MENU

The Text menu offers text formatting features. The effect of a command depends

upon the current selection. Font >
= If text is selected, the changes you make are applied to the selected text. < %’g;g}“&gﬁ
= I one or more Notes or fieldsis selected, the changes are applied to all g ggggg
selected Notes. 18 Pl
= |f thereisn't acurrent selection, the Text menu is disabled. ﬁ,fff ?lmﬁ
The Font submenu lists all fonts currently available in your System. A ol
Fralic ) #1
The Text menu includes six standard font sizes. To use adifferent size, select Other... | pier e *)
and enter the font size in the dialog. Color »
Justification p

Four standard text styles are listed in the Text menu. The Other submenu offers
four more.

The Color submenu includes five standard colors. Choose Other. .. to set a custom color.

Y ou can justify selected text as Left, Center, or Right. Justification works only on text fields. It does not
work on date and number fields.

JUSTIFY TEXT FOR ALL NOTES OF ONE TYPE

1

ga b~ W N

Select Note Catalog in the Notes menu, and select a Note type to display the Define Note dialog.
=  J-click aNote name to go to the Define Note dialog.

See The Define Note Dialog on page 57.

Put the insertion point in atext field to select that field.

Select Justification in the Text menu.

Choose Center, Left, or Right.

Click OK.
Every time a Note of that type appears, text in the field you selected isjustified.
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ORGANIZE YOUR NOTES
MOVE NOTES

To move aNote:
1 Draganddropit. Click and hold the mouse button down on the Note's icon.

2 Asyoudrag the Note, agray rectangle representing the Note follows the mouse movements. A gray
destination bar appears in the Topic area at locations where you can drop the Note. The Note can
only be placed before or after other Notes; it cannot be placed within the text of a Note.

3 TheNoteitself staysinitsoriginal position in the Document until you release the mouse button.
The Note then moves to the destination you select.

If you have multiple Notes selected, they all move to the new location.

If you want to drag aNote to aposition that isbeyond the top or bottom edge of the Topic area, drag
and hold the Note over either place. The Topic area scrolls in the appropriate direction.

Moving Notesisjust one example of how drag and drop worksin WebArranger. Asyou learn your way
around, you'll find that drag and drop is often the easiest way to manipulate your information.

CUT, COPY, AND PASTE

28

The Macintosh Clipboard holds information asit is moved from one place to

another. Y ou moveinformation to and from the Clipboard Cut, Copy, and Paste inthe | Undo %2
Edit menu. Ty =
Copy ®C
To remove a Note from your Document, select the Note(s) you want to remove, iy =
then choose Ct. select »
Outline »
To move a Note (or Notes) from the Clipboard to your Document, choose Paste. g:wn l:lntte ::
Y ou can Paste aNote in any Topic. Topics are described in further detail in Chapter | puniicate Note %D
3: Folders & Topics on page 39.. Destroy Note %K
Empty Trash

0 Note: A Topic can only contain asingle copy of aNote. If you try to Paste
multiple copies of a Note in the same Topic, WebArranger moves the Note instead.

You can also move linked copies of Notes with the Copy and Paste commands. See Linked Notes on
page 34.

When you select Paste with no Notes selected, the Clipboard contents are inserted at the end of your list

of Notes. When you select Paste with a Note selected the Clipboard contents are inserted after the
selected Note.

WebArranger



MOVE NOTES BETWEEN TOPICS

Moving copies of Notes between Topicsis one of WebArranger’s most powerful tools. A single Note
can be copied into multiple Topics. Each place a Note appearsis called an appearance. Notes can
appear in any number of Topics, though typically only once as atop-level Note per Topic.

USE THE SHELF

To move a Note from one Topic to another, drag the Note to the Shelf. Press the Option key to drag
linked Notes to or from the Shelf. See Linked Notes on page 34.

Then open the other Topic, and drag the Note from the Shelf where you want.

Y ou may find this easier than dragging a Note from another Topic. When you just drag a Note from one
Topic to another, the Note is put at the bottom of the Topic. After you find it, you must drag the Note
again to place it where you want.

You can move Notes between Topics at any time, making it very easy to organize and access your
information. You can also move Notes between Topics with Cut and Paste in the Edit menu.

DRAG AND DROP
To move aNote to a different Topic:

1

2
3
4

Click the Note'sicon in the Topic area.

Hold down the mouse button and drag the Note to the Contents list.

Position the cursor over the target Topic. A destination rectangle appears around the Topic.
Rel ease the mouse button.

The Noteisremoved from the selected Topic and added to the end of the target Topic. The origina
Topic remains displayed in the Topic area.

See The Contents List on page 41.
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SUB-NOTES

It's often useful to attach pieces of information together.
Staplers and paper clips are common tools for this. In
WebArranger, you attach information together by making
one Note a Sub-Note of another Note. Thisletsyou
structure your information into an outline.

The Notes to which Sub-Notes are attached are called
parents. A Sub-Note remains attached to its parent Note
when you move it. A Note can have 50 Sub-Notes.

LEVELS

Sub-Notes can a so be parent Notes to other Sub-Notes. Like
itemsin an outline, the Sub-Notes of a Note are grouped into
levels. The number of Sub-Notes you can create at any level

[~ Fun

@ W The Weird Places On The Nat
@ It Agk Dr. Science
&3 I Rocke's Modern Life
€ I Zargon's Web World
@ It Casey's Snow Day Reverse Dictionary (and Guru)
[~ Cartoons
€3 ¥ The Morly Python page
& I The Dibert Zone
&3 ¥ Far Side
&) ¥ Duckman!
[3™ SeiFi
&) ¥ Sci-Fi Channel's Home Page
&3 ¥ The X-Files
€ 1P UPN 44 Universe
@ B The Lurker's Guide to Babylon 5

Figure 3 Notes and Sub-Notes

islimited only by the amount of memory that's available to WebArranger. The maximum number of

Sub-Note levelsis 15.

Notes located at the top level of your Topic are

Mon, Apr 15, 1996 @ 5:54 &M Peaple E 2 Top Lewel Motes In Topic

called top-level Notes. The number of top-level Notes
inaTopic isindicated on the right side of the Topic
header bar.

Peapla URLs 2 Top Lewvel Notes In Yiew

AR The Cark lnmman T Lide Sinm o lame bbeclhasis a I

The number of top-level Notes gives you a quick idea of the scope of a Topic. You can also get a count
of the total number of Notesin a Topic — top-level Notes and all their Sub-Notes — with aView. See

Chapter 5: Views, Tables & Calendars on page 72.

MAKE AN EXISTING NOTE INTO A SUB-NOTE

30

To make a Sub-Note:
1 Click the Note'sicon to select it.

2 Dragthe Note beneath another Note. A destination rectangle indicates where the Note will

be placed.

3 Dragthe Note to the right. As you drag, the destination bar indents to show you the Note will a

Sub-Note of the Note above.

4 Releasethe mouse button. If the Note has any Sub-Notes, they are dragged also. When dropped, the

Sub-Notes retain their relative levels.
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CREATE A SUB-NOTE

To create a Sub-Note:
1 Sdlect the parent Note, and:
2 Hold down the Option key and choose New Note;
m  Or, press @-Option-Return;
= Or, hold down the Option key and click one a Note type button on the Shelf.

3 A Sub-Noteis created below the current insertion point or selection in your Document.

THE TRIANGLE

Thetriangle is the Note Control and manages the display uh

of Sub-Notes. By default, the triangle is empty. When a 2

Note has one or more Sub-Notes, the triangle is dark. This @ I hifp:irrr. USC eduldept

indicates the Note has Sub-Notes. w bt ey expa nge . cot
_ _ _ €3 I hitplivever ama calbech.

To expand a Note and display its Sub-Notes, click the

triangle. The triangle points down, and the

Sub-Notes display.

To collapse a Note and hide its Sub-Notes, click the triangle again.

UPDATING THE TRIANGLE

When a Noteis copied, the triangle for each appearance of the Note is updated to reflect the Note's
new status.

The triangle changes from a small triangle to a double triangle. This indicates there is more than one
appearance of the Note. This change only happens when you make the first copy of a Note. Subsequent
copies don’t change the Note control.

O Note: A Note appearing only once has a single triangle Note control. A Note appearing more than
once has a double triangle Note control.

MAKE SELECTIONS WITH SUB-NOTES

When you select a Note, the rectangle displays around it. When a Note is expanded and its Sub-Notes
are displayed, the rectangle extends to include the Sub-Notes. When you move a Note, its Sub-Notes
move with it.
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APPLY FORMATS TO SELECTIONS

When you make format changes to a Note, the changes are not applied to Sub-Notes.

To make changes to Sub-Notes too, select the parent Note and select the Sub-Notes individually. Hold
down the Shift key and click each one. A selection rectangle displays around each individual Note.
To select al Notesin aTopic, regardless of their level:

= Hold down the Shift key and choose Select All Levels in the Edit menu;

m  Or, pressg-Shift-A.

m  Toseect just the text in aMemo Note or field containing the insertion point, hold down the
Option key, then choose Select Text.

You can also use Select in the Edit menu to select Notes that match a certain description.

PROMOTE AND DEMOTE NOTES

32

When aNoteis promoted, it's moved so that it's at the same or higher level asits parent Note. The
Note's Sub-Notes move with it. They remain Sub-Notes.

When a Note is demoted, it's moved so that it's at the same or lower level asits Sub-Notes were. The
Note's Sub-Notes move with it. They remain Sub-Notes.

To promote or demote a Note:
1 Select the Note.

2 Dragthe Note to the left to promote it or to the right to demote it. The destination bar moves to the
left or right, indicating the level to which the Note will be moved. If the Noteis already at the top
level, you won't be able to promote it.

3  Release the mouse button.

You cannot drag Notes to an undefined position. You can only drag a Note to top-level Note or
Sub-Note level.

Y ou can move a Note to adifferent location at the sametime that you' re promoting or demoting it. Drag
it vertically to the correct place and then horizontally to the correct level inthelist.

You can select multiple items and promote or demote them all at one time. When multiple Notes are

moved in this manner, they are all moved to the location that the first selected Note would have moved
to if it had been moved individually.
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OUTLINE

The various Note manipul ations described above can also be performed with menu commands or

keyboard shortcuts.

Keyboard Outline in Edit Menu

Shortcut Command
3-Up Arrow Move Up Move Note up in the Topic.
$-Down Arrow Move Down Move Note down in the Topic.
o' Select the Note(s) Expand the first level of Sub-Notes.

and select Expand

N/A Select the Note(s) Expand more than one level of Sub-Notes.

and select Expand To.
Enter the number of
levels to expand

- Collapse Collapse the first level of Sub-Notes.

N/A Select the Note(s) Collapse all levels of Sub-Notes.
and select Collapse All.

3-Left Arrow Promote Promote one or more Notes.

3¢-Right Arrow Demote Demote one or more Notes.

Table 2 Outline menu commands and keyboard shortcuts for Note manipulation

COPY NOTES BETWEEN TOPICS

When you move a Note between Topics, you removeit from one Topic and add it to another. Sometimes
you may want asingle Note to appear in more than one Topic. For example: Y ou haveaTopic for friends
and another for business contacts, you may have a person who fallsinto both categories.

Instead of moving, you can copy a Note from one Topic to another. This creates a linked copy of the
Note. See Linked Notes on page 34.

O Note: The new location must be a different Topic. Otherwise, the Note is moved rather than copied

To copy a Note to another Topic:
1 Hold down the Option key.
2 Click and hold the Note's icon in the Topic area.

3 Drag the Note to the new Topic.
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4 Release the mouse button. The Note is copied from the selected Topic and added to the destination
Topic. The original Topic is till displayed in the Topic area.
O Note: Copy and Paste in the Edit menu also create alinked copy of the Note.When you Copy and Paste

within the same Topic, the Note is moved. It is not copied, since a Note can appear as atop-level
Note only once per Topic.

O Note: WebArranger's Topic Agents automatically copy Notes for you. See Topic Agentson
page 46.

LINKED NOTES

Multiple appearances of a Note aren’t just copies of the original Note. All appearances are linked...we
call them clones. Theinformation contained in a Note is shared among all appearances of that Note.
This keeps al the information you manage with WebArranger accurate and consistent.

We think Linked Notes are so great because WebArranger copies and updates Note information from
one place. You'll never need to enter information twice. Once you enter information anywhere, it is
cloned — and put in the other appearances, any number of times, in any number of Topics. You'll never
have to reconcile information again!

If you make a change to one appearance of a Note, the changeis made in all other appearances of that
Note unless you specify otherwise. See Create an Unlinked Copy of a Note on page 34.

Sub-Notes of the linked Note are also shared among the Note's clones. For example: When you add a
Reminder Sub-Note to a People Note in your Friends Topic, that Sub-Note is also added to the People
Note in your Business Contacts Topic.

CREATE AN UNLINKED COPY OF A NOTE

34

Duplicate Note provides a convenient way to create a copy of a Note without linking it to the original.

To make an unlinked copy:
1 Sdlect the Note to copy.
2 Choose Duplicate Note in the Edit menu.

A copy of the Note appears directly beneath the original Note. The original Note and the copied
Note are not linked.

3 Drag the unlinked copy to any location in your Document.
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DETACH NOTES

When you create multiple appearances of a Note and then later need to disconnect them, you can detach
them. For example: You want to update a phone number in one appearance of a Note but not in others.
To detach a Note from its other appearances:

1 Select the Note to detach.

2 Choose Detach Note in the Notes menu.

The triangle of the detached Note is single.This indicates the selected Note is detached from other
copies of the same Note.

Once a Note is detached, changes made to it are not reflected in other appearances of the Note.
Similarly, changes made to other appearances are not reflected in the detached copy. All other
appearances of the Note remain linked.

O Note: When a detached Note is auto-gathered by a Topic agent, it automatically becomes linked
again. See Auto-Gather Notes into a Topic on page 46.

DELETE NOTES

Chances are you'll find certain Notes no longer useful. For example: A project is completed, atask
done, or abusiness contact retired. When a Note is no longer needed, you can delete it.

If aNote has only asingle appearance, deleting it is simple. However, if you want to delete a Note
appearing in more than one place in your Document, you'll need to decide whether to delete just an
individual appearance or al appearances of the Note.

You'll typically delete a single appearance if the way you use the Note has changed and you want to
remove the Note from a particular Topic but not from others. Y ou'll typically delete al appearances of a
Note if the information in the Note itself is no longer useful.

DELETE A SINGLE APPEARANCE OF A NOTE
To delete one appearance of a Note:
1 Select the Noteto delete.

2 Pressthe Delete key, or choose Clear in the Edit menu. The Note is removed from its Topic, but all
other appearances of the Note remain unchanged.

If deleting one appearance of a Note leaves only one other appearance of the Note, the triangle for the
remaining appearance is changed to a single triangle.
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Use the Trash Topic to Delete a Note
You can also delete Notes by dragging them to the Trash Topic.

O Note: Thingsthrown in the Trash Topic aren’t actually deleted until you choose Empty Trash.
Dragging things to the Trash is a good way of getting them out of the way without permanently
deleting them. Just click the Trash to select what you want, and drag-n-drop it out.

To delete aNote using the Trash Topic:
1 Click and hold on the Note'sicon in the Topic area.
2 Drag the Note to the Trash Topic and release the mouse button.

3 When you're sure you want to permanently delete the items in the Trash, choose Empty Trash in the
Edit menu.

WARNING: You can aso drag Folders and Topics to remove to the Trash to remove them. When you
Trash a Folder, you are a so trashing its Topics and Notes!

DESTROY ALL APPEARANCESOF A NOTE
To remove all appearances of a Note:

Do you really want to delete this note
everywhere it appears in the document?

1 Sdect any appearance of the Note to
be destroyed.

2 Choose Destroy Note in the Edit menu;

m  Or, pressg-Delete.
A warning dialog asks you to confirm your decision.

3 Click OK. All appearances of the Note are destroyed.
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CHAPTER 3: FOLDERS & TOPICS

In this chapter, you'll learn about Topics and Folders, and you'll find out how all these
pieces work together to make WebArranger atruly revolutionary management tool. T V

A Topicisalist of Notesand their attached Sub-Notes. You can work with several —Y’
Topicsin the same Document. And, you can organize your Topicsinto Folders, just as
you would file multiple papers into a subject Folder.

FOLDERS

In WebArranger you use Folders to organize your Topics. You can create, rename, and delete Folders,
and move Topics from one Folder to another.

CREATE A FOLDER

To create a Folder:

Contents [TH] |

1 Sdect New Folder in the Topics menu;

Or, click the New Folder button.

2 Thenew Folder displaysin the Contents lst, with Figure 4 New Folder button

the default name of untitled. The Folder nameis
highlighted with an edit box for the real name.

3 Typeaname for the Folder and press Return.

SELECT A FOLDER

Click the Folder namein the Contents list to select it. When aFolder is selected, the Topic header bar shows
the Folder's name and the number of Topics in the Folder. You can aso select a Folder with Go To. See

page 42.

O Note: The Topic area under the Topic header bar is always empty when you select a Folder.

OPEN AND CLOSE FOLDERS

To open a Folder, click the Folder’sicon. Make sure you click the icon. When you click the Folder
name, the Folder stays closed and the Folder name is selected.

The Topics contained in a Folder display beneath it in the Contents list. The icon changes to show the
Folder is open.

To close a Folder, click the Folder’sicon again. The contents of the Folder are hidden and the icon
changes to show the Folder is closed.
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MOVE TOPICS BETWEEN FOLDERS

You can move Topics between Folders at any time. To move a Topic, click the Topic in the Contents list
and drag it to a new position.

Y ou can drag a Topic to another Folder whether the destination Folder is currently open or closed. If the
Folder is closed, aframe displays around the Folder name. Release the mouse button when you see the
frame to move the Topic to the end of the list of Topics.

Asyou drag a Topic around the Contents list, a gray destination bar displays to indicate where the Topic
will be moved when you release the mouse button.

See Move Information Between Documents on page 48.
RENAME A FOLDER

You can rename a Folder at any time. To rename a Folder:

1 Double-click its namein the Contents list.

2 Typethe namein the edit box.

3 PressReturn or click outside the edit box.
OR:

1 Click the Folder's name in the Topic header bar.
2 Enter anamein the edit box.

DELETE A FOLDER

You can delete a Folder at any time. Deleting a Folder removes all Topics and Notesin it aswell. To
delete a Folder:

1 Select aFolder in the Contentslist.
2 Choose Delete Folder in the Topics menu.

A warning dialog asks you to verify that you want to delete all the Topicsin this Folder.
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TOPICS
TOPIC HEADER BAR

.The area of the window
where you edit your
Notesis called the Topic
area. The bar directly
above is known asthe
Topic header bar. The
Topic header bar isgreen
on color displays, gray
on grayscale, and white
on black-and-white.
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Number of top-level Notes

<

Figure 5 The Topic header bar

Topic header bars are similar to the title bars on normal Macintosh windows. They display the Topic
name in the center of the bar. The left side of the Topic header bar displays the current date and time,
and also actsas a“stamp.” Click the date and time display to insert the current date and time at the

insertion point.

Theright side of the Topic header bar displays the number of top-level Notes in the Topic.

THE CONTENTS LIST

The Contents list shows all Folders and Topics in the current Document.
At any time, only one Folder or Topic is selected in the Contents list.
The Notes in the selected Topic are displayed in the Topic area of the

Document window.

Thefirst item in the Contents always shows the name of the open Document.

Thisis called the Document Folder.

The Contents also includes individual Topics, which you create and delete

with the commands in the Topics menu.

Thefirst Folder in the Contentsis normally Jump Start. Y ou can rearrange and

rename anything in the Contents.

When you create a Document, WebArranger makes a number of Topics
for you and selects the Document Folder. It is untitled until you name

the Document.

You can rearrange, create, or delete Topics at any time. Any Topics you
create are added to the Contents list. See The Organizer Template on page 47.
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Figure 6 The Contents List

41



THE TRASH TOPIC

The Trash Topic isthe last Topic in the Contents list. The Trash Topic works just like the Finder’ s trash can.
Y ou can delete aFolder, Topic, or Note by dragging it to the Trash Topic. Y ou can view the contents of the
Trash Topic by selecting the Trash Topic in the Contents list. The contents of the Trash Topic are not deleted
until you choose Empty Trash in the Edit menu. You can drag items out of the Trash Topic, if you haven't
emptied it since you dragged the item to the Trash Topic.

CONTENTS LIST DISPLAY OPTIONS

Show All Folders in Contents in the Topics menu is the default. onte Show AIl Folders

Show Just This Folder
m  Show Just ThisFolder — Hides all other Foldersin
the Contents list. Thisis useful when you have a Folder
with alarge number of Topics.

Name Uiew
v lcon liew

m  Name View — Hides the Topic icons and displays only the Topic names. Thisis useful when
you have alot of Topics or long Topic names. When the icons are not displayed, each Topic
entry in the Contents list occupies less room both horizontally and vertically.

= |con View — Displaysthe Topic icons, and is the default

SELECT AND REARRANGE TOPICS
m Click aTopic in the Contents list to select it.

m Click and drag to rearrange entries in the Contents list. You can drag and drop entriesin the
Contents list and to other WebArranger Document Contents lists.

GOTO
You can also select Folders, Topics and Views with Go To
in the Topics menu. Thisis convenient when: “"""
Go to Folder/Topic/liew:
m  The Contentslist is hidden Matohing: FEAD oW1t

m  There are many Topicsin the Contents list and
you're working on asmall display

= You don't want to take your hands from the keyboard

The Go To dialog has a single text edit box. Type the name of the Folder, Topic, or View, and press
Return or click OK.

When you enter aname that is not in the Contents list, the text displaysin italics. This indicates
WebArranger cannot find the Topic, Folder or View.
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MATCHING MESSAGE AREA

Below the edit box is aMatching message area. The Go To dialog displaysthe Folder, Topic, or View itis
currently matching. If the text you enter doesn’t match anything in the Contents list, the message area
displays No Match Found.

When you first choose Go To, the message area displays the name of the first Topic in the Contents list.
Thisis the default match of the Go To dialog.

INTELLIGENT GO TO

Thetext edit box in the Go To dialog includes a number of features that make it smarter than the
average text edit box:

Asyou enter text into the edit box, it automatically completes what you are typing with the first
item in the Contents list that matches. If you agree, press Return to go to that choice. If you don't
agree, continue typing.

When you have Topics and Views with the same name, you can specify which one to go to.
Enter acolon (:) between Topic and View names.

For example: You have aView of your Contacts list called “In aTable” Another View of your
To Dosisalsocalled “In aTable.” The Go To dialog always matches whichever one comes
first in the Contents list. To get around this, enter Contacts:In a Table or To Dos:In a Table to
distinguish between them.

Wild card characters can help you choose between Topics and Views with similar names. See
Wild Cards on page 143.

For example: You have three Topics called “King Lear Act 1,” “King Lear Act 2,” and “King
Lear Act 3.” Instead of typing the full text to choose these Topics, you can use the » (Option-x)
character. The » matches any number of other characters. In this example, you can just enter
“»1” tomatch “King Lear Act 1, or “ »2" to match “King Lear Act 2,” and so on.

These techniques can be used in combination. It is a very powerful way to navigate in your
WebArranger Document.

WebArranger
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ORGANIZE WITHTOPICS

Topics are agreat way of collecting information, putting off the details of categorizing or organizing it
until later. However, there are a few organizational principles for Topics.

‘ Topic Type Description ‘ Examples

Categories Information that's categorized into related A list of under-performing public
groups, making it easier to understand and | companies; sales prospects generated
control. through telemarketing; books to read.

Projects Tasks that have a well-defined beginning Sharing overlapping resources (create
and end. A collection of information with multiple appearances of the appropriate
only one common element: it all applies to Notes, sharing people, tasks, and
the task at hand. resources just by clicking and dragging).

Collections A specific set of things. Store inventory; the set of books in

a collection.

Priorities Tasks that need to be listed, arranged, and | Things you must do; things you need to do;
managed in priority order. things you'd like to do.

Focus Time critical information that needs to be A deadline; an urgent phone message; an
isolated from all other details. unexpected crisis.

Paper Sometimes the best way to use a Topic is To take Notes in a meeting, or just before
the same way that you would a blank piece | starting an important phone call, or when
of paper. you need to brainstorm some ideas.

Table 3 Topic guidelines

CREATE ATOPIC

To create a Topic:

1 Choose New Topic in the Topics menu.

The new Topic displaysin the Contents list, with the default name
“untitled.” The Topic name is highlighted with an edit box so you

Or, click the New Topic button.

can type a more appropriate name.

2 TypeaTopic name and press Return.

New Topic
Delete Topic
Topic Settings...
Sort Topic...

New Folder
Delete Folder

Contents 4
Go To... Hd
| Contents

The Topic area is always blank after you create a Topic. There are
no Notesinit yet. The Topic's name is displayed in the center of the Topic header bar.

RENAME A TOPIC
You can rename a Topic at any time:

1 Double-click its namein the Contents list.
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2 Typethe new namein the edit box.

3 PressReturn or click outside the edit box.

OR:

1 Clickthe wed, May 1, 1996 @ % :22 FM Ml
Topic'sname O [ Sorted by Last )lame
in the Topic ' k
header bar. Figure 7 The edit box on the Topic header bar.

2 Entera
different name in the edit box.

OR:
m  Select Topic Settings in the Topics menu.

OR:

= Hold down the Command key and click a Topic in the Contents list.

TOPIC SETTINGS DIALOG

To change the current Topic’s name, type the name in : —
the Topic Name edit box. i 1001¢ Settinge
Topic Name: Topic Icon:

Detaunt Nate ype: @I 3
[ Auto-Collect Notes of Typels): [Note Types -

=———— Standard lcons =—"———

To change the Topic icon, click Topic Icons and select a £ —

new icon in the dialog. NEREY
>0 9 A8
BEa s eD
>AC S
BRWE®OH [ o )

SET ATOPIC'S DEFAULT NOTE TYPE

Every Topic has a default Note type. When you create a Note using the §-Return shortcut, the Note
created is of the default Note type for the current Topic. WebArranger uses the default Note type
to determine what fields to display in many other places.

To change the default Note type, select from the Default Note Type drop-down list.
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AUTO-GATHER NOTES INTO ATOPIC

Auto-Gather Notes of Types lets you decide which Notes to auto-gather into a Topic. Indicate the Note
type(s) you want from the drop-down list.

Sometimes just organizing information by Topic isn't enough. Finding stuff can be tricky. For example:
A person whose phone number you need moves from Topic to Topic over time. It isdifficult to find her
unless you remember exactly where sheisin your WebArranger Document.

TOPIC AGENTS

WebA rranger ships with some default auto-gather selections, which we call Topic Agents. Certain
Topics automatically collect their corresponding Note types. Topic Agents organize al information in
your Document by collecting specified Note types. See Table 4 on page 46

When you make a Note of atype specified in auto-gather or by the Topic Agents, WebArranger
automatically creates alinked copy of the Note in the appropriate Topic.

Auto-gathers Note type

WebArranger Template

Web Schedule URL and To Do

People People

History URL and To Do

Contacts People

Schedule Appointment, Reminder, and To Do
To Do To Do

Table 4 Topic Agents settings

Whenever you want to find a particular type of information, switch to the Topic that auto-gathers that
Note type. WebArranger automatically placed a copy of the Note there for you.

O Note: Changes made to linked Notes apply everywhere the original Note appears.

DELETE ATOPIC

46

You can delete a Topic at any time. When you
deleteaTopic, al Notesin the Topic areremoved 0 o you really want to destroy this topic?

aswell. To delete aTopic:

1 Select the Topic in the Contents list.

2 Choose Delete Topic in the Topics menu.
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A warning dialog asks you to verify that you want to delete all Notesin this Topic.

THE ORGANIZER TEMPLATE

The Organizer Template ships with three Folders — My Data, Organizer, and
Trash. It provides other Topics and Note types to help you manage information. & [
See The Organizer Template on page 19. i -
Organizer
?’ E:an.tacts =3
d Seheduls G|
T o 00 2
@ Trash
The My Data Folder is ready for your own Topics.To
open the Organizer Template: Flease choose a Custom Template or click New:
S
1 Select New in the File menu. [ InternetConfigl.2 7] — Dale
. [ Plug-ins _
2 Select Organizer Template. WA 2.0 Template
[T WebWhacker
3 Click Open. Organizer Template -
4 Select Save in the File menu. ,7,
|| L hew ]
5 Giveyour Organizer Document a name. 2
6 Click OK.
TOPICS

In addition to a Clippings Topic, the Organizer Folder ships with three Topics.

CONTACTS

Thisisagreat place to put your People Notes. Several Views give you different angles to see your
contacts, such as Sorted by Last Name and Sorted by Company. The default Note type is People, and this
Topic auto-gathers People Notes.

SCHEDULE

Your calendar isin the Schedule Topic, with avariety of Views to help you be on time and together.
TheViews provided are Calendar, Today, Week and Month. The default Note typeis Appointment. This
Topic auto-gathers A ppointment, Reminder, and To Do Notes.

TO DO

Put your To Do Notes here. You can look at your To Do list in three Views — Sorted by Priority,
High Priority only, or those which are Completed. The default Note type is To Do, and this Topic
auto-gathers To Do Notes.

WebArranger 47



For example: You create a To Do Note anywhere in your Document, and a copy is automatically
gathered into the To Do Topic.

The Topics in the Organizer Folder are automatically created in every Document, the same as standard
Notes are created in every Document. Just as you can add to the Note types that WebA rranger
understands, you can also create Organizer Topics to automatically organize the new Note types

you define.

MOVE INFORMATION BETWEEN DOCUMENTS

The number of WebArranger Documents that you can have open simultaneously is limited only by
available memory. From timeto time, you' Il probably want to move information from one Document to
another. WebArranger lets you do thisin a number of ways.

DRAG INFORMATION

The simplest way to move information between WebA rranger Documents is to open both Documents,
and click and drag information between them.

Y ou can select one or more Notesin a Document and drag them to another Document window the same
way you'd drag them to another window of the same Document.

The Notes are copied to the target Document, but do not remain linked to the copiesin the original.
If the target Document does not have the correct Note types or field types defined, the definitions
are created.

DRAG DEFINITIONS

If you'd like to teach a Document about a particular kind of Note without actually transferring any
Notes of that type, you can drag Note definition buttons from either the Shelf or the Note Catalog of one
Document to the Shelf or Note Catalog of the ather. You can also copy field definitionsin this manner.

DRAG TOPICS

You can move an entire Topic from one Document to another. Click and drag the Topic from the
Contents list of one Document’s window to the Contents list of the other. All the Topic's information —
Notes, settings, Views, and so on — are copied.

COPY AND PASTE INFORMATION

You can also use Copy and Paste to move Notes, text, or pictures between Documents. Copy something
from one Document, select the window of another, and paste. However, you can’t use Copy and Paste to
move Note or field definitions between Documents.
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IMPORT AND EXPORT COMMANDS

Although you'll normally use Import and Export to share information with other programs, you can also
use them to move information between Documents. Thisis especially useful if you'd like to rearrange
some fields along the way.

To move information between Documents in this manner:

1 Export aTopic or View from the original Document. Select one of the structured formats, like Tab
or Comma Delimited.

Close the original Document and open the target Document.

Select Import to bring the information into the Document. In the Import dialog, select the Note type
and fields into which the information will be imported.

Thislets you rearrange the information from Note type to Note type and from field to field. However,
it's not a perfect solution. Structured import and export formats, like Tab and Comma Delimited, can’t
handle certain kinds of information, such as graphics or Note Link fields. See Chapter 9: Import & Export
on page 155.
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CHAPTER 4: NOTE FIELDS

The generic Memo Note is perfect for organizing certain kinds of information. It lets
you jot down any unstructured type of information — an idea, alimerick, someone's T

movie recommendation — without breaking the information into precise pieces. How- —Y)

ever, some times it's more convenient to have structure. Structured information is all

around us. a bibliography reference, a person’s business card, a While-You-Were-Out

message form.

WebArranger uses structured Notes to manage structured information the same way you use paper
forms. Structured Notes break information into separate parts. In a structured Note, each part is called
afield.

THE RESPONSIBILITY OF FLEXIBILITY

Standard Notes manage the most basic kinds of information. Usually these standard Notes will satisfy
your needs. See Note Types on page 17.

When they don’t, you can customize them. You can also create Note types. You can modify existing
fields or define new fields, and control which fields appear in which Notes. The maximum number of
fieldsin aNoteis 100. And, you can assign icons to Notes, customize Summary Lines, and convert
Notes from one type to another. You can customize Notes and fields at any time, before or after you've
entered information in them, and much more.

However, with this ability comes responsibility. You should clearly understand the behavior of the
appropriate commands before you apply them to your data.

= Whenyou add afield to a Note's definition, information already stored in the Note'sfieldsis
not affected.

= Whenyouremoveafield, al information stored in that field isremoved. Exercise caution when
you use any command that deletes information.

= When you modify afield definition, it alters the kind of information that field can store.
WebArranger does its best to trandate information in existing fields whenever you change the
field’ sdefinition, but sometimesit can’t. For example: Y ou change afield from aPicture field to
aText field. The pictures you've stored in all appearances of that field are lost.

O IMPORTANT: WebArranger always warns you and asks for confirmation before performing
data-threatening operations.
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THE FIELD CATALOG

52

Every Note and field in WebArranger has a definition...a B ° s Fr. el i T
description of the basic properties of that Note or field. Fields First Name: Marvis Porter

hold information. Each field has a name and atype, as well e . rems
as adefault value. Fields always appear within Notes, never Company : A-1 Landscaping

by themselves. WebArranger’s standard Note types have Be =

pre-defined fields. Matsburg, NE 55558

Structured Notes such as the People Note contain alist of fields instead of the empty text in the
Memo Note. Fields always appear in asingle list within structured Notes. Fields can contain more
than oneline.

Before you can add afield to a Note, create the field...decide the basic properties that comprise a
field's definition:
m thefield name
m thekind of information it will contain
n thefield's default format and contents
0 Note: Modifying afield’ s definition means changing one or more of these properties. It'simportant
to understand when you modify the definition of afield, you modify that field in all placesit
appears. You cannot change afield definition in only one place. However, you can customize an

individual Note so that it contains different fields than other Notes of the same type. See Add Field
to Single Note on page 60.

All defined fields are listed in the Field Catalog. WebArranger's standard Note types have pre-defined
fields. Each Document has its own Field Catalog. To open the Field Catalog:

m  Click theField Catalog icon on the Icon Bar;

s Or, choose Field Catalog in the Notes menu.
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The Field Catalog is amodeless dialog. It doesn’t lock youintoa  EE=== working :field catalog
single mode of action. It doesn’t have OK or Cancel buttons.

m The Field Catalog remains open when you bring another Sort b - -
WebA rranger window to the front. oty

Field Catalog

El [Felatinshp ]
Deen |
End
by | Whe |
B [where |
= [Cornnnents |
B [Prioity ]
B [Statuz |

(Define New... ]

= You can drag the Field Catalog dialog anywhere on
your screen.

[ Edit.. ]

[ Duplicate |

m Click the close box to closeit.

FIELD DEFINITION LIST

Thefield definition listis on the left side of the Field Catalog dialog. It
isadirectory of all fields defined in the current Document. The little icon to the left of each field name
helps identify the field type. See Field Types on page 66.

[ Delete ]

Click to select field definitions from the list. Click and drag within the list to rearrange them.

Buttons are on the right side. These buttons modify the list of field definitions. See Table 6 on page 54.

SORT BY
Thefield list’s Sort by drop-down list controlsthe order inwhich fieldsaredisplayed. |, wzmem
See Table 5. :
| Carannents
Priarity
Statuz
Sort by Description Example
creation Sorts fields by the date they were first | Group fields that were created together, or
(date) defined. group fields you're currently working on.
field name Sorts fields in alphabetical order by Find a field based on its name.
field name.
field type Sorts fields based on the type of See all fields you use in a certain way, spot
information they can contain. misspellings, and find existing fields of a
Groups all Date/Time fields, then all given type to re-use in other ways.
Text fields, etc.
Within a group of fields of the same
type, fields are sorted by their
previous order in the list.

Table 5 The actions of the Sort by drop down list
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BUTTONS

The buttons in the Field Catalog dialog affect the field definitions in your Document.

Button Use

Define New

Opens the Define Field dialog to create field definitions. You don't need to select a
field definition before you select the Define New button. It creates a field definition
instead of modifying an existing one. See Create or Change a Field Definition on

page 54.

&¥-click afield’s name to open the Define Field dialog for that field.
Edit Opens the Define Field dialog to modify the selected field definition.
Duplicate Creates a field definition based on the selected field definition.
Delete Removes a field definition from your Document. Also removes the field from all

can be a dangerous operation, so use it with caution.

Notes that contain it, and deletes all information stored in fields of this type. This

Table 6 Field Catalog button actions

CREATE OR CHANGE A FIELD DEFINITION

54

To add or edit Fields:

1 Click Define New or Edit to display the Define Field dialog.

2  Setthe name of the field in the Field Name edit box.

3 Select from the Field Type drop-down list. See Field Types on
page 66.

4 To set adefault value for the field, type it in the Initial Value edit
box. See Table 7 for formatting instructions.

5 Click OK. See Note Link Field on page 68.

=————— Dpefine Field

Define Field

Field Name: [End

Field Type: |Date/Time -
optians:

Initial Value:

[

=

[Default Style... | [ Cancel | [ ok ]|
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Field Type

Initial Value

Format Instructions

Text Enter default text. Click Default Style.
Number Enter a default number. Click Default Style.
Picture N/A N/A
Date/Time Enter a date using any of the legal date styles. Click Default Style
Time-of-Day Enter a time using any of the legal time styles. Click Default Style.
Note Link Two pop-up edit boxes display. N/A
Drop-down list | Enter the choices you want to see in the drop-down list | Click Default Style.
for this field, one per line (press Return to end a line).

Table 7 How to format a field definition

;‘:(
HoT!

1 O Note: Add afield definition to the Shelf for easy access. Drag the field from the Field Catalog to the
Shelf. See Note Definitions on the Shelf on page 59.

NOTE CATALOG

The Note Catalog is adirectory of all Note types defined in a

particular Document. The Notes types vary from Document "D OEIETT

to Document, based on those defined in each one. The Note e

Catalog dialog is similar to theField Catalog dialog. It doesn't have | |#[Hems | [&] [Define New...]

0K or Cancel buttons. See The Field Catalog on page 52. g%
D’LI [ Delete ]

Y ou changeall Notesof atype, inall placesthey appear. Youcan | |%i[Tabs

also modiify the fieldsin individual Notes, without affecting L NEITEE

other Notes of that type. See Create or Change a Field Definition 2

on page 54. D [Peopte | 5] (Csummary...

IVA 2.0 Note Catalog

When you modify a Note's definition, you change one or more of the following:

= the Notetype's name
= the Notetype'sicon

m thefieldsthe Note type contains

To use the Note Catalog:

B D

1 Click the Note Catalog icon on the Icon Bar;

s Or, select Note Catalog in the Notes menu.
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2 Click aNote type and an action button to display the Define

IUA 2.0 Note Catalog

NOte dlaIOQ Note Catalog

3 Make your changes. See The Define Note Dialog on 7 [Heme (Define New... ]

page 57. ——

C||Ck OK D File [ Delete ]

iﬁ Ta Dd! R —

W 0 Note: When you' reworking with aNote, #-click itsicon to 5, ;::‘::;:’:"“ (_Eat. ]

M' open the Define Note dialog. ? [1IMP1 Preference]

) E.M ! Summary...

The Note Catalog dialog has two sections:

m  Ontheleft isascrolling Note definition list. It contains all Note definitionsin the
current Document.

m  Ontheright isaset of buttons to modify Note definition types. See Table 7.

Button ‘ Action

Define New | Opens the Define Note dialog to create Note types (definitions). You don’t need to select a
Note type before you select Define New. It creates a Note definition. It does not modify an

existing one.
Duplicate Creates a Note definition based on the selected one.
Delete Removes a Note type, or definition, from your Document. Also removes all Notes of that

type from all Topics, and deletes all information stored in Notes of this type. This can be a
dangerous operation. Use it with caution.

Edit Opens the Define Note dialog to modify the selected Note definition.
Summary Opens the Set Summary Line dialog.

Table 8 Note Catalog button actions

0 Note: You can create a Note without changing any default settings. WebA rranger automatically
adds a Note text field.
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THE DEFINE NOTE DIALOG

The Define Note dialog is one of the most powerful dialogs in WebArranger. It creates and modifies
different Note types.

Field section Note definition section
= =— DefineNole =——-|=———————
Define Note

Fields Note Name: Note lcon:
Sort by [creation ] @ Icons...
Dt created ki E‘} 3 4t

[EDate modified

Field list —  ppECrestor name

First Hame -

Last Name -

FELast editor narme EMail: Mmailto:
== Company :
;-__-r:ote Teut i
:_- Address : Feld protolype
R Ao
[ larrn an
Form: Mo form ]
[sNew...] [ Edit.. | (summary.. ] [ cancel | [ ok |

Figure 8 The Define Note dialog

THE FIELD SECTION

The left side of the dialog is almost a duplicate of the Field Catalog dialog. It contains alist of fields,
adrop-down list to sort the list of fields, and buttons to create fields and modify existing fields. To
duplicate and delete fields, use the Field Catalog.

Thefield list appears in both dialogs because it is needed in both, but for different reasons. In the Field
Catalog dialog, you use the field list to manage the set of fields defined in your Document. In the Defing
Note dialog, the field list selects the set of fields that appear in a particular Note definition.

Thefield list's Sort by drop-down list controls the order in the field list to help you find afield.

New opens the Define Field dialog to create field definitions. Any new field is automatically added to the

Note you're defining and to the Field Catalog as well. g-N is the shortcut for New Field.

Edit opens the Define Field dialog for the selected field in the field list.

WebArranger
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THE NOTE DEFINITION SECTION

58

The right side of the Define Note dialog shows the Note's definition. A Note definition is the Note
name, Note icon, and the fields common to all Notes of thistype. All are shown as a prototype of the
actual Note.

NOTE NAME
To name or edit the name of a Note type, use the Note Name edit box.

NOTE ICON
To change theicon of a Note type: =——— standard Icons
m  Click Icons to select an icon from the dialog; Choose an icon:
= O, click the Note Icon edit box. Paste a 16 x 16 pixel & Lt Ul L
picture. When you paste a picture larger than 16 x AL E2 A 0
16, WebArranger shrinksit to fit. D%/ %0@
>AOCA=
ADD FIELD RWEDOH | o )
To add afield to the Note definition:

1 Sdect afieldin thefield list.

2 Click >>toadd it to the prototype. Thefield’ sicon is added to the prototype and the field appearsin
itaicsin thefield list.

See Add Field to Single Note on page 60.

O Note: Thefield list won't let you select fields already included in the Note definition. Select themin
the Note definition’s prototype.

REMOVE FIELD
To remove afield from the Note definition:

1 Sdlect thefield in the prototype.

2 Click << to removeit. The field’s name is deleted from the prototype and the field no longer
appearsinitalicsin thefield list.

When you remove afield from a Note definition and click OK to exit, awarning dialog asks you to
confirm the deletion. Table 9 on page 59 describes how to respond to this warning. See Remove Field
from Single Note on page 60.

System Fields

The system fields — Date Created, Date Modified, Creator Name, Last Editor Name — are always
included and automatically updated in every Note in your Document.
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When you add or remove system fields from a Note definition prototype, you're really just instructing
the Note to show or hide the fields. These fields are always present, just not always visible.

To see the information in these fields at any time, select a Note and choose Note Info in the Notes menu.
See System Fields on page 71.

REARRANGE FIELDSIN NOTE DEFINITIONS
Click and drag the field names to rearrange them in the prototype. The new field list order appliesto al
existing Notes of that type, as well asto Notes created after the change is made.

STYLES

Set defaults for Text, Date/Time, Time-of-Day, and drop-down list fields. Select them in the prototype and
click Styles.

Enter the default value in the edit field, to theright of each field’ sicon in the prototype. The default field
values here override those set when the field was defined.

THE SUMMARY BUTTON
Click Summary to open the Summary Line dialog for the selected Note type. See Summary Lineson
page 61.

Button ‘ Action

Cancel | Returns to the Define Note dialog.

Applies your changes to the Note definition and to all future Notes you make of that type.
Does not apply to existing Notes of that type.

When you click No, two Notes of the same type may contain different fields, depending
upon when they were created.

Yes Applies your changes to the Note definition and to all future Notes you create of that type.

Also applies to all existing Notes of that type.

Table 9 Define Note exit warning

NOTE DEFINITIONS ON THE SHELF

When you create a Note type, WebArranger adds the new Note definition to the list in the Note Catalog. It
also adds the Note definition to the Shelf. The Note definition looks like a button on the Shelf. Useit asa
shortcut to create Notes of your new type.

CUSTOMIZE THE SHELF

Click and drag items on the Shelf to customize it. For example: Click the icon for new Note definition
and drag it to the Trash Topic to remove it from the Shelf. If you later want to add a copy of a Note def-
inition to the Shelf:

1 Open the Note Catalog.
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2
3

Click the Note in the Note definition list.
Drag it to the Shelf. See Use the Shelf on page 29.

ADD FIELD TO SINGLE NOTE

To add afield to an individual Note:

1
2

1

Place the insertion point in a Note, or select one or more Notes.

Select Add Field in the Notes menu to display the Add Field dialog;

= Or, click the Add Field icon on the Icon Bar.
Select the field in the Add Field dialog.

Enter afield namein the Add the field text box. Type the
name of thefield or chooseit from the drop-down list. If
you type the name of an undefined field, the name dis-

playsinitalics.

Click Define Field to display the Define Field dialog. When

you've defined the field, its name is not italicized.

Add Field

Add the field: | T

To: @ selected note ) all notes of this type

[ Cancel ] [[ 114 ]]

(Define Field... |

Specify the range of Notes to which the field will be added:
m  Click selected Note to add the field to only the selected Notes.
= Click all Notes of this type to add the field to the definitions of the selected Note types. This adds

it to all Notes of those types.

REMOVE FIELD FROM SINGLE NOTE

If afield is part of the Note's definition, you can’'t remove it from an individual Note. To remove fields
included in aNote's definition, use the Define Note dialog.To remove afield from an individual Note, or
from a set of selected Notes:

1

tel

60

Placetheinsertion point in aNote or select one
or more Notes.

Select afield in a Note and select Clear in the
Edit menu;

m  Or, press Delete;

Lt

Remove Field

Remove the field: TN |
[ Cancel ] [[ 0K ]l

m  Or, drag thefield to the Trash;

= Or, click the Remove Field icon on the Icon Bar;

= Or, select Remove Field in the Notes menu to display the Remove Field dialog.

WebArranger



3 Select thefield to removein the Remove Field dialog. Type the field name or choose it from the drop-
down list. If you type the name of an undefined field, the name appearsin italics. The drop-down

list shows alist of the fields that exist in the selected Notes.

SUMMARY LINES

Structured Notes are typically “taller” than Memo Notes.
Every field in a structured Note takes a minimum amount of
vertical space, evenif it only holdsalittleinformation. It s often
useful to see as many Notes on screen at once as possible, and
structured Notes can be reduced to a Summary Line. This
reduces the amount of screen space they occupy.

A Summary Lineisasingleline of text. It summarizes the
information in the structured Note. Each type of Note can
have its own custom Summary Line defined for it; individual
Notes cannot.

E‘} P Foad
B erag

[ ey e

ailte :Fasd_Gasditessaft.com
rnaflte:Brad_Kiewideesaft con

LR 3 o fa P e o

First Name:
Last Name :
EMail:
Company :
Title:
Address:

Marvis Porter

Porter

il mavis_porter@irees com
A-1 Landscaping

Designet

3412 35th 56

hakstourg, HE 55556

@b ek
B ¥ pne

razilte: Misk_Rinehart@oezaft.

raaflt e Dane_Marnurs Ddeasaft s om

Y ou can tell the People Note shown above has a Summary Line by the two horizontal bars...one above the
first field and one below the last field. The Summary Line always appears above the first bar.
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To definewhich fieldsfrom the Note

S$et Summary Line

appear in its Summary Line:

Set Summary Line

bl
1 SeIeCt NOte CatalOg in the For All _Template notes:
Notes menu.  Don't Show Summary Line

Select the Note type.

{ Automatic Summary Line
@ Custom Summary Line:

[1Slide Fields together

Choose Summary.

Click theAutomatic Summary Line
radio button to display a

First Name &

Last Narne

Width of Column

EMail = Company X Tit|

Distance from left edge:

(

Clear | [ cancel | [ ok |

default Summary Line. A default
Summary Line includes al the
fields from the Note.

CUSTOM SUMMARY LINE

62

To create a customized Summary
Line:

1 Click the Custom Summary Line
radio button.

2 Inthe prototype Summary Line,
select the fields that you want.

3 Ineach column where you want
afield to appear, select the
desired field from the column
drop-down list.

@) Custom Summary Line:

Hide Column
Add Column
Set Column Field...

Show Date

Show Time

= First Name
= Last Name
= EMail

= Company
= Title

= Address

Inesday, May 8| pate created

[ Date modified

% Creator name

= Last editor name
§- Note Pict

4 If there are more fields than can be displayed at once on the prototype Summary Line, use the right
and left arrows to scroll additional columnsinto view.

TOP SECTION OF THE COLUMN MENU
The top section affects a column.

m  Hide Column — Removes the column from the Summary Line.

m  Add Column — Adds a column directly to the left of the current column.

m  Set Column Field — Opens the Choose Field dialog to select the field to display in this column.

Type the name of the field in the Show box.
Or, choose thefield from the drop-down list.
It lists all fields defined in the

current Document.

= Show Date and Show Time— Control how

Choose Field

Show field in this column

Define Field...

[ Cancel ] [[ [1].4 ]]
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the contents of date/time fields display in the column. These commands are disabled if you
don’t have a date/time field selected.

MIDDLE SECTION OF THE COLUMN MENU

The middle section contains alist of fields in the Topic's default Note type. These commands are
shortcuts for choosing afield to display in the column. Select afield to display by choosing Set Column
Field dialog.

BOTTOM SECTION OF THE COLUMN MENU

The bottom section contains alist of system fields. The commands in this section are shortcuts for
choosing one of the system fields. You can also choose a system field in the Set Column Field dialog. See
System Fields on page 71.

SLIDE COLUMNS TOGETHER

Click the Slide Columns Together checkbox if you want the fields in your Summary Line to be right next to
each other. If you want every Summary Ling to have equal column widths, do not select the checkbox.

ﬁ'} b Diane Marnunn raailte Dane_ Marnurm@eszoft... CE Software, Ine.
E" b Foad Goad raaflte (Food Gaod @eesaft. . CE Software, Ins.
Atable with the Slide Columns ﬁ‘] P Larnar Mlessnder railts arnar@Lars sr com
Together Opﬁon tumed off _’ @ P rlatvis Par.. Porter railta imavis_porter @tress. .. A-1 Landscaping
E" P pisk Rrirueh et raaflte Misk_Rineharti@eesaft. . CE Software, Ins.
E‘] P Gtave Fomt.. Fomtsne raailts okeve_fontaneddizs sonn Thimes Way Tie

E} b Food Good maito Feod_ Good  CE Software, |

Atable with the Slide Columns ) ¥ Brad Kiew maiko:Brad_K...  CE Software, ... 2345 Circle

Together option tumed on —p ) b Marvis Porter Porter mailtormavis_.. A1 Landscap.. Designer 3412 35th St
ﬁ'} I Mick Rinehart mailoMick_R... CE Software, |... Product Line ..
@ I Danebarnum mailke:Dane... CE Software, |

TEXT FORMAT
Select Styles in Preferences in the File menu to set the text format of all Summary Lines in your Document.
See Style on page 10.

OPEN AND CLOSE SUMMARY LINES

When you see the two bars and the fields in a structured Note, the Note isopen. When you see only the
Summary Line, the Note is closed. You can't edit a Note by editing its Summary Line; you must open the
Note and edit itsfields.

To open aclosed Note:

m  Click once anywhere on the Summary Line;
m  Or, pressi-].
=  Select Open Note in the Edit menu.
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To close an open Note:

m  Click once anywhere on the Summary Line;
m  Pressg|.
m  Select Close Note in the Edit menu.

SET SUMMARY LINES FOR LINKED NOTES

Youcan setalLocal Summary Linefor Notes that are linked inside of other Noteswith the Note Link field.
Y ou can set thisLocal Summary Line to be different than the ordinary Summary Line for aNote.To set alLocal
Summary Line:

64

1

D g~ W N

Choose Field Catalog in the Notes menu, or g-click a field name in an open Note to open the Define
Field dialog.

Select aNote Link field from the field list, such as Who.

Click Edit to display the Define Field dial og.

Click Summary.

Use the Set Summary Line dialog to set the Summary Line for Notes appearing in this field.

Click OK. This Summary Ling appears only for Notes within thisfield.
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WORKING WITH FIELDS

To enter information in afield, click to the right of the field’ s name to place the insertion point. The text
you enter isinterpreted differently depending upon the type of the field.

You can manipulate the information in most types of fields the same as text in aMemo Note:

m  Select information in afield with the mouse.
m  Copy and Paste it using the appropriate commands in the Edit menu.
m Format text with the Text menu. See Text Menu on page 27.

Field Navigation and Selection

When insertion point is in the field, press the

Tab key Next field
Shift key and Tab key Previous field

When you get to the start or end of the field, the insertion point wraps back to the first field the
next time you press the Tab key.

Use arrow keys to move in text and between fields.

To select a field
Click the field name to select a field and its contents. A rectangle is around the selected field.

To select field text

Hold down the mouse button while dragging across the text you want to select.
Click the field contents, hold down the Option key, and choose Select Text in the Edit menu.

Click the field contents and press 38-Option-A.

Hold down the Option key and use the Left and Right arrow keys to move the insertion point by
words

Triple-click the mouse anywhere within the text.

Apply formatting commands from the Text menu. See Text Menu on page 27.

Table 10 Field navigation and selection

REARRANGE FIELDS

To rearrange fieldsin aNote;

1 Selectthefieldsand drag them vertically to anew location. The gray destination bar displaysin the
new location.

2 Release the mouse button.
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Torearrange fieldsin al Notes of a given type, rearrange them in the Note definition. See The Define
Note Dialog on page 57.

FIELD TYPES
WebArranger has various types of standard (pre-defined) fields. They Field Type: [~ = Tent
are listed in the Field Type: drop-down list in the Define Field dialog. # Number
Y. Picture
Each is optimized for a particular kind of information. Every field you 5 oot aay
use or create in WebArranger is based upon one of these types. For n Note Link
example: Numbers entered in Time-of-day fields display astime. B Pop-Up

B4 File Reference
Checkbox

You can have any number of fields of a particular type, each with a
different name. For example: Name and Address fields in People Notes are Text fields.

INTELLIGENT FIELDS

The different types of fields handle different kinds of information. Text and Picture field types are
passive. You enter information into them and it is stored for you. Date/Time and Number field types have
built-in intelligence about their contents.

WebArranger monitors information entered in fields. When you enter information into an intelligent
field that does not match the field’ stype, the information entered isdisplayed initalics. Thisindicatesit
does not make sense for that type of field. For example: You enter text charactersin a Number field. The
text characters display in italics. When you enter the correct type of information for afield, it is plain,
non-italicized text.

A WARNING: Do not apply italic formatting to intelligent fields.

TEXT FIELD

A Text field isalike aMemo Note — you can enter and edit text. Examples of Text fields are name,
address, and comments.

NUMBER FIELD

Number fields accept only numbers. When you enter an invalid character in a Number field, the contents
appear in italics. Examples of Number fields are quantity or amount.

CHECKBOX FIELD

The Checkbox field contains a box to check or uncheck. Use Checkbox fields for values that can be shown
as yes/no, done/not done, or on/off.
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Tocheck a ‘QE e Visif the infernetf

glfi‘if(k?sﬁk‘:fd' Summary: 1 isit e erner
box. Touncheck URL Link: [B] @4 I sk Or. Science hifpiagora rdrop comi-jim. .
a Checkbox Friority: [
field, clickina Begin: p O
checked box. Cnnpleted@
Date created: PO, Feb 12, 1996 @ 822 P
You can sort
and filter on

Checkbox fields, make them show up in Summary Lines or Tables, and use them in forms.
The To Do Note has a Checkbox field for Completed.

PICTURE FIELD

Picture fields accept pictures, and will not accept any other type of information.
You can paste any picture from the Clipboard into Picture fields. Examples of
Picture fields are employee photos, real estate pictures, or Icons.

Text formatting commands do not apply to Picture fields. They’re disabled when
you're working in aPicture field.

When Picture fields are empty, they display a small rectangle to help you locate them. To pasteinto a
Picture field:

1 Click therectangleto select it.
2 Select Paste.

To delete a picture from a Picture field:
1 Sdlect the picture.

2 Choose Clear in the Edit menu, or press Delete.

DATE/TIME FIELD

Date/Time fields accept numeric and al phabetic charactersto indicate the date it
and time separated by the @ symbol. For example: 1/14/93 @ 3:45 PM or Begin: '
October 11, 1994 @ 2:11 AM.

When you enter just date information, the time isfilled automatically. When you enter just time

information, the date isfilled in automatically. If you enter information other than a valid date and/or
time in a Date/Time field, the contents appear initalics.
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field’'s name. Summar May 1995 dune 1998
';':‘olr':: SuMTuw Th F Sa SuMTuw Th F Sa
i . , : 12 3 4 1
The date pop-up isaway to choose thefield's date Py Sz 6 oMl 28490670
setting. It shows_cur_rent_and following months. T e e
The current day is highlighted. e

To choose a date, move the mouse pointer to it and release. The date under the mouse pointer is always
highlighted. To select a date before the months visible, move the pointer to the left of the calendar to
scroll. To move to following months, move the pointer to the right of the calendar. Scroll up to moveto
an earlier year and down to move to alater year.

Date information is formatted according to the default date format set in Dates in Preferences in the File
menu. See Date on page 12.

Thetime pop-up selectsthefield’ stime setting. To choose atime, move
the mouse pointer to the time you want to select and release. Choose
timein 5-minute intervals. To enter other times, typethem in thefield.
The center of the clock displays confirmation for the selected time.

TIME-OF-DAY FIELD

Time-of-Day fields accept numeric and a phabetic charactersto indicate X
time. For example: 2:30 AM. If you enter invalid information, the
contents appear in italics.

Time-of-Day fields contain adrop-down list like the Date/Time field's time pop-up.

ALARM ON FIELD
See Reminder on page 19.

NOTE LINK FIELD

Note Link fields are one of the more advanced and powerful conceptsin WebArranger. Note Link fields et
you embed Notes within other Notes. A Note Link field doesn’t hold text or pictures. It holds other Notes
... up to 50 other Notes. When a Note is linked to another, the triangle is double.

O N T —
Summary: Vst the [nbernet
URL Liﬂ'@ slc: Dr. Scignce hiffeNagora rdrop com)-
Friority: [F]
Begin: 2 33 {1)
Completed: |:|
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Every Note Link field has a drop-down list so you can select any type of Note to link into the field. The
first optionin every Note Link pop-up menu isLink. Select Link to link adefault Note type into the Note Link
field. Or, select any other Note type. Y ou select and manipul ate Notes within aNote Link field the same as
within aTopic.

For example: The To Do Note hasaNote Link field called URL Link, and URL Link:
the default Note type is the URL Note. This means you can connect a LA

Begin: Memo

To Do Noteto aURL address. The Organizer Template' s Appointment Completed:| yRL

Note and Reminder Note have aNote Link field called Who. The default ~ pate createa: :I_?ading

isthe Memo Note. You can select the People Note for the link. .

pru_intment
DRAG TO LINK ?r:l::]ilj’?;ferences
To move a Note into aNote Link field, just drag it there. When you People

Picture

drag the first Noteinto aNote Link field, the field is highlighted with a
gray rectangle. When aNote Link field contains at |east one Note, the
destination bar displays when other Notes are added.

Note Link fields can also contain linked copies of other Notes. To move alinked copy of another Note into
aNote Link field, hold down the Option key and drag the Note into the Note Link field.

AUTO-LINKING TOOL
When aNoteisin another Topic, you can't seeit to drag it. The auto-linking tool moves a specific Note
into aNote Link field.

To use the auto-linking tool:

URL Link : _m'|
Priority : G

1 Click the Note Link symbol to display an edit box.

2  Enter text in the edit box that matches text in the Note you want linked.
3 PressReturn.
4

WebArranger searches your Document and brings alinked copy of the matching Note into the Note
Link field.

If no Notes match the text you entered, you can create one.

If more than one Note matches the text you entered, the Choose the Note dialog displays.

See Gather on page 144.
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POP-UP FIELD

The Pop-Up field type lets you create your own @& & _isi the fntermer

pop-up fields. Pop-Up fieldsarereally text fields i ‘S‘th; . _ .
with alist for text choices. You can type your j . Ack Dr. 3cience hifpllagora rdrop.comi~jim...
own valuesin Pop-Up fields. Begi NGl

Completed: D
Date created: Mon, Feb 12, 1996 @ 8:22 PM

When you create a Pop-Up field, you specify
the choicesthat will appear inthelist. Thisfield typeisuseful when you want Priority :

easy access to asmall set of choices. An example of a Pop-Up field is the e | Hies

Priority field in the To Do Note. Date created: | Back Burner

Whenever

Unknown

Y ou can easily edit the choiceslisted, or you can make anew Pop-Up field. To
automatically append a pop-up value to afield, hold down the Shift key while selecting the list item.

FILE REFERENCE FIELD

70

Use File Reference fields to manage files on your hard sy :
disk whilein WebArranger. When aFile Reference field is D % Phinyet ficke Feoeines
empty, it displaysthe text double-click to set file. When
aFile Reference field has been set to afile, it displays the
name of thefile. A File Reference field is set to onefile at
atime.

File Namef =] What's new
Comments RENGer Rick's receipes

Use the drop-down list to the right of the field’s name to specify a certain file, or to open the specified
file. You cannot type directly into File Reference fields.

To specify afile:
1 Select Set to display the standard Macintosh file chooser dialog.
2 Select thefile.

3 Click Open. Thefilewon't really be opened. It is assigned to the File Reference field. The name of the
fileisthen visiblein the field.

To go to the specified File: B

1 Select Open. File Name:

Comments :

2 If thefield is set to a document-type file, Open launches the
application that created it.

3 If thefield is set to an application file, Open launches the application.
Open isdisabled if thefield is not currently set to afile.
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SYSTEM FIELDS

Every Note contains four fields which are automatically maintained by WebArranger. Usually, they are
not visible. These four System fields are used behind the scenes to keep track of Notes:

m Date Created

m DateLast Modified
m  Creator Name

m Last Editor Name

The namesin the Creator Name and Last Editor Name system fields are taken from the Sharing Setup control

panel or the Chooser.

Asyou work with Notes, WebArranger updates these fields automatically. You never have to use them.
However, you can use these system fields to filter and sort your information. See Choose the Field to

Sort On on page 87.

To view the contents of these fields:
1 Select the Note.
2 Choose Note Info in the Notes menu.

The Note Info dialog displays the values for the system
fields. This dialog aso indicates the Note's type and the
number of times that the Note appears in the Document.

DISPLAY SYSTEM FIELDS WITHIN NOTES

=]

Note Info

7]

Note Info

Note Type:
Created by -
On:

La=t Madified by
on

'E.‘} Paople

ik
Mam, Feb 12, 1996 @& 531 PM

: Ginny Werp
D Wed, Mar 27, 1995 @ T35 PM
Appearancas:

Technically, you don’t add system fields. They’re always there, just not visible. You display them.

To make one or more of the system fields visible in a Note, select Add Field in the Notes menu. See Add

Field to Single Note on page 60.

To make one or more of the system fields visiblein al Notes of a given type, add them to the Note's

definition. See Add Field on page 58.
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CHAPTER 5: VIEWS, TABLES & CALENDARS

Information in WebArranger is stored in Notes, and Notes are grouped together in -t
Topics. A View isalook at aTopic, with the Notes rearranged. The rearrangement is
made with the View tools: Filter, Sort, Table, Calendar, and Calendar Settings. ‘Yj

Views make information in a Topic more useful. You can:

m |solateinformation with a common theme, such as all people you know at a particular company
m  Order theinformation in an certain way, such as ranking your tasks by priority
m  Focuson asmaller set of information, such as your appointments for this week

A View is attached to a particular Topic, and remains attached to it until you remove it. You can attach
any number of Viewsto aTopic, and rename or remove them at any time. If you removethe Topic, al its
Views are removed, too. Views can also be attached to anything in a Document’s Contents.

Views are dynamic...as the information in a Topic changes, the Views attached to that Topic
automatically show those changes. You can specify if you don’t want aView to automatically
update. For more information, seeView Update.

MANIPULATE INFORMATION SAFELY

It's important to understand that Views control only how Notes are displayed. Views don’'t change
the Notes themselves. It's perfectly safe to experiment with Views without worrying about accidentally
losing or changing your information.

Views don’'t change the information ... they only control how things are displayed. The View tools do
not affect the underlying Notes; changing data through aView does.

For example: The Filter View command restricts the Notes displayed in aView, but it doesn’t affect the

original Notesin the View’s Topic. On the other hand, changing a phone number in a People Note using
aView changes the number in that Note and all linked copies of it.
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VIEWS

You work with Views just as you work with Topics — creating, selecting, renaming, closing,

and deleting.

NEW VIEW

To create aView:

1 Sdect aTopicin the Contents list.

2 Choose

New View in the Views menu.

Youcantell aView is selected when you see asecond title bar at the top of the Topic area. The upper bar
isthe Topic title bar; it doesn’t change when you'rein aView.

Contents IMon, Feb 12, 1996 @ 732 FM Bookmarks &
™ Revelations Er ImBif URLz and Headars
Jump Start §# b Bookmarks gives youmore conlrol over your Netscape bookmarks|
| £ READ NOWI [0 ¥ Daily Trips
&7 Top Ten Fags List &) > word of the Day hHp:itvry.dsu sdulproject...
Gl Ricks & 1 The American Stock Exchange - The Smarter P htp:!

@ W Mutual Funds Online hip My mimadg.com
@ W The Monty Python page hiNalfred.uwashington....

eb Schedule & DV A Good Time
[ userDefined#1 @ W Discovery Channel Onling hip: v discovery comi

i UserDefined#2 Just URLs ird Places On The Met htp v euronst nlluser. .
Scheduled visits  [Museum hitpdlwwew.nch.gov sginhbl.
sty - hd i Sanieace ‘s Weh World hitpolcyclone weather netlt.
URL Agent @ W Add-A-Fright hitp:wawwaze comiclient...
™ Changed Web Pages [ ¥ Locking for New Toys

Shelf &3 I ONSALE - Auctions of Computers and Eleclronics hitp:H
@um= . @ W Kai's Power Tips and Tricks for Photoshop hifpilithe-tech mit)
21&7_ @ B Adobe Systemns - Frame producks hitp M frarme comi
g e @ W Sun Microsystems hip v sun.com|
7 [Mema [ ¥ Tips for the Job
@ People @ W Technical Writing Page hip Nuser it net~gazzalte. .
D File @ W InfoSeek Guide Search: for technical writing hifpNguice-p.in

Figure 9 A View displays its own title bar below the Topic title bar.

Beneath it is the new View title bar. On color or grayscale screens, the View title bar appears lighter than
the Topic title bar.

SHORTCUT TO CREATE A VIEW

Wi
4

WebArranger

You can quickly create aView by choosing aView tool whilein aTopic. Once the View is created, you
HoT! can apply View toolstoit.
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For example: While in a Topic you choose Filter View in the Views menu. You specify your filter in the
dialog, and instantly see the resultsin the Document window. Click the View close box to close the
View, or click the View trash can to delete it. See The View Tools on page 77.

VIEWTITLE BAR

Likethe Topictitlebar, the View title bar displays the name of the View, and the number of top-level Notes
contained init. A new View is called untitled.

The |eft corner of the
View title bar has two pitmmalch 12, 1996 @ 7:32 P Bookmark=s &=
controls: aView close o) URL= and Haadars

box and a View trash can.

NAME OR RENAME VIEW

The name of the current View is always displayed in the center of the View title bar. You can name or
rename aView at any time.

m  Click the name

in the View title Thu, May 2, 1996 @ 1 :27 PM o0l Picks T 19
bar, and type 0] &1 untitled 1
e

the name in the
text box. Press Return or click outside of the text box; or,

=  Select View Settings in the Views menu and enter the

name in the text entry box. See View Settings on Uiew Sellings
page 76. Uiew Name:

Form:

[ Disable all Forms
[ pisable Summary Lines

DISPLAY VIEW
WebArranger displays the Views attached to a Topicin a P
drop-down list. Scheduled visits
URLs and Headers
TheView list displays to the right of the Topic’'s namein the FTPs
Contents. The Bookmarks, History, and Web Schedule Topics ship HMT;rfms

with Views. The Organizer’s Topics provides several Views as
well. See The Organizer Template on page 47.
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h O Note: TheView drop-down list is also to the right of the Topic’s namein the Topic title bar. Thisis
ﬁ\ijf useful when you've hidden the Contents list to maximize the Topic area workspace.

To open aView: DN R o top level notes
top level noty everything

1 Click theView drop-down list. When a Topic doesn’'t have
any Views, it doesn’t have a drop-down arrow.

2 Choose aView. This automatically updates the information in that View.

GOTO

The Go To command moves you to any other Folder, Topic or View. Go To has exactly the same effect as
selecting from the View drop-down list. Go To isin the Topics menu. See The Organizer Template on

page 47.

CLOSE VIEW
To close aView and return to its Topic:

m  Click the Topic’snamein the Contents. The Topic’ s name remains selected but the View closes
and the full contents of the Topic are displayed;

m  Or, click theView's close box;
m  Or, press %-J (Go To), type the name of the Topic, and click OK to return to the Topic.

DUPLICATE VIEW

Duplicate View creates another View just like the existing one. You must bein a

View to use Duplicate View. Use it to create a series of Views with the same: T I
elete Uiew
7 View Settings...
= tableformatting iU st s )
m filter setting g )
Filter View... -
m  sort setting Sort View...
m caendar formatting Show Table
) Hide Calendar
= font and style setting, and/or Calendar Settings...

m form settings. See Set Up aView to Display Forms on page 133.

When aView is duplicated, the two Views are not linked, and each can be modified individually. To
make a Duplicate View:

1 OpenaView.

2 Hold down the Option key and click the Views menu. The Duplicate View command displays instead
of New View.
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3 Select Duplicate View. A duplicate View named untitled 1 displays. It has the same settings as the
original View.

DELETE VIEW

To remove aView:
0 Do you really want 1o destroy this view?

1 Select theView.

2 Choose Delete View in the Views menu.

3 Click OK.
To bypass the warning dialog, hold down the Command key when you select Delete View.
Or, click the View trash can in the View title bar.

VIEW SETTINGS

View Settings lets you design the look of aView:

iew Settings
1 Click View Style. =

liew Name: |[GHRGHEETTE]]

2  Enter text in the View Name text box to name or rename

aView

. Cancel
[ Disable all Forms -

[ Disable Summary Lines

3 Select font, size, and style in the Choose

Choose 5tyle

Style drop-down lists.
Choose a style:
4 Click OK. Font: [Helvetica  w| [ Default
The other optionsin View Settings apply to — N
Forms. See Set Up aView to Display Formson Style: [Styles ~]
page 133. (cancel ] [ ok |
VIEW UPDATE

When information in a Topic changes, the Views are automatically updated. View Update controls the
dynamic behavior of Views.

UPDATE WHEN VIEW IS CHOSEN

When you create aView, the Update View When Chosen ew Update Update Now %=
command is the default. Whenever you select that " m

. . . reeze tiew
View, its contents are automatically recal cul ated. « Update IWhen View is Chosen
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FREEZE VIEW

Choose Freeze View to prevent aView from automatically updating. The View will not update until you
use another command. Use Freeze View to prevent unnecessary recal culation when you're manipulating

large amounts of information.

UPDATE NOW

If you choose Freeze View and later want to force aView, choose Update Now.

GUIDELINESFOR UPDATING VIEWS

The View Update commands can be used to match the capabilities of your Macintosh with the scale of
information you' re managing. A good rule of thumb isto leave the default Update View on Entry command
chosen, until you notice adelay when switching to aView. At that point, estimate how often the
information changes and compare that to the number of times you use the View. In general, the more
you use alarge View, the more you'll use Freeze View. See Tool Application Order on page 78.

THE VIEW TOOLS

Views are apowerful way of customizing how you work with WebArranger. The
View tools define Views to meet your needs.

Whenyou createaView, you are not rearranging theinformation in the Topic. All
Notesin the Topic are still displayed when you first create aView.

The View tools customize the information displayed in the View. Select aView
and then select aView toal in the Views menu. You'll see the effect of that tool in
the Topic area of your Document window.

WebArranger

New Diew

Delete Uiew

View Settings...
View Update »

Filter Diew... -
Sort View...

Show Table
Hide Calendar
Calendar Settings...

Filter View — Controls which Notes from the Topic are displayed in the View

Sort View — Controls the order of the Notesin the View
Show Table — Controls which of the Note'sfields are displayed

Show Calendar — Lets you display and manipulate date-oriented information using a

calendar layout

Calendar Settings— Controls the display of the calendar and modifies the default settings
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COMBINE VIEW TOOLS

You can use the toolsin almost any combination to create a custom View. Table and Calendar are
mutually exclusive. See Table 11..

Tool Menu Command Use

Filter Filter View... Lets you choose which Notes from the View's
Topic will appear in the View.

Sort Sort View Lets you choose the order in which you want the
Notes to appear in the View.

Table Show Table Lets you control the layout of individual Notes’
fields in the View.

Calendar Show Calendar Displays date-oriented information in the View.

Calendar Settings | Calendar Settings... Lets you manipulate date-oriented information.

Table 11 Customize your Document with the View tools

Sometimes the effects of the tools overlap. For example: Both Filter View and Show Calendar restrict
the Notes that appear in aView.

VIEW TOOL SETTINGS

The View tools remember their settings. The next time you select a particular View, the View tools are
configured the way you left them. The settings of the View toolsin one View do not affect the settingsin
any other View. Change the settings of one or more of the View tools to modify an existing View.

TOOL APPLICATION ORDER
To determine how a combination of View commands affects a View, apply them in this order:

1 Caendar and Calendar Settings

2 Filter
3 Sort
4  Table

O IMPORTANT: No matter what order you apply thetoolsto aView, thisisthe order WebArranger uses
when it updates a View.

FILTER VIEW

It's so easy to get more information than you can manage efficiently. For example: Your People Topic
has grown to hundreds of People Notes. The Topic you use to manage a project is filled with a sizable
mix of People, To Do, and Appointments Notes. Filtering is a convenient way to tidy stuff up.
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Filters reduce the number of Notes you seein aView, leaving only the pertinent Notes. Filtering is not
destructive. When you sift out information in aView, you aren’'t deleting any information from the
Topic. You'rejust being selective about what Notes you see.

To use Filter View:
m  Select New View and then Filter View in the Views menu;

= Or, choose Filter View while you're in a Topic. WebArranger automatically creates aView
for you;

s Or, click theFilter icon on the Icon Bar.

THE FILTER DIALOG

FILTER ON NOTETYPES
All Note typesin the Document’ s Note Catalog are displayed in the Show edit box drop-down list. Choose
any Note type as afilter. If you don't want to filter on a specific Note type, select Any Type.

The default isthe Topic's default Note type. For example: You're creating aView for the People Topic.
The default for the Show edit box is the People Note, since that's the default Note type for the People
Topic. See Topic Settings Dialog on page 45.

To filter on aNote type: = |jjer

Any Type
1 SelectFilter View. o | Fiiter
2 Sdect aNotetype(s) intheShow || *"** O NI Heading ]

. . s Match: ® Just notes O BotH File
edit box. This specifies the type el

of Notesto display in theView. [More Choices | [ Clear| Appointment Fancel )

Reminder

3 You can type a Note type name, .':LM.,,': IIePreferem:es
or select from the drop-down list. Picture

4 Click Just Notes or Both Notes and
Sub-Notes. The Just Notes and Both Notes and Sub-Notes buttons specify where the filter should look in
the Topic. When you select Just Notes, Filter View examines only the top level Notes of the Topic.

When you select Both Notes and Sub-Notes, Filter View examines both top level Notes and
any Sub-Notes.

5 Click OK.
FILTER ON THE TEXT CONTAINED IN NOTES
Filter View compares a text string to all text in a Note, whether the Note'stext isin asingle field — like

the Memo Note type— or the Note' stext isbroken into several fields, asin structured Noteslike People
and A ppointment.
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To filter on text: ——— jilter

1 Select Filter View.
show@URL__ [0 notescontaining [ |

2 Typethetext in the Notes containing edit box. Match: O Just notes @ Bath notes and sub-nates
This specifies the text string that Notes must (More Choices ] (Clear |

contain to be included in the View. The
matching process is not case sensitive.

Wild card characters can be included in the text string. Wild cards are a very powerful tool
for matching information when you have the exact spelling, and for matching related groups
of information using patternsin their text. See Wild Cards on page 143.

3 Click Just Notes or Both Notes and Sub-Notes. The Just Notes and Both Notes and Sub-Notes buttons spec-
ify where the filter should look in the Topic. When you select Just Notes, Filter View examines only
the top level Notes of the Topic.

When you select Both Notes and Sub-Notes, Filter View examines both top level Notes and
any Sub-Notes.

4 Click OK.

CLOSE THE FILTER DIALOG
The Filter dialog retains its settings for each View. Every time you open the dialog with Filter View, the
dialog contents are like you left them.

To close the Filter dialog:

m  Click Clear to discard any options that have been set in the View;
= Or, click Cancel to exit the dialog and discard any changes you've made;
m  Or, click OK to exit the dialog and apply any changes you made.

More Choices
Click More Choices to open the Advanced Filter dialog.

ADVANCED FILTER DIALOG

The Advanced Filter dialog defaults to the same = ifer
behavior as the normal Filter dialog. When you —
enter atext string in the text edit box and click —— of Type © (TS where:
0K, you get the same resullts.
[Any Field [2][Contains | &
Add Rule
However, the optionsin the Advanced Filter let you
be more selective than those in the normal Filter. <]
Motes must match: [all of the rules  w] Show: [matching notes |
(Fewer Choices ] [ clear |
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b O Note: You can read the Advanced Filter dialog (and most WebA rranger dialogs) as sentences to more

Ny easily understand what the dialog controls. For example: This dialog reads, “Match Notes and Sub-
Notes of Type Memo where the Creator Name Field Contains Smith.” Not exactly the way you

usually talk to yourself, but it works.

FILTER ON NOTE LEVEL AND NOTE TYPE

Thefirst line of the Advanced Filter dialog specifies the Note level

and Note type by which to filter.

To specify the Note level:
1 Click More Choices to open the Advanced Filter dial og.

2 Select acommand in the Match drop-down list.

Notes includes only top-level Notes in the View. Notes & Sub-

Notes includes both top-level Notes and Sub-Notes.
3 Click OK.

SPECIFY OF TYPE

[Any Field [][containsd

Add Rule
I
any of the rules I
MWotes must match: |~ all of the rules I
[Feu.ler l:hoices] [ Clear ] l

Enter the Note type in the of Type edit box, or choose a Note type from the drop-down list.

FILTERWITH RULES

In the normal Filter dialog, atext string to search for in the Note is specified. In the Advanced Filter
dialog, you can be much more specific about describing what to search for and where to search for it.
This additional capability is provided through rules. Each rule describes one aspect of a match.

Thelist of rulesislocated in the center of the Advanced Filter dialog. Each line of text in the rule list

represents a separate rule. You can create up to 16 rules.

Who ,  [2{[Contains || quincy e
Field choice Control el chop donni Texteditbox
=

Each rulein the list has three parts:

m  Field choice control
= Relation drop-down list
= Text edit box

WebArranger

81



82

Field Choice Control

Thefield choice control specifies the name of afield tofilter on.
Either type the name of the field or select the field name
from the drop-down list.

The drop-down list presents al fieldsin the Note type
selected inthe of Type edit box. It alsolists system fieldsand
acommand to choose any other field defined in the current
Document.

Any Field searches all fields of the Notes that it filters. A spe-
cific field type searches fields of that type.

Set Filter Field lets you pick other fields (in any Note type).
However, you can't filter on Picture or File Reference fields.
See Picture Field on page 67 and File Reference Field on

page 70.

Relation Drop-down List

Once you've chosen the field on which to filter, you can
specify acondition that must be true for that field. The
default choice varies depending upon the type of field speci-
fied in the field choice control.

m  When Any Field is specified, the following choices
are available:

Any Field
Set Filter Field...
= Note Text
Date created
Date modified

itch: [all of the |

5]

Creator name
Last editor name

wowEE

Clear

Choose Field
use the field: [ETTHRN]"
[ Cancel ] [[ 0K ]]

Equals
Starts With

Note Text || «Contains |

Doesn't Contain
Starts With
Equals

Doesn't Equal
Is Before

Is After

Is Present

m  When you select aText field in the field choice control, the Relation list offers text-specific choices.

Enter the text to match in the text edit box.

WebArranger



Relation Matches if

Contains The field contains the text you enter in the text edit box.
Equals The field contents exactly equal the text you enter in the text edit box.
Starts With The field contents start with the text you enter in the text edit box.

Table 12 How Relation options work with any field

Relation Matches if

Contains

The field contains the text you enter.

Doesn’t Contain

The field does not contain the text you enter.

Starts With

The field contents start with the text you enter.

Equals

The field contents exactly equal the text you enter.

Doesn'’t Equal

The field contents do not exactly equal the text you enter.

Is Before The first character of the field contents comes before (alphabetically or
numerically) the text you enter.

Is After The first character of the field contents comes after (alphabetically or
numerically) the text you enter.

Is Present The chosen field is present.

Table 13 How Relation options work with text fields

WebArranger

For example: You select Is Before and then enter c in the text edit box. The rule specifies
the View will include only those Notes which contain text in the chosen field that begins with
aletter prior to c.

When Is Present is chosen, the text edit box on the right side of the rule is disabled, since no
value is needed.

Date/time fields and Time-of-Day fields Nent ime to U] <Equals |
When you select a date/time field or a Time-of-Day field in o

Is Before Or On
Is After
Is After Or On

the field choice control, the Relation list offers date and/or
time-specific choices.

Enter adate and/or timein the text edit box. Drop-down lists Is Present

are added to the text edit box to help you specify the date
and/or time,

See Table 13. for an explanation of the options.

For example: You choose Is Before Or On and enter “3/31/96” in the text edit box. Thefiltered
View includes only those Notes whose date fields contain a date prior to 3/31/96.

Number fields
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When you select a Number field in the field choice control, Home Phone [0
the Relation list offers number-specific choices. Enter a
numeric value in the text edit box.

Mot Equal
Greater Than
Greater or Equal
Less Than

Less or Equal

Is Present

Relation ‘ Matches if
Greater Than The field contains a number greater than the number you enter.
Greater or Equal | The field contains a number greater than or equal to the number you
enter.
Less Than The field contains a number less than the number you enter.
Less or Equal The field contains a number less than or equal to the number you enter.

Table 14 How Relation options work with number fields
The Equals and Is Present options are described in Table 13. The Not Equal option is the same as
the Doesn't Equal option described in Table 13.

For example: You select Greater Than and enter 175 in the text edit box. The filtered View
includes only those Notes whose chosen Number field contains a number greater than 175.

m  Pop-Upfields
When you select apop-up fleld in thg field Category _ |0]|Contains I Presentation |
choice control, the Relation list offerslist- Conference Call
i i Meeting
specific choices. Siieiing
Demonstration
Interview
Breakfast
Lunch
Dinner
Travel
Relation Matches if
Contains The field contains the text you enter.
Doesn’'t Contain The field does not contain the text you enter.
Starts With The field contents start with the text you enter.
Equals The field contents exactly equal the text you enter.
Doesn’t Equal The field contents do not exactly equal the text you
enter.
Is Before The first character of the field contents comes before
(alphabetically or numerically) the text you enter.
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Relation Matches if

Is After The first character of the field contents comes after
(alphabetically or numerically) the text you enter.

Is Present The chosen field is present.
Table 15 How Relation options work with drop-down list fields

Enter text or one of the options from the Note' s drop-down list in the text edit box. The choices
from the Note's drop-down list are added to the text edit box.

For example: You choose Contains from the Relation list and select Work from the text edit’s list.
Thefiltered View includes only those Notes with the pop-up field in containing Work.

= NoteLink fields

When you select aNote Link field in the field choice control, the Relation drop-down list
offers Contains and Doesn’t Contain choices. See Table 13. Enter the text to use in matching
the Summary Line of all the Notesin the field. See Note Link Field on page 68.

TEXT EDIT BOX

The text edit box is empty at first. When a Text fielc_i is [Who o] [Contains [auincy =
chosen for the rule, you can enter any text for the filter
to search for.

k%
When adate/timefield is chosen for therule, you can — T B -
enter any date and time for the filter to use. Three [Begin o) lsetcreveon] |H

pop-ups — Repeating Event, date, and time — are
added to the text edit box.

When atimefield is chosen, you can enter any time
for thefilter to use.

MULTIPLE RULES —Vilter =
The power of the Advanced Filter dialog comes into

play when you create multiple rules to narrow afilter o sub not...v] of Tupe 1 [Af]
so it selects and displays only those Notes that you

want to see. |[Begin o] [Equals
To add arule to afilter, click Add Rule and then adjust  [gegm E[Eauars [P TG Thu, Mag
i 2,1996 @
the settings for the rule. i
Where L |l:untains & Restaurant

To delete arule, place the insertion point in the rule Who =[Contains Quincy
and click Remove.

Experiment with various combinations of rules. You'll find that working with multiple rulesin the
Advanced Filter dialog lets you filter your information very precisely.
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TELL AFILTERHOW TOAPPLY THE RULES
The choices in the Notes must match pop-up specify how the ——— e |
filter should apply the rules that you've created. |
¥

|
all of the Rules makes the filter very specific — all rulesin the Match of Tyre [
rulelist to be true for a Note to match the filter. The other
choice, any of the Rules, is more lenient. A Note must match any ("Aad Rute |

[Any Field [3][containd

e |
one (or more) of therules. |
:
Notes must match: |+ all of the rules I
(Fewer Choices | [ Clear | |
DISPLAY THE RESULTSOF A FILTER 1
The choices in the Show pop-up list specify what the View | faewe e
should do with the results of thefilter. o][Contains__][@ Restaurant
3][contains |[ quincy

Matching Notes displays the Notesthat match the Filter didlog s <] shows
settings. Unmatched Notes displays Notes from the Topic that do
not match the Filter dialog settings. (Lcancer J |__ox_]

RETURN TO THE NORMAL FILTER DIALOG
Click Fewer Choices to return to the normal Filter dialog.

FILTER AND SORT IN NOTE LINK FIELDS
The settings in the Define Field dialog for each Note Link field determine what text from linked Notesis
used. If aparticular field is chosen in the dial og’s Match based on field drop-down list, Filter and Sort
commands use the contents of thisfield. See Note Link Field on page 68.
If no field is selected:

m  Filter looks through all text fields of all linked Notes.
m  Sort only looks at thefirst text field of the first linked Note.

FILTER AND SORT WITH THE NAMES OF FILE REFERENCE FIELDS

To filter and sort on File Reference fields, use the text of the file's name as the text to filter and sort on.
See File Reference Field on page 70.

SORT VIEW

You'll typically manage your information by placing related Notes near each other in Topics. The ability
to organize information just by clicking and dragging is one of the cool features of WebA rranger.
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However, sometimes you'll want to View the information in a Topic in a different order. Thisiswhen
the Sort View command is handy. Sorting is not destructive. You aren’t permanently rearranging any
Notesin theView’s Topic. You're just reordering them in the View. Sorting isaway to use different
arrangements to see patterns of information in your Notes.

Sort View arranges the Notesin a Topic based on the contents of specific fieldsin the Notes. To apply Sort

View to aView:

= Create aView and choose Sort View in the Views menu;
m  Or, choose Sort View while you're still in a Topic. In this case, WebArranger automatically

creates aView for you;
= Or,click the Sort icon on the Icon Bar.

THE SORT DIALOG

3

The control on the left is a drop-down list that

= Smrt=—————

chooses the field by which you want the Notes
sorted. The control on theright is a drop-down
list that chooses the order in which to display
the Notes.

Sort

Sort notes by |Note Type v| in |ascending v| order,

[ More Choices |

[ clear | [ cancet ][ ok

CHOOSE THE FIELD TO SORT ON
Thefirst three choices in the Sort Notes by drop-down
list are system field types. Subsequent choicesin the
menu are determined by the current Topic’s default
Note type.

O Note: You can't sort on Picture, Note Link, or File
Reference fields.

= NIt =—"—————

Sort

More Choice

sort notes by IR cending | order.

Date Created

Date Modified
ncel 0K

= URL

%= Comment

@ Last Visited

[ NextTime to Disit

Command Description Sorts ‘ Use

Note Type The Note type field is a special Sorts Notes by To see groupings of similar
field maintained automatically for their type. types of information, such
all Notes. This field contains the as a mixture of Note types in
type of its Note. a Topic.

Date Cre- The date created field is a special Sorts Notes by To detect patterns over time.

ated system field maintained automati- their
cally for all Notes. This field con- creation date.
tains the date when the Note was
created.
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87



88

Command Description Sorts Use

Date Modi- The date modified field is a special | Sorts Notes by To detect patterns of activ-

fied system field maintained automati- their modification ity and to View information
cally for all Notes. This field con- date. you work with most fre-
tains the date when the Note was quently.
last edited.
The fields appended to the menu Varies depending | To arrange Notes based on
vary depending upon the current upon the type of the contents of their fields.
Topic’s default Note type. field selected.

Table 16 How the Sort by list options work

THE DISPLAY ORDER

The drop-down list on the right side of the Sort _— e
dialog sets the order in which the results of the sort rey
are displayed. Sort notes by in peTES,
m  Ascending— Displaysthe smallest valuesfirst. (s cruices I moesian B GK )
Thisis the defaullt.

m  Descending— Displaysthelargest valuesfirst.

CLOSE THE SORT DIALOG
The Sort dialog retainsiits settings for each View. Whenever you open the dialog, the dialog contents are
like you left them the last time you closed the dialog with OK.
To close the Sort dialog:
m  Click Clear to discard any sorting options that have been set in the View;

m  Or, click Cancel to exit the dialog and discard any changes you've made;
m  Or, click OK to exit the dialog and apply any changes you made.

MORE CHOICESFOR SORTING
Click More Choices to go to the Advanced Sort dialog.
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THE ADVANCED SORT DIALOG

The Advanced Sort dialog offers several additional —=—k——— o1t
controlsfor defining asort. It defaultsto the same
behavior as the normal Sort dialog.

Advanced Sort

Sort by |Note Type |@| in |ascending vl order,
Notice the four lines of sort rules. Each sort then by |
rule has two controls corresponding to the

|@| in |ascending vl order,

two controlsin the normal Sort dialog. benby | [0l i ascending® =] ouder.
then by | || in [ascending _w] order.

The left control is a drop-down edit box that

specifiesthe field on which the rule should sort, | (Fewer Choices | [_Clear ] [ cancel ] [__ok ]

Theright control is adrop-down list that sets the display order of the sort rule.

The Advanced Sort dialog applies the first sort rule to the Notes in the View. Then, for any Notes that tie,
it applies the second sort rule, and so on. By nesting sort rules, you can specify that information be
sorted in exactly the order you want. The Advanced Sort dialog supports up to four sort rules. You can
leave any of the rules blank.

RETURN TO THE NORMAL SORT DIALOG
Click Fewer Choices to return to the normal Sort dial og.

SORT VIEW VS. SORT TOPIC

Sort commands are available in both the Topics and Views menus. The Sort View and Sort Topic dialogs are
nearly identical. However, there is an important difference between them.
m Sort View affects the order of Notes only in theView whereit is applied. It never changes the
order of Notesin the Topic.
m  Sort Topic reorders Notes in the Topic. Any Note organization that you've done by clicking and

dragging is overridden by Sort Topic. It affects top-level Notes only.

FILTER AND SORT IN NOTE LINK FIELDS

The settingsin the Define Field dialog for each Note Link Field determine what text from linked Notes
isused. If aparticular field is chosen in the dialog's Match based on field drop-down list, Filter and Sort
commands use the contents of thisfield. If no field is selected:

m Filter looks through all text fields of all linked Notes.
m  Sort only looks at the first text field of the first linked Note.

See Note Link Field on page 68.
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FILTER AND SORT WITH THE NAMES OF FILE REFERENCE FIELDS

Tofilter and sort on File Reference fields, use the text of thefile’ s name as the text to filter and sort on. See
File Reference Field on page 70.

SHOW TABLE

Jiiii

The Filter and Sort View tools fundamentally affect the Notes displayed in aView. Filter View hides cer-
tain Notes. Sort View changes the order of Notesin the View.

The Table View tool has a less significant effect. Show Table simply lets you set a Summary Line for all
Notesin theView. A View Summary Line is independent of the Note Summary Lines in the rest of your
WebArranger Document.

Show Table displays aTable header just below the View title bar. The Table header isaconvenient, interactive
way to set the Summary Line for Notesin aView.

To apply Show Table to aView:

m  Create aView (with the New View command) and then choose the Show Table command,
= Or, choose Show Table while you're still in a Topic, and WebArranger will automatically create
aView;
= Or, click the Show Table icon on the Icon Bar.
When you choose Show Table, the command name changes in the Views menu to Hide Table. Hide Table

hides the Table header and changes the command name back again. The Table header retainsits settings, so
you can toggle the Table header on and off.

TABLE HEADER

90

The Table header has two parts: the

column areaand the Add Column oo preprprgER PR ::_:%

button. The column areais where Last Name & | First Name B EMail & Title & =
. E‘} P Fartane Steve Font..  mailta:steve_fontanedties.com  Buyer

yOU mani pU|ate COl umns. The NeW E‘} P Good Fand migilto: Ford Good @cesoft com

COlUmn bUtton Creates COI umns. The E" b e Brad raailta Brad_Kiew @eesaftconn  Deweloper Contact

NSW COlUmn button iS the ||tt|e Whlte E‘} P Porter Marwiz Por.. rmailtermawiz_porter @treez o Designer

square inthe upper r|ght corner. E‘} P Rinehart Mk rmailta:itick_Rinehart@eszaft. . Pradust Line Mana

Like acolumn in a spreadsheet, a column in WebArranger isavertical area of fixed width that contains
information. In aTable, acolumn is used to display the contents of a Note field. Each row of the Table
corresponds to an individual Note.

Table headers display a set of default columns that match the fields of the Topic's default Note type

For example: Topics with the default Memo Note type display a single Note text column. Topics with
the default People Note type display a set of columns, one for each field in the Appointment Note type.
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CREATE A COLUMN

To create a column, click the New Column button. Or, double-click the blank areato the right of the last

column in the Table header.

New Column creates a column to the right of all existing columns and contains the Column drop-down list.
When you create a column, it appears as a new rectangle on the right side of the Table header.

« by Last Name

Title =

xam Buyer
ft... President & CEO

Lsonn Developer Contact

o Dezigrer

ft.... Product Line Manager

.. Directar of Proadust

Top Section

Fri,
Fri,
Fri,
Fri,
Fri,
Fri,
Fri,
Fri,

Fri,

icu

Jdam 1,
Jdam 1,
Jdam 1,
Jdam 1,
Jdam 1,
Jdam 1,
Jdam 1,
Jdam 1,
Jdam 1,
Tue, Apr 2,1

Last Wizited

1
1
1
1
1
1
1
1
1

Fri, Jan 1.1

The top section contains basic commands that affect a column.

m  Hide Column — Removes the column from the Table header

m  Add Column — Adds acolumn to the left of the current column. The New Column button in the
Table header adds a column to the right of existing columns.

m  Set Column Field — Opensadialog to select thefield
to display in this column

Type the name of the desired field in the Show edit box.

Or choose the field from the drop-down list, which lists
all fields defined in the current Document.

= Show Date and Show Time — Control how the

U lup Lo Yo L

Hide Column
Add Column
Set Column Field...

« Show Date
«Show Time

= URL
= Comment
@ Last Disited

1 Next Time to Visit

1 Date created
1 Date modified
%= Creator name

Choose Field
use the fietd: [T 0|
[ Cancel ] [[ ]]

contents of date/time fields display in the column. These commands are disabled if you don't

have a date/time field selected.

Middle Section

The middle section of the Column drop-down contains alist of fields in the Topic’s default Note type.

Thislistisashortcut to select afield to display in the column. Y ou can choose afield to display with Set

Column Field.

Bottom Section

The bottom section of theColumn drop-down contains alist of system fields. Asin the middle section, the
list is a shortcut to select system fields. You can also choose a system field in the Set Column Field dialog.

WebArranger
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DISPLAY FIELD CONTENTSIN A COLUMN
Once you've chosen afield to display in a column, the contents of all Notes that contain that field
display in the column. The column takes on the name of that field.

RESIZING COLUMNS
The vertical lines between columns are called column dividers. To resize a column, click the column
divider on theright side of the column and drag it to position.

When field information is displayed in acolumn, the information may not all fit in the space provided. If
all information from afield can't fit in acolumn, an ellipsis(...) is appended to indicate it contains
information you can't see.

REARRANGE COLUMNS

To rearrange columns, open a column’s menu and choose the field you want to display. Then choose
Hide Column and Add Column for other columns. The same field can be used in more than one column.

Click acolumn’sfield name and drag it left or right to rearrange.

QUICK COLUMN SORTING

A shortcut to sorting in Tables: Click the field name at the top of a column to immediately sort the Table
based on that field. This doesn’t affect the Sort View dialog settings. Table sorts are always in ascending
order. The resulting View will not re-sort automatically, as it does when you choose Sort View.

NOTES IN TABLES

92

Since Tables are just away of creating alocal Summary Linefor the Notesin aView, Tables affect only
the visual display of information. Tables do not affect the Note contents. Working with Notesin Views
that contain Tables is much the same as working with Notesin Views that don’t contain Tables.

If aTable's column is set to afield that isn't contained in any of the Notes, the column is empty. If all
columnsin the Table are set to fields that aren’t present in the Notes, the entire Table is empty. The
Topic's Notes are still present. Click an empty Summary Line to open a Note.

SUB-NOTE BEHAVIOR

Hiding and showing Sub-Notes works the same as usual. However, Sub-Notes display with the
Summary Line defined for their Note type, not the Summary Line defined by the Table header. This
makes sense, since Sub-Notes appear offset to theright of their top-level Note. Their Summary Linesdo
not align with the columns in the Table header.
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SHOW CALENDAR

Some Of the informati on yOU | Thu, May 2, 1996 @ 2:14 PM web Sehe dule E 129 Top Level Notes In Topic
manwe |S t| me.rd ated ShOW (Wi} Calendar 5 Top Level Notes In View
: ) P [Py ] [135¢] [By workday | + June
Calendar ISdesgned to handle Su M TuEW Th F Sa Su M Tu W Th F Sa Su M Tu % Th F Sa £
time-oriented information. 59 & 9 0 B 59 6 7 é@é W SR S4B a5 e
o114 15 16 17 18 12 20 o012 12 14 15 16 17 18 o9 1011 12 13 14 15
021 22 23 24 25 26 27 o019 20 21 22 23 24 25 916 17 18 19 20 21 22
ShOW Calendar behaves SomaNhat I - 028 29 Z0 o265 27 28 29 20 31 ggg 24 25 26 27 28 29
differently than the other View tools. 8:30
The others affect a Note's ordering 284
and display. Show Calendar altersthe LA
behavior of theView itself. 11:00 AM
11:30
12:00 FM
WebArranger calendars are general iEZE=
h 1:00 PFM % Visit the Intersnst
purpose. Any Note can be displayed 1:30
and manipulated in a calendar View, 2200 P N Heeting
as long as that Note has some date/ o
time-related information associated 200 PH 5 visit the tntesnat
. . 4:30
with it. =
7 4 work it off
1L 9:30
Many Note types, such asthe {Cez00pm

Appointment Note, contain explicit ===

date/time type fields for setting the
start and end of appointments.

All Notes contain the date Created system field. It can be used to see Notes on a calendar, based on the
date they were created. See Date Created Field on page 98.

The second calendar-related command in the Views menu, Calendar Settings, controls the display of the
calendar. Useit if you want to modify the default calendar settings.

Show Calendar displays acalendar header just below the View title bar. The calendar header is a powerful tool
to selectively display and manipulate date-oriented information.

Show Calendar also attempts to determine which date/time fields you want to base the calendar on, using
the following:

m  Show Calendar first checks the default Note type of the Topic. If the default Note type contains
two date/time fields, the calendar is automatically based on these fields.

m |f the default Note type contains more than two date/time fields, the calendar uses the first two
in the Note type'slist of fields.

m |f the default Note type doesn’t contain a date/time type field, Calendar Settings is automatically
chosen. A dialog lets you set the date/time fields on which to base the calendar.

You can apply Show Calendar to aView:
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m Create aView (using the New View command) and then select Show Calendar.
m  Choose Show Calendar while you're in a Topic. WebArranger automatically creates aView for
you. The calendar collects Appointment, Reminder, and To Do Notes that have dates in them.

When you select Show Calendar, the command name changes in the Views menu to Hide Calendar. Hide
Calendar hides the calendar header and changes the command name back again.

THE CALENDAR HEADER
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The calendar header selects which Notesto display in the View. Only those Notes display that contain
date-oriented fields matching the dates selected in the calendar header. The calendar header actsas a
date-oriented filter.

Calendar format drop-down list
" Next arrow
Month drop-down list
Collapse/Expand flag
Thu, May 2, 1996 @ 2:14 PM Web Schedule 129 Top Level Motes In Top
(Wl Calendar 5 Top Level Notes In Wie
april +[May [1526] [EyWerkday | June P)
Su M Tu W Th F Sa Su M Tu WATh F Sa Su M TuW Th F Sa
Weekhande | 12845 @ o =z 4 o 1
7 8 3 1011 1213 o5 & 7 8 3 1011 0z 34 5 6 7 3
) 014 15 16 17 18 19 20| 0121314 1416 1718 03 1011 12 13 14 15
Three-month display 021 22 2524 2526 27| 019 2021 2§ 23 2425 o016 17 1819 20 21 22
028 29 30 026 27 28 2§ 30 3 023 24 25 26 27 28 29
o 30
I
Previous armow Year drop-down list

Figure 10 The calendar header.

The calendar header has default values:

= Month drop-down list — set to the current month
= Year drop-down list — set to the current year
m  Current date— selected and is indicated by the frame around the date in the calendar header

COLLAPSE AND EXPAND THE CALENDAR HEADER

In the top right corner of the calendar header isasmall flag. Click =~ === e =
thisflag to collapse the calendar header to asingleline. rwz_ | [Buworksan ] +

Click it again to restore the full-size calendar header. A collapsed
calendar header is convenient when running WebA rranger on a small monitor, such as a PowerBook.

When the calendar header is collapsed you can't click to select individual dates, because the three-
month display isn't visible. However, you can still use the Month, Year, and Calendar Format drop-down
lists, and the Previous and Next arrows, to control the calendar View.

Viewing a Specific Date

A calendar header View for a specific date shows Notes' date/time fiel ds specified.
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To use the calendar header to see the Notes for a specific date:

m Click thedate in the calendar header to select it, when the calendar header is expanded;

= Or, choose the date from the drop-down list, when the calendar header is collapsed.
To change the date in the calendar header, click a different date or use the drop-down lists. TheView is
updated to display the Notes that appear on that date.

CALENDAR FORMAT
The Calendar Format drop-down list in the calendar header - ———— i

. . Calenday By day 5 Te
has these options: T T By workday [N
F Sa Su M Tu W '[ By week Tu
= By day — Displaysthe Notes that fall on a 25 2. .- iH Bymontn .
articular date, laid on atime bar that runs alon 37 a1a oozl be o . Ta
25 27 28 29 Dﬂg list z25
the left edge of the View area. ==0

m By workday — Same asBy day, except the time bar
isrestricted to show just the hours of the standard workday. You can set the time bar’'s
increments in the Calendar Settings dial og.

m By week — Displays Notes with dates that fall within the seven days of the selected week.
They arelaid out in seven day lists arranged in two columns in the Topic area.

= By month — Displays Notes that fall anywhere in the days of the selected month. They are
arranged in a standard monthly calendar layout in the Topic area.

m Day List — Displaysjust alist of daysand their Notes.

BY DAY

Thetime bar coversthe hours of the day in 1 hour, 30-minute, or 15- minute increments. Y ou can set the
increment in the Calendar Settings dialog. See Workday Times and Intervals on page 99.

Notes displayed in the By day format have a black duration line on the right edge of the time bar. If two
Notes overlap, the duration lineis striped to indicate the time conflict.

To use the By day calendar format:

Choose By day from the Calendar Formats drop-down list; or
m |If the caendar header is expanded, Click the three-month display to select aday;
= Or, click Days in the Calendar Settings to set the Summary Line for Notes.

BY WEEK

To use the By week calendar format:

1 Choose By week from the Calendar Formats drop-down list; or
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m If the calendar header is expanded, Click the week handle and

. ; B
choose aweek from the three-month display. 27 [
SuM Tu % Th F Sa
2 Double-click the white space under the existing Notes on aday to i3S ; g 136 141 152 1%
create aNote. ol4 15 16 17 12 12 20
. ‘ o _ opt 22 23 24 25 26 27
3 Click Week in Calendar Settings dialog to set the Summary Lines oz 29 20
for Notes. v

4 Double-click the header bar of the appropriate day to switch to aBy day View.
BY MONTH
To use the By month calendar format:
1 Choose By month from the Calendar Formats drop-down list;
m  Or, if the calendar header is expanded, Choose a month from the three-month display.
2 Click the month’s name, or click the Days of the Week label at the top of each month.
= Click Months in Calendar Settings to set the Summary Line for Notes.
m  Double-click the white space under the existing Notes on a day to create a Note.
m  Double-click the header bar of the appropriate day to switch to aBy day View.
To change the months displayed in the calendar header:
1 Select the By month calendar format.

2  Click the Previous or Next arrow to shift the set of months visible in the calendar header by
one month;

m  Or, select the desired month and year from the Month and Year drop-down lists.
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CALENDAR SETTINGS

Calendar Settings controls the display of the
calendar. Useit if you want to modify the
default Calendar Settings.

Calendar Settings is enabled when you arein
acalendar View.

TOP SECTION

The top section of the Calendar Settings
dialog contains two controls.

DEFAULT DATE RANGE

The On entry drop-down list controls the default date range. Choose
an option in the drop-down list to select what you see when you
display acalendar. Last Shown shows the calendar as it was | ft.

CALENDAR HEADER

The with calendar header drop-down list controls whether the

calendar header displays.

m  Select Open to display the calendar header when you

open the calendar.

Calendar Settings

0n entry, display [This Week | with calendar header:

Setup |To Do | notes on this calendar as follows:

* [ Carry forward until |Completed field is checked.

* Set note summary line for: [ Days... | [ Weeks... | [ Months... |

Workday is from: © 200 AM  to & 2:00 PM

Show Day and Workday in: |30 Minute w | intervals.

Default note type for:

Timed Events: 33

Untimed Events: 3 [To Do 7

[ Cancel ][[ oK ]]

Last Shown

Yesterday
Today
Tomorrow
Last Week
This Week
Next Week
Last Month

On entry, display

Setup (Appointmg

Next Month

oo

abaduls 190 Ton |

u

* Start at [Begin - field,

This Month jtes

Open
Calen{ Closed

m  Select Close to not display the calendar header when you

open the calendar.

= Select Last Shown to leave the calendar header as it was | eft.

MIDDLE SECTION

The middle section of the Calendar Settings dialog controls the behavior

of Notes.

SELECT NOTE

Select the Note type from the Setup drop-down list. This Note typeis
affected by the other options in the middle section.

WebArranger

Z| with calendar header: m

Memo
URL
Heading
File

To Do

Setup Appointment

Reminder B

» sta |IMPI Preferences [
People B
Picture L
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START/END FIELDS
Use the Start at and End at fields to determine when a _ .

Noteis displayed. e
* [ Carry forward until |: [ Alarm on

Appointment and To Do Notes use the Begin and Pl Tdi] (AL
End fields to specify what date they appear on @ Next Time to Disit
the calendar. Workday is from: © 7:00 { @ Last Retrieved

. A Meut Retrieval

. . . . . Show Day and Workday in: [ @ Date Web Page Changed

The Start at fleld IS reqw red. The Eﬂd at fldd 1S Default note type for: [ Last Download Attempted
not required. Timed Events: {[[f_@ Date created

The calendar automatically collects Appointment, Reminder, and To Do Notes with dates in the Begin
field. To collect other Notes automatically, use Topic Settings in the Topics menu.

To Do Notesare automatically collected by the To Do and Schedule Topics. However, only To Do Notes
with adate in the Begin field display on the calendar.

Date Created Field
Some standard Notes, such as the Memo Note, don’t contain date/time fields. However, all Notes

contain two date/time system fields: the date Created and date Last Modified fields.

When you base a calendar on the date Created field, you can quickly browse through a Topic’s Notes

in the order in which you created them. However, you can't “reschedule’ aNote. System fields can’t be
edited. All system fields are automatically managed by WebArranger and reflect the history of each
particular Note.

To create a calendar that displays Notes based on the date Created field:

1 Createacalendar.

2 Choose Calendar Settings in the Views menu.

3 Select the date Created field in the Start at drop-down list.

4 Click OK.

You can also use date Created to detect patterns or to see when something occurred.

You can’t base a calendar on the date Last Modified field.

CARRY FORWARD NOTES

You'vegot alist of To Do Notes on one day. Somewill get done, otherswon’t. Y ou want the unfinished

Notes to carry forward to the next day, and continue until they get done.

WebArranger supports Notes that carry forward in the calendar’s untimed event area. See Untimed and
Timed Events on page 100.
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Select the Carry forward until checkbox and select afield in the drop-down list. WebArranger will continue
to put the Note on your calendar until that field in the Note has been checked.

For example: The To Do Note has a Completed checkbox field. To Do Notes carry forward, starting on
the date they appear and continuing until the Completed field is checked.

The Note type you selected in the Setup drop-down list must contain a checkbox field. If not, add one.
The To Do Note is the default carry forward Note type. However, any Note can be set up to carry
forward. Checkbox fields behave just like any other field when you add them to a Note.

See Checkbox Field on page 66.

To use Notes that carry forward:

1 PlaceaNotethat isset up to carry forward in the untimed event area of the current day or any
future day.

2 At midnight on that day, the Note carries forward to the next day.

If you create a Notein the past, WebArranger immediately carriesit forward to the current day, not
waiting for midnight.

SUMMARY LINES

Each calendar format provides a
different amount of space to display
Notes. For example: Notesin the By
month format are given less space than Notes in the By day format.

* Set note summary line for: [ Days... | [ Weeks... | [ Montns... | H

The Summary Line buttons control the Note's Summary Line in the three calendar formats. Use these
buttons to set an appropriate Summary Line for each type of Note in each calendar format. These
settings override the default Summary Line for the Note type.

WORKDAY TIMESAND INTERVALS
You can customize the hours displayed on your calendar.

® [ Carry forward u field is

* Set note summ eeks...

Waorkday is from:

Show Day and Wo intery
Default note type

Timed Eve

Untimed Eve| @
The Show Day and Workday in drop-down list lets you
select time intervals. Workday is from: O 7:00 0 2:00 PM
15 Minute
Show Day and Workday in: | 30 Minute intervals.
60 Minute
Default note tuoe for:
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UNTIMED AND TIMED EVENTS

A calendar’ suntimed event area is at the bottom of the window. Here you can manage information with no
specified time. For example: You use the untimed event areato store To Do Notes that contain tasks to
accomplish during the day. See Carry Forward Notes on page 98.

Default Note types are generated whenever you use calendar shortcuts to create Notes. In the Web
Schedule, the To Do Noteis the default for timed and untimed events. In the Organizer Template's
Schedule Topic, the Appointment Note is the default timed event. The default for untimed eventsisthe
Memo Note. See Calendar Shortcuts on page 100.

Y ou can change the default Note typeswith the drop-down lists. Y our default Note selection only affects
Notes created when you double-click or Option-double-click in the calendar. You can always drag any
type of Note into the timed or untimed event areas.

Both timed and untimed events appear in By week and By month views. Timed events are listed before
untimed events.

Calendar Shortcuts
These are shortcuts to create Notes:

= Option-double-click on aday to create a default timed event.
m  Option-double-click in the untimed event area to create a default untimed event.

If aday on the calendar By month View isfull:
m %-click on the day number to create atimed event.
m  Option-gg-click on the day number to create an untimed event.

To reschedule an untimed event, drag it to the desired date in any calendar view, or drag it to any day in
the three-month display.

ATTACHING VIEWS

100

Views for standard Topics are the most common kinds of Views. The Contents lists other places you
might want to attach Views: the Document Folder, other Folders, Topics, and the Trash.

Views of larger sets of information, like Folders, makes it easier to find stuff, or to summarize
information that you normally organize as separate Topics.
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Thefirst item in the Contents list always shows

L Contents =1
the name of the open Document. Thisis T working -~_[o
called the Document Folder. Jump Start T~ This Folder shows the

:ZJ/ READ NI name of the Document
. . . . Top Ten FAQs Lizt
The Contents list also includes individual 201 Picks] 5]
Topics, which you create and delete with the "';“'l’::‘_‘:gg
commands in the Topics menu. You can People A
rearrange and rename anything in i Web Schedule 5]
th C nt ﬂt || t ) Uzer Defined #1
€ LONtENts Iist. lﬁ User Defined %2
3 Internet
Thelast item in the Contents list is the Trash. e .
The Trash is like the standard trash can in the (D URL Agent
Macintosh Finder. Changed eb Pages
=y W Faat Steps
I alid URL=
LD FTP Datwnlasd Agent
g Suzeessful FTP Downlaads
“j ‘Webwhacker
ﬁ Trash

ATTACH AVIEW TO THE DOCUMENT FOLDER

The Document Folder itself ¥ wor king | @’g

Thu, May 2, 1996 @ 2 24 FM working =

doesn’t contain any Notes. All Jump Start
(mBim] Doe Folder Wiew

the Document’s Notes are in the 1E READ NN
Topicsin the Contents list. The

Document Folder represents all information in the WebArranger Document. The right side of the View
title bar displays the number of Foldersin the Document, instead of the number of Notesin theView.

Once you've selected the Document Folder, you can create aView by choosing New View in the Views
menu. See New View on page 73.

When you create a View associated with the Document Folder, WebArranger buildsalist of all Notesin
your Document. It may be avery large list. You can use the View tools to customize thisView of all
information in your entire Document. See The View Tools on page 77.

ATTACH AVIEW TO A FOLDER

Views are attached to Topic Foldersjust asthey’ re attached to the Document Folder — select aFolder in
the Contents and choose New View from the Views menu. Folder Views provide a summary of related
information organized as multiple Topics within a Folder.

For example: You have a People Folder with separate friends, family, and business Topics. Creating a
View of the Folder lets you search all your contact lists at once. Since there are no Notes in the Folder
itself, the Folder represents all information from the Topicsin the Folder. So, the right side of the View
title bar doesn’t display the number of Notesin the View. It shows the number of Topicsin the Folder.
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ATTACH AVIEW TO THE TRASH

The Trash functions more like a regular Topic than the Document Folder or a Topic
select the Trash in the Contents, it displays the Notes in the Trash. The right side of

Folder. When you
the Topic title bar

shows how many Notes are in the Trash. Thisisthe number of Notes you' ve dragged to the Trash since
the last time you chose Empty Trash in the Edit menu. You can create Views of the Trash.

VIEWS WITH MULTIPLE WINDOWS

The New Window command in the Windows menu displays information from one
Document in multiple windows. Displaying Views in multiple windows works
the same as displaying Topics in multiple windows, since aView isjust another

Show lcon Bar
Hide Contents/Shelf

way of looking at the information in a Topic. You can select aTopic or aView
in any window, and the corresponding information displays in the Topic area of

New Window...
Hide Window

the window.

~working

Hide the Contents list, Shelf, and Icon Bar to use the entire Document window areato display information.
Thislets you create smaller windows, and fit more windows on your screen. Since you can drag Notes

between windows, multiple windows are often very convenient.

Hot Tips
Contents [S][™]
U] ks [
Galatic Info
?? UFOs

Hot Tips:window 1

(M Peopla URLS 2 Top Lewvel Notes In Wiew
Q W The Capt. James T. Kirk Sing-a-long ... hitpihwewa. .. i
Q B Ask Dr. Science hipagora rdrop commi~jirkalextidr. .

Hot Tips:y

@ I The Astronorny Cafe bt a2

Hot Tips:window 2 |

Q W hubble hifp:ihwae.odyssey comaulinfosp helastroln. .. [
@ W The Northern Lights Planetarium hitp e wit.notn. .

Hot Tips:window 3 =——1I5 ]

[~ SciFi
@ W Sci-Fi Channel's Home Page b scificom |
@ B The -Files hitp e rubgers eduls-fileshiml
@ B The Lurker's Guide to Babylon 5 hp e hivp. ..
@ W UPH 44 Universe hp:fveanw upnds.com

]

@] B2 |
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= To hide the Contents list and Shelf, choose Hide Contents/Shelf in the Windows menu.
= To hide the Icon Bar, choose Hide Icon Bar in the Windows menu.

To display these items again, select Show Contents/Shelf and Show Icon Bar. See The Icon Bar on page 117.

NAVIGATE TOPICS WITH THE CONTENTS HIDDEN

When the Contents list and Shelf are hidden, you can still select different Topics and Views with
Go To in the Topics menu. You can also use the View list drop-down list in the Topic title bar.
See Go To on page 75.

WORKING WITH NOTES IN VIEWS

Working with Notesin Viewsis amost identical to working with Notesin Topics. You select Notes
and text, open and close Summary Lines, expand and collapse Sub-Notes, and edit the information in
aNote's fields in the same manner. However, dragging, creating, and deleting Notes can have dightly
different effects. See Calendar View on page 105.

MOVE NOTES

When you drag a Note to rearrange it in aView, you may move it further than you think.

= When you drag a Note up one position in a Topic, the Note moves to the new position.

»  Whenyou drag aNote up one position in aView, the Note moves one position in the View, but
it may move many positionsin the Topic. Thefilter setting for the View may hide Notesthat are
visiblein the Topic.

= Notesin aView move in the Topic to the same position relative to the Note above them. When
aNote ismoved, it always follows the same Note in both the View and the Topic.
DRAG NOTES

Dragging Notesin asorted View also hasadightly different effect: ThemoveismimickedintheView's
Topic, and the Note is moved to follow the same Note in both Topic and View.

However, the next time you choose the View, Notes from the Topic are automatically re-sorted if Update

View on Entry is chosen. The dragging is undone. Conversely, the result of the move in the Topic remains
in effect.

CREATE NOTES

When you create a Note in aView, the Noteis actually created in the Topic and displayed in the View.
When you switch back to the Topic, the newly created Note is right where you expect it to be.
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Thisworks fine for standard Topics, but works differently in the Document Folders and Topic Folders.
They don’t contain Notes. When you create a Note in aView of a Document or Topic Folder,
WebArranger storesthe Notein thefirst Topicin the Contents list with a default Note type which matches
the Note type you created.

For example: You create a People Note. It is placed in the first Topic in the Contents containing a
People Note.

If no Topic has adefault Note type that matches the Note type you created, WebArranger storesthe Note
in thefirst Topic in the View’s Document or Topic Folder. See Set a Topic's Default Note Type on
page 45.

DELETE NOTES

Deleting Notesin Views also behaves dlightly different from deleting Notesin Topics.

m  When the View is associated with a standard Topic, deleting a Note in the View deletes the
Note from the Topic.

m  When the View is attached to a Document or Topic Folder, deleting aNotein the View
deletes the Note from the Topic where it actually appears. Document and Topic Folders
don’t contain Notes.

DELETE A NOTE WITH MULTIPLE APPEARANCES
A Note displayed in aView may have multiple appearances in the View’'s Topic.
For example: A Note may bein two Topics in the same Folder. When you create a View of the Folder,
the Note appears only once in the View. When you delete the Note from the View, the Note is deleted
from all Topicsin that Folder.
You can delete a Note from all Topicsin your Document by choosing Destroy Note in the Edit menu.
When you delete a Note from aView, and the View's filter specifies Notes and Sub-Notes, the

Note is removed from the View's Topic and from any Notesin that Topic. Thisisthe same as
choosing Destroy Note.
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CALENDAR VIEW

Notes di Spl ayed in acalendar View use little Thu, May 2, 1996 @ 2:27 P Web Schedule =] 123 Tap Level Nates In Topic
O i Calendar 5 Top Level Motes In Yiew
real estate. april [y ] [5%¢] [Bawesk |+ June e
SuMTu™ Th F Sa Su M Tu W Th F Sa SuMTuw Th F Sa
. . . 37;3561411521% ;6 7 22 34567;
When you click the Summary Line the Noteis SN DI hS  alo i B oA i 171813 o) 2
. , nZB o26 27 28 29 30 Sgg 24 25 26 27 28 29
selected, but it doesn’t open. e Tzt s
& Meeting
Double-click anywhere on the Note's p ottt
. . - . 8 5:00PM work it off
Summary Line to edit Note fields while you're
. . SE==—— Web Schedule:Calendar
in acalendar View. 0 b warkitaf E
e Summar y: work itoff —
This moves the Note into a hoisted Note, where e ‘;‘
youcan ed|F thefields. A Notein an open window L T
is caled hoisted Note. Comments:  Femerrier that party?
Begin: D@ Thu, May 2, 1996 @ 5:00
When you're done, click the close box of the v il bbb R o
. . . & [2]=
window. Thisis the same behavior as when you
double-click aNote icon anywhere else. Sunday Fsy S

CREATE NOTES

To create a Note for a particular day and time:

1
2
3

Choose By day in the Calendar Format drop-down list.
Select the date in the calendar header.

Click the time bar to select the start time. Drag downward. Release the mouse button when you
reach the ending time.

The Noteisdisplayed inits own window. WebArranger automatically fillsin the Note' s appropriate
date/time fields with the date and time values chosen, and it is added to the Topic.

Fill in therest of the Note's fields and click the window’s close box.
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CHANGE DATE/TIME FIELDS

MOVE NOTES BETWEEN DATES

There are a number of waysto drag a Note to a different date:

Calendar Status Action

Calendar header is expanded and the Drag Notes directly to the desired date in the calendar
new date is visible header. While you are dragging the Note, the dates in the
calendar header are highlighted as you pass. Release the
mouse button when over the desired date.

Calendar header is expanded and By Drag Notes directly from any day to any other day of the
week calendar format selected week, or to the dates in the calendar header.

Calendar header is expanded and By Drag Notes directly from any day to any other day of the
month calendar format selected month, or to the dates in the calendar header.

Calendar header is expanded in Day List Drag Notes directly from any day to any other day
calendar format displayed in the list, or to the dates in the calendar header.

Table 17 Moving Notes between dates

CHANGE THE DATE

m  Double-click the Noteto moveitinto its own window. Edit the appropriate date/time fieldsand
close the window. The Note automatically moves to the new date and time that you set. Make
sure you change both the start and end date/time fields.

s (ut and Paste in the Edit menu.

CHANGE START TIME AND DURATION

106

To change the start time of aNote:
1 Sdlect the appropriate day in the calendar header and select the By day calendar format.
2  Find the Note you want to change.

3 Click and drag the Note to the new start time.

To change the duration of a Note in a Calendar View:

1 Sdlect the appropriate day in the calendar header and select the By day calendar format.
2 Find the Note you want to change.

3 Click the bottom of the Note's black duration line and drag it to the new end time.

You can also double-click a Note to move it into its own window. Then edit the start and end date/time
fields. Type the new information or use the field's pop-up date and time menus.
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REPEATING EVENTS

Suppose you want Notes to appear every Tuesday, once a month, or once a year. You can use the
Repeating Event button in any date/time field to make aNote appear multiple timesin the calendar. Any
Note that contains a date/time field can become a Repeating Event in the calendar. An example of a
date/time field is the Begin field in the Appointment Note.

INSERT REPEATING EVENT

To insert a Repeating Event: Begin: P 5@
1 Drag aNotewith adate/time field onto your calendar. The Note opensin
awindow.

2  Click the Repeating Event button in the field that controls the starting date
and time to display the Repeating Event dialog.

REPEATING EVENT DIALOG
The Repeating Event dialog sets the start and end dates, the start [ E=———=repeating roent
and end times, and the repetition pattern for Repeating Events.

Repeating Event

1 Sdectinthe Start Date drop-down list to set adateif it is TN ERITROTERELT]

i Times: O 5:00 PM  to: O 6:30 PM
different from where you put the Note. )
Repeat: @

2 Selectinthe Times drop-down list to set the start and end Cevery [T
timesif the event takes place during atime period. 3 P B P ETTS
3 Select the repeat frequency in the Repeat settings. C reeks.

Select an end date or a number of repetitions for the event
in the End settings.

5 Click OK. Each occurrence of this event displays on your calendar.

When a Repeating Event is set, no value appears in the Note's end field. All information about the
Repeating Event displaysin the start field.

To make an untimed event that repeats, create it first as atimed event. Then drag it to the untimed
section of the day calendar view.
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TURN OFF A REPEATING EVENT
To stop a Repeating Event:

1 Double-click the Note that contains the Repeating Event.

2 Click the Repeating Events button.
3 Click Non Repeating.

DRAG TO CHANGE REPEATING EVENTS

You can drag Repeating Events between days to change the day they start or occur. If you drag a
Repeating Event to another time within a day, a Change Repeating Event dialog displays.

= Click Just this Event to change the event for just one occurrence.
m  Click All Future Events to change the event for this and future occurrence.
m  Click All Occurrences to change the event for every occurrence.

m  Click OK to approve the change.

You can bypass the Repeating Events dialog by changing preferences in the Document Preferences dial og.

See Document Preferences on page 108.

DELETE REPEATING EVENTS

Select a Repeating Event and press Delete to display the Delete Event dialog.

m  Click Just this Event to delete just this one occurrence of the event.
= Click All Future Events to delete this and future occurrence.
= Click All Occurrences to delete all occurrences of the event.

DOCUMENT PREFERENCES

Document Preferences set default behavior when you drag
or delete a Repeating Event. To set default behavior:

1 Select Document Preferences in Preferences in the
File menu.

2  Select default behavior for Repeating Eventsin the
two drop-down lists.

The When | drag an event drop-down options that
apply when you drag within a day:

m  ChangeAll Events— Whenever you drag one
Repeating Event, all occurrences of the
event change.

108

Preferences

Document

[1Fast Saves

[ Auto-save every minutes

Backup as |THIL file ||[uery Day | [Folder... ]

Repeating Event behavior:

When | drag an event: |Shou.l Dialog |
|

When | delete an event: |Shou.l Dialog

Password: Add... Remove... oK
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Change This Event — Whenever you drag one Repeating Event, just that occurrence of the
event changes.

Change Future Events — Whenever you drag a Repeating Event, that event and all
occurrences following it change.

Show Dialog — When you drag a Repeating Event, a dial og lets you choose behavior for that
event. Show Dialog is the default value.

The When | delete an event drop-down lists these options:

Delete All Events — Whenever you delete one Repeating Event, al occurrences of the event
are deleted.

Delete This Event — Whenever you delete one Repeating Event, only that occurrence of the
event is deleted.

Delete Future Events — Whenever you delete one Repeating Event, that event and all
occurrences following it are deleted.

Show Dialog — Whenever you delete one Repeating Event, a dialog lets you choose behavior
for that event. Show Dialog is the default value.

If you drag a Repeating Event from one day to another, the Begin field changes to Repeats irregularly and
no dialog displays.

See Document on page 12.

WebArranger
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CHAPTER 6: TOOLS
The Tools menu isinstalled when you launch WebArranger 2.0. If you are upgrading W

from WebArranger 1.0, this menu is updated.

INSTALL INTERNET PLUG-IN

Install Internet Plug-in

This command is enabled if you are gpgradi ng and have a defined — e

Home Document. For more information, see Home Document on Clean Up “Changed Web Pages” Toni';
Agents

page 13. start WWIW Foot Steps
Import/Export 4
Internet Apps »

Otherwise, the Internet Plug-in is installed along with the rest of
WebArranger 2.0, and this command is disabled.

LAUNCH URL
This command takes you right to the Internet!
1 SelectaURL Note. It isboxed when it is selected.
2  Select Launch URL;
m  Or, pressE-R.

TIP: You can also use %-R when your cursor isjust in the URL field ... the Note doesn't have to
A4 be selected.
HoT

TI1P: %-R workswith other Internet applicationswhen you set it up in Internet Config. For example: For
NewsWatcher, set up Internet Config for news format — news:addres ... such as news.alt.adoption.

INTERNET PLUG-IN MENU OPTIONS
CLEAN UP “CHANGED WEB PAGES” TOPIC

Every now and then, select this command. The Changed Web Pages Topic is the repository for URL
Agent missions.

AGENTS
The sub-menu lists WebArranger's fge Start URL Agent
Agents that dO O much to he|p yOU Start W' Foot Steps Start URL Dalidator Agent
. . Import/Export p| Start FTP Download Agent
manage information from the Internet. Internet Apps S
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START URL AGENT

112

The URL Agent monitors http URL s for changes, and lets you know when aWeb pages has changed. Y ou
don’t have to go there manually “just to see if anything has changed”. The default note typeis URL.

To use URL Agent:
1 Put your favorite URL Notesin the URL Agent Topic.

s TomoveaURL Noteinto this Topic, drag it.
= Tocopy aURL Note, press the Option key while you drag it.
m  Tocreatea URL Note, click it in the Shelf and complete the fields.

Select Start URL Agent, and the URL s are watched. The tool’s name changes to Stop URL Agent.
URL Agent puts copies of the URLs of changed sitesin the Topic, Changed Web Pages.
To end URL Agent activity, select Stop URL Agent.

SET THE FREQUENCY

To set the frequency for the checks by URL Agent:
1  Select Preferences in the File menu. IEI bl Al ki
. URL Agent operates at most
2 Choose Internet Plug—ln. once euerglil
3 Set thefrequency in the dlalog FTP Download Agent operates at most
once every[1_|
4 Select the checkbox if you want adialog to alert you [Use dialog when 1 eh pags CaRges
when a change has been detected.
[ Cancel ][[ 0K ]]
URL Agent begins checking the URLs when you select Start

URL Agent. It continues checking at the frequency you set, and
stays on between WebArranger launches. However, URL Agent is active only while the
WebArranger application is running.

O Note: URL Agent looks at the last modified field in aWeb page’s http header. If thisfield is not
present, URL Agent can not work as described. The affected URLs are put in the Changed Web Pages
Topic with an error field attached. It may be hel pful for you to contact the WebMaster at asite which
does not use thisfield, if you want its URL checked by URL Agent.

CHANGED WEB PAGES
Open the Changed Web Pages Topic to display the list of URLS copied there by URL Agent.

Select aURL and select Launch URL to go to the URL’s Web page. Or, press#-R. You aretherejust by a
couple of clicks!
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When URL Agent first placesa URL into this Topic, the Note looks like the example below. The Next Time
to Visit field is set by you, and used by the Web Schedule calendar to track URLs and To Do Notes. You
can attach an Alarm here. Thisfield is not used by URL Agent. URL Agent visits are set by the frequency
you specify in Preferences.

When URL Agent first places a URL into this

TOpiC the note looks like this @ B COF Soffware Home Page  hifpsvww cesoffcom

URL - httpoffumen cesoft.comi

Comment: =E Software Home Page

TIP: The URL Agent requires the Last Visited Last Wisited: P (G T May 30, 1996 @ 1115 4M
4 field must be on or after the Last Agent Action ™ LRt oy UL L
! field. Last Visited shows the last time you were
at that Web site via3g-R. When you do not visit the Web page, thisfield is not updated. URL Agent will
not check it again for you until the Last Visited dateis on or after the date it last checked.

When the URL has been processed by
URL Agent, the Note contains the Last Agent

@ W CF Sofiware Home Page  hfpsvww cesof oo

. . . . - httpe K ft. i
Action field. Thisfield showsthelast date and cﬂmml:':; CEPSU;::L?:;::;E
time URL Agent checked the Web page. The Last Wisited: P E1() Thu, Jun 6, 1995 @ 1115 AM
other field added tells you when the Web Hext Time to Wisit: @ @ Thu, Jun 13, 1996 @ 11:15 40
page changed. Last Agent Action: @ E(@ Thu, Junt, 1996 @ 11:15 A

Date Web Fage Changed: P 33 st Jun 1, 1996 @ 10003 P

When you select the checkbox in Step 4, this

dlaIOg tellsyou when aChange has been noticed. The URL Agent has detected a changed Web page.
Browse the page now?

START URL VALIDATOR AGENT

Have you ever used a URL, only to discover it no longer works? WebArranger’'s URL Validator Agent gets
that information for you.

The Vaidator checks http URLs in your History Topic, and putsinvalid onesin a special Topic. The
Validator also attaches an Error Description field to each invalid URL, so you'll know if it is no longer
active or if it has changed.

The History Topic auto-gathers all URL Notesin your Document. For more information, see Auto-Gather
Notes into a Topic on page 46.

To use the Validator:
1 Select Start URL Validator Agent to begin the checking.

2 TheAgent putsinvalid URLsin the Invalid URL Topic. The Validator attaches an Error Description field
to each invalid URL.
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3 WhenaURL hasmoved, it even putsthe active addressin the URL field. And afield called Outdated
URLs is added to the Note. Thisfield contains the old address.

4 When al URLS have been checked, the URL Validator turns off automatically.

FTP DOWNLOAD AGENT

The FTP Download Agent can save the time spent waiting for an Anarchie FTP site to be available for
downloading. It attempts to download files from the specified ftp URLs for you.

To use FTP Download Agent:
1 Putaftp URL Notein the Topic, FTP Download Agent.

2 TheAgent puts the downloaded file's URLs in the Topic, Successful FTP Downloads. Each file you
want downloaded must have its own URL.

SET THE FREQUENCY
To set the frequency download attempts by FTP

Download Agent: @ Internet Plug-in Preferences
1 Select Preferences in the File menu. URL Agent operates at most
once every [

Choose Internet Plug-in.

2

FTP Download Agent operates at most
3 Setthefrequency in the dialog. once every[1 |
|

Note: FTP stands for File Transfer Protocol. Thisisa [JUse dialog when Web page changes

common way of moving files between two Internet ((cancel [ ok ||
sites. It's a special method to login to another Internet
site to get and/or send files. There are many Internet

siteswhich have established publicly accessiblefiles of material that can be downloaded using FTP.

START WWW FOOT STEPS
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WWW Foot Steps logs your trail asyou surf with any Web browser that supports the WWW Apple Event®
Suite. Later you can follow these URL s to revisit a page. This can be very handy during research.

WWW Foot Steps captures the Netscape Navigator history while you are using the browser.
For example: Y ou and your best buddy, Mona, are looking around on Flag Day. Y oumakeaTopic called
Flag Day and save the Foot Stepslog in it. This preserves your tracks, and when Monais going nuts

trying to remember where she saw that address for hybrid Kansan coffee beans, she owes you big time.
To create a Topic, use the commands in the Topics menu.
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To use WWW Foot Steps:

1 Select Stat WWW Foot Steps. This activates the URL path capture. It takes you right to your browser.
The tool name changes to Stop WWW Foot Steps.

2 To deactivate the capture, select Stop WWW Foot Steps.

IMPORT/EXPORT

Thistool imports and exports the
bookmarks you've made during your
Internet excursions.

To import bookmarks:

Import Netscape Bookmarks
Import Netscape History

Import Anarchie Bookmarks...

Import/Export 4

Edport Netscape Bookmarks
Edport Anarchie Bookmarks...

1 Select Import Netscape Bookmarks or Import Anarchie Bookmarks in the Import/Export menu.

2 When your bookmarks display, click the Bookmarks drop-down list. Thislist is available on the
Topic header bar or beside the Topic name.

3 Select the View in the drop-down list. Add and work with URL Notes here asin any Topic.

Now you can manipulate and categorize your bookmarks the way
you want them to be. Thisis very useful if you have alarge number

of bookmarks.

TIP: When you import bookmarks, the bookmark Notes in your
A current bookmarks Topic are replaced. To avoid losing these Notes,
! create another Topic and move your existing bookmarks to it before you import.

Erankniark=

Scheduled visits
URLs and Headers

FTPs
HTTPs
MAILTODs

To export bookmarks, select Export Netscape Bookmarks or Export Anarchie Bookmarks.

O Note: You must beinthe FTPs View to export Anarchie bookmarks.

INTERNET APPS

This submenu lists Internet applications types. ernet App

Click oneto launchiit. It launcheswhen it is

configured with Internet Config.

Internet Config and WebWhacker areinstalled with

WebArranger.

WebArranger

Open “Internet Config”
Open “WeblW'hacker”

Web Browser

FTP Client

Mail Client

News Watcher Client
Telnet Client

Gopher Client
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OPEN“INTERNET CONFIG”
See Internet Config on page 6.

OPEN “WEBWHACKER”
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WebWhacker is agreat tool to use with WebArranger. WebWhacker
captures information, so you can store it to peruse later while off-line.

If did not to install WebWhacker when you installed WebArranger,

re-run the WebArranger installation.

YOU NEED TO KNOW
m  WebWhacker replaces the whacked URL's prefix of HT TP:// with the prefix of FILE:.

m  In order to have WebArranger launch this type of URL, establish the FIL E: prefix within
Internet Config and associate your browser helper application to it.

= To start using WebWhacker, you must know the site you want to whack.

For example: To whack the CE Software Home Page, select the line below and copy it to the

Clipboard. Then launch WebWhacker.

http://www.cesoft.com

To use WebWhacker:

1

Select Open WebWhacker. Y ou can also create a
filereferenceto it with the File Note. SeeFile
Note on page 20.

Select New Group to create one. For example:
Name the group EXAMPLE.WWD

Select New URL in the Add menu.

Welcome!

Web¥Whacker 1.0.2

Copyright (&) 1995 The FercFront Group, Inc.

| oo
o oo orown)

Paste the URL, and click OK. E=

http - F Fwww _ffg coms
(713) 961-1101
File Edit Options
Grab URL
New URL... L
Associated Links...
=———— whacked stuffwvwd =———————[5
| ra Whack”%set URLl #2% Links || 55 Infa |
Labe1 Origin

D whats Coel?

Select Whack on the tool bar.

http:/ Fhome netseape corn A honne Sawehal

| & wmm”%set l.lRL”gg Links ||® Infe |
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6 When theinformation is whacked, your browser is launched.
Y riraM BE @ 2

0 Note: The URL fieldisreferencingaFILE:// URL. You can use
Grabber to capture that URL and add it to WebArranger. Just select the URL and use the hot key
seguence to grab.

See WebWhacker's extensive on-line Help for more information.

o TIP: WebWhacker replaces the whacked URL's prefix of http:// with the prefix file://. So that
ﬁxi:fr WebArranger can launch thistype of URL, establish thefile:// prefix in Internet Config. Associate your
) browser helper application to it. Then, create ahelper in Internet Config called file and point it to your

Web browser. Now you can whack a page, and launch it with 3-R.

THE ICON BAR

You can shortcut to many of WebArranger’s features with the buttons on the

Show lcon Bar

Icon Bar.
Hide Contents/Shelf
Select Show Icon Bar in the Windows menu. New Window...
Hide Window
+ working

NewNote  AddField RemoveField NewView FiterView  SortView ShowTabe
h [::. h:::

L) | 4l
> |PE P || AMNE B e TS| | A

1 I

Note Catalog ~ Field Catalog Find  NextAppearance Gather

!,..Ill
=

!..,Il

Figure 11 The Icon Bar provides shortcuts to WebArranger features.
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KEYBOARD SHORTCUTS

118

Shortcut ‘ What it does Shortcut What it does
3-A Select all Notes in a Topic or %-T Plain text
View

3-B Bold text 3-U Underline text

#-C Copy x®-W Close Document if front window is
a Document window; if front win-
dow is a catalog, close the catalog

3-D Duplicate Note... 3#-X Cut

#-E Set Alarm x®-Y Time/date stamp (same as to click
the time display in topic header
bar)

¥-F Find... ¥-Z Undo/Redo

#-G Find Next #-Return New Note; no dialog displayed;
Topic’s default Note type

-1 Italic Tab Move to next field in current Note
or dialog

3-J GoTo... Shift Move to previous field in current
Note or dialog

#-K Destroy Note; warning dialog 3 Expand Note

displayed

#-L Next Appearance - - Filter...

%8-M Gather (query by example) - Collapse Note

#-N New Note; dialog displayed 3®-= Update now (View)

3#-0 Open... 38-? Help

¥-P Print 3-[ Close Note

#-Q Quit | Open Note

#R Launch URL 8- Cancel a dialog; force quit
some operations

3-S Save

Table 18 WebArranger hot keys
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FUNCTION KEYS

Key
Home/End

Use |
Scroll to beginning or end of list

Page Up/Page Down

Scroll up or down by one screen

Forward Delete

Delete selected text, or character after the insertion point

Command-Arrow keys

Up and Down moves the selected notes up and down.
Left and Right promotes/demotes the selected notes, if possible.

Control Up and down act as Page Up and Page Down

Control-Shift Up and Down act as Home and End

Shift-Click Multiple select

Option Up and Down select the next or previous text field (contents) or

summary line. Left and right move by words.

3-Backspace

Destroy Note

3-Option-Backspace

Destroy Note; no dialog

3-Clear Destroy Note

3-Enter Same behavior as Return Key

F1 Undo

F2 Cut

F3 Copy

F4 Paste

Help Opens the Help Document (same as the Help command in the
Apple menu)

Escape Cancels a dialog

Table 19 Function keys

WebArranger
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FILE FORMATS

‘ File format What it does

Text, one 1 per note Links together the contents of all fields in a Note, then inserts
a paragraph return. If you have paragraph returns within the
contents of your fields (like in a paragraph of text or a multi-line
address), they appear as well.

Text, one | per field Exports the contents of each field onto its own line in the
text file.
Text, one 1 per field (UNIX®) Exports the contents of each field onto its own line, but also

limits the number of characters on a line to 80. This is for
compatibility with computers that run or communicate with the
UNIX operating system.

Text, named fields Exports one field per line, but precedes the contents of each
field with the name of the field, a colon, and a space. It also
adds a blank line between notes. This format is useful if you
want to use the information in a WebArranger Topic or View on
a computer that only supports simple text editing. The field
names make it easy to see the structure of your information.

Text, named fields (UNIX) Same as “Text, named fields” except that lines are trimmed to
80 characters for compatibility with computers running UNIX.

TAIL WebArranger’s special information language format. Use TAIL
to send Topics and Views to other WebArranger users, so they
can bring the information into another WebArranger Document
using the Import or File Merge commands.

Tab Delimited A common file format. The contents of fields within a Note are
separated by tabs, while the Notes themselves are separated
by returns. When you choose Tab Delimited, only the top level
Notes are exported.

Comma Delimited A common file format. The contents of fields within a Note are
separated by commas, while the Notes themselves are
separated by returns. When you choose Comma Delimited,
only the top level Notes are exported.

Mail Merge A structured file format designed to help you create lists of
information to use with the mail merge feature of a word
processing program. The Mail Merge format is more
sophisticated than the Tab and Comma Delimited formats,
because it exports not just the contents of fields but the names
of the fields as well. This allows word processing programs to
ask you questions about the mail merge procedure using the
actual names of the fields from your WebArranger Document.
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‘ File format
Arrange File

What it does

The standard file format for WebArranger. Saving a copy of
your file in this format is the same as duplicating the file in the
Finder. Re-opening a file saved in this format results in a
Document that is identical to the original.

Text

Exports your entire WebArranger Document as a simple text
file that can be read with any word processor. You can't use

the Open command to re-open a WebArranger Document that
has been saves as text. But you can import it using the Import
command. The resulting Document won't be the same as the
one you saved, because text files can’t contain the structural
information that WebArranger uses to organize Documents.

WebArranger Template

Saves your WebArranger Document as a template file.
Template files are like stationery pads. You choose from a set
of template files when you use the New command to create a
Document. Saving a file as a template lets you extend the set
of templates that WebArranger can use.

Table 20 File formats

WebArranger
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CHAPTER 7: FORMS

A Formisjust an arrangement of fields, field names, text, and graphics. Graphics

INTRODUCTION
W

includes shapes, lines, colors, imported graphics, and patterns. You make this
arrangement with the tools and commands in the Form Editor.

When you look at a Notein asaForm, you see a
custom layout of the Note's information, instead of
the Note's usual format.

ﬁ'} b mgepne O marTa mmd| e e fay i
First Name: Marvis Porter
Last Name: Porter
EMail: Mmailemavis_poferirees com

ThisexampleisaNote in usua format. The Company : 4-1 Landscaping
example below is a Note as a Form. Title: Designer

There are three ways to use Formsin

Address: 3412 35th 5L
Matsburg, NE 55556

WebArranger: ﬁ’ B Mznas Porfer Porer maiffemavis ... A-1
m  Set up aView to display Forms. EMail:  Mailomavis_potter@iress com
Forms make efficient use of the .
Macintosh display because you .E_'} I Sfeve Famizhe  Fanizhe melffosfeve_f. Thre
can combine many fieldson a ] )
single line. EMail: Mmailtosteve_fonkans @ties com

Attach and designate aForm asa

default Form for aNotetype. For example: Y ou display information about companiesyou work
withinaCompany Note which you have customized. Y our customized Company Note contains
adefault Form, which displaysin every View.

Print Notes' information on paper, envelopes and labels. You can create Forms that arrange
information to fit envelopes, labels, file cards, etc. For example: You set up aView in your
Contacts list to show afile card Form with information about each contact.

WebArranger ships with a Forms package to help you create your own Forms and labels. It
includes a set of Avery™ label and standard envel ope layouts.

See Using Forms on page 133.

FORM SPECIFICS

WebArranger

Forms are aView tool.

Forms can only be used in aView.

Each Form you create has a name and can be used in multiple Views.
Only top-level Notesin aView can display as a Form; Sub-Notes cannot.

Forms control only the appearance of a Note, not the content.
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For example: You create a Form for a People Note that only displays the first name, last
name, and phone number of the person. The People Note itself still contains the full set

of information.

THE FORM CATALOG

The Form Catalog lists @l the Forms in your WebA rranger
Document. To display the Form Catalog, choose Form Catalog in
the Notes menu.

The Form Catalog manages your Forms:

Create Forms — Click Define New to go to the
Form Editor.

Edit Forms — Select the Form and click Edit to display
the Form Editor.

Duplicate Forms — Select the Form and click Duplicate.

Delete Forms — Select the Form and click Delete.

EE working :Form Catalog

'v
2

Form Catalog

b Peaple- Indes cards
b Preapla—bdailing Label

[

Define New...

Duplicate

Delete

M ove For ms between WebArranger Documents — Drag a Form from the Form Catalog of

one WebArranger Document to the Form Catalog of another.

THE FORM EDITOR

You can create a Form in several placesin your WebArranger Document. In each place, WebArranger
triesto guess what fields you'll need in the Form, and places those fields in the Form Editor's Layout Area.
See Create a Default Form While Defining a Note on page 132 and Create a Form While Printing on
page 133.

When you create a Form from the Form Catalog, WebA rranger makes no guesses. Y ou get an empty slate
... the Form Editor.

CREATE A FORM

To go to the Form Editor:

1

2
3
4

124

Select Form Catalog in the Notes menu.

Click Define New, or select an existing Form and click Edit.

Build the Form.

Name the Form.
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5 Click 0K when you have completed creating or editing your Form. Y our new or edited Form is

added to the Form Catalog.
Form Editor —"ri—————"P1-
ToolPdette ——pp|
| LayoutArea
PenMeru —p
Align Menu —>
ToolsMenu —p»,
Penand —> "
Fill Controls T
Name: IO (Labels... | (_cancel | -
Name text field Label button
Figure 12 The Form Editor
LAYOUT AREA
The Layout Areaiswhere you build the Form. Y ou can choose agraphic or acolor for the background. To
select a background:
1 Click the Layout Area to select it. If you are editing an existing Form, this also deselects all elements
init.

2 UsethefFill Controls for color and pattern. See Pen and Fill Controls on page 130.

= Or, paste an image from another program.

TOOL PALETTE

These tools create the elements of a Form. Elements refer to the parts of your Form, such asthe fields,
boxes, ovals, and lines. A Form can contain a maximum of 60 elements.
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Thetoolswork liketoolsin astandard drawing application. Click atool to select it. After you use atool,
WebArranger reverts to the pointer.

s —— YAl

NamedFeld —pffF:ii7 " |g——— Unnamed Field
Unfiled )
R ge [ 4— Filed Rectangle
Unfilled i
ld—— Filed Rounded Rectangle
Rounded Rectangle 9

 ——— Filed Oval
<€— Horizontal Line

Unfiled Oval ——— |
VerticalLine ———p|

Figure 13 Click a tool to select it from the Tool palette.

POINTER

The pointer selects any element in the Form layout. You can drag and drop elements to move them. An
light gray line displays at the text baseline to help align the elements.

To select more than one element, Shift-click them. Or you can drag to select several, and then
Shift-click elements to deselect.

TEXT
Thetext tool createstext in atext box. To create a text box, select the text tool and
click anywhere — in afield element, in abox or oval, in the background. Font »
0 Poing
FORMAT TEXT Yo
You can format text in any element, except a field name. When you format text in 12 Poimd
field elements, all text that displaysin that field appearsin that format. b
24 Polnt
To format text: Other...
. . v Plai T
1 Click the element to select it. e il
Flatic |
2 Usethe Text menu to set text formatting. Underline  #U
Other »
m Justification works only on text fields. It does not work on date and Folor, »
number fields. Justification »

See Text Menu on page 27.
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NAMED FIELD

The named field tool draws one element that
creates two boxes: the field name and the field
contents. Thistool is the standard box-drawing
tool, + .

When you place anamed field in your Form,
WebArranger displays the contents of that field
in the space occupied by the field contents
element. The contents may be text or a date,
number, picture, etc.

Select the field from the drop-down lists
provided in the elements. When you select a
field for one, it appears for both. Thefield
contents box can be sized to accommodate the
text string, picture, etc.

This example shows how the Form looks
in the Notes.

You can delete the field name box without
affecting thefield contents box. If you delete
the field name, the field contents

isthe same asif you use the unnamed

field tool.

WebArranger

Field Name Feld Text
E———F———— rorm difor e
DA (v
Foil| (@ EMail: |EIEMaiI
|
()]

O|@
=
Name: |named field example | [Labels... | [ cancel | 0K B

ﬁ’ B Mands Porter

@ F Sfeve Faonizne

Figure 14 The named field tool creates two boxes.

Other Field...

= Note Test

[ Date created

[ Date modified

= Creator name

# Last editor name

FParfer maiffemavis ... A-1

EMail:  mailbomavis_porter@iress com

Fonizhe maiffesteve ... Thr

EMail: mailkesteve_fontane @ties com
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UNNAMED FIELD

The unnamed field tool creates afield Fed Text
text element. |

=—————~+— formiditor =—"————1[-

I Description

Name: |unnamed field ex. | [Labels... | [ Cancel ]l save l &

Figure 15 The unnamed field tool creates a field text element.

UNFILLED AND FILLED RECTANGLES

Create unfilled or filled rectangles with the two rectangle tools. When you create an unfilled rectangle, its
border is designed with the Pen Controls.

When you create afilled rectangle, its border is designed with the Pen Controls and its areaiis designed
with the Fill Controls. See Pen and Fill Controls on page 130.

UNFILLED AND FILLED ROUNDED RECTANGLES
Thefilled and unfilled rounded rectangle tools work just like the rectangle tools.

UNFILLED AND FILLED OVALS
Thefilled and unfilled oval tools work just like the rectangle tools.

HORIZONTAL AND VERTICAL LINES
Click the horizontal or vertical line tools to create line elements.

PEN MENU
The Pen menu controls the pen width used for lines, and for the outline of None
rectangles and ovals. A pen option stays selected until you changeit. Hairline
1 Select an element in the Layout Area. L 2 Puels
== 4 Pixels
. I 8 Pizels
2  Select one of the pen options. | —
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ALIGN MENU

The Align menu specifies how selected elements are aligned to each another 3 Rlign Right
— right, left, top and bottom. i Rlign Left
#f Align Top
+4 Align Bottom
ALIGN CENTER VERTICAL Tt Align Center Vertical

= Align Center Horizontal
0% Distribute Horizontal
= Distribute Dertical

Aligns the top and bottom midpoint of selected elements.

ALIGN CENTER HORIZONTAL
Aligns the left and right midpoint of selected elements.

DISTRIBUTE VERTICAL

Places an even amount of space between selected elements. If objects are overlapping, this option
is disabled.

DISTRIBUTE HORIZONTAL
Places an even amount of space between selected elements. If objects are overlapping, this option

is disabled.
TOOLS MENU
The Tools menu controls many other functions. Group
Ungroup
GROUP AND UNGROUP iioce
Select All #A

When elements are grouped you can move them all at the same time or align
them together. Move To Front

Move To Back
Move Forward

LOCK AND UNLOCK Move Backward

Duplicate

Select elements and then Lock to prevent them from being modified or moved. T ——
Select Unlock to rel ease them. These commands are helpful when working with a Hide Grid
multi-layered Form.

Fized Size Fields
Show Extra Fields

MOVE AND DUPLICATE
Show Tab Order
Perform standard graphics editing functions. SetT1ab Order

TURN GRID ON AND HIDE GRID

Turn Grid On toggles the grid display. Hide Grid toggles the Layout Area grid display. When the grid is
on, elements in the Form align to the grid unless you press the Option key. These controls
operate independently.
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FIXED SIZE FIELDS

This option selects whether or not fields expand as text is typed into them. Select Fixed Size Fields when
you create a Form to print labels. Do not select this option if you want to create Formsthat are small but
whose fields expand astext is typed.

SHOWY/SIDE EXTRA FIELDS

Show/Hide Extra Fields allows any new fields added to aNote to display at the bottom of aForm. If Show is
selected, new fields display. If Hide is selected, new fields remain hidden.

If you're printing information onto Forms, select Hide Extra Fields.

SHOW TAB ORDER AND SET TAB ORDER
These options allow you to select the order in which you tab through the fields of a Form.

To set the tab order:

1 Usethe pop-up menu in each field to select the field name for that field.

2 Click Show Tab Order to display the order in which you'll tab through the fields.
3 Click Set Tab Order to change the tab order.

PEN AND FILL CONTROLS

The Pen Controls select the pattern and color of aline or

the outside border of a graphic element. Pattem pop-up

TheFill Controls select the pattern and color for the
inside of an element or the Form’s background.

Pen and Fill Controls provide:
= Pattern pop-up — select the pattern for a Fil pop-up Fil pop-up
border, line, or fill.

m  Color pop-up — select a color for aborder,
line, or fill.

Figure 16 Pen and Fill Controls

| ¢— Pattem pop-up

|

Color pop-up >
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Double-click a color patch to display the

standard Macintosh color wheel dialog for other
color definitions.

Apple RGE

Pick the color for this rect. o
ag° Original:

Hue Angle: ° E]
Saturation: “70 @

New:

270°
u Lightness: [ 50.00] 3

CHANGE PEN OR FILL SETTINGS
To change the setting for abox, oval, or line:

1 Select the element.
2 Changethe Pen or Fill Control settings.

NAME TEXT FIELD

Type the Form name in the Name field.

Y ou can name a Form anything, but it' s best if you include the name of the Notetype | ™™™

in the Form.

New Form
Edit Form

People-Index cards

People-Mailing Label
L |

For example: You're creating amailing label Form to use with People Notes. You
name the Form People - Mailing L abel. This makes it easy to spot a Form in a pop-up menu.

BUTTONS

LABELS

Label template filesin the WebArranger Forms
package contain layouts for various standard |abels.
To choose alabel template file:

1 Click Labels.
2 Select alabel templatefile.

3 Click Open. If you don’'t want to use alabel
template, select Clear.

When you select alabel template with the Labels
button, you attach that label to the Form.
Whenever you print this Form as alabel, you get
thislabel layout.

WebArranger

Please select a Label Layout File:

3 Labels v

B Avery 41256-Laserwriter
Avery 41357-Laserwriter
Avery 5066-Laserwriter
Avery 5095-Laserwriter
Aveny 5096 serial#-Lasenurit
Avery 5096-Laserwriter
Avery 5097-Laserwriter
Avery 5160-Laserwriter
Avery 5160B-Laserwriter [&

— Dale
fiadl
Desktop

Clear

Cancel
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When you choose alabel template
file, an areathe same size asthe
label is shaded gray in the Layout
Area. Placefields on top of the gray
areato make sure they’ll print
correctly on the label. It's agood
ideato leave a small margin,

in case of printer error.

To unattach alabel from a Form:

1
2

&)
CUT, COPY AND PASTE
CuT
Select one or more elements, and select Cut in the Edit menu. The items cut are
placed on the ClipBoard. In the Form Editor, Cut cannot be undone. Undo %z
Cut 3#H
COPY Copy *®C
Select one or more elements, and select Copy in theEdit menu. Theitemscopied are | frea W
stored on the ClipBoard. The selected items remain highlighted. select »
Outline »
PASTE Open Note #]
When the ClipBoard contains cut or copied items, select Paste in the Edit menu. it
Theitems are pasted at the current insertion point. In the Form Editor, Paste cannot | pestroy Note sk
be undone. T

Form Editor

[E

Click Labels.
Click Clear.

Hame:| @ First Name ]

[ ComEani B |EI Company
3 Address: B Address

Name: |Peup|e—Mailing Label | [Lahels...] [ Cancel ][[ 0K ]]

CREATE A DEFAULT FORM WHILE DEFINING A NOTE

1

2
3
4

132

Choose Note Catalog in the Notes menu.
Select the Note type.
Click Edit.

Select New Form in the Form drop-down
list in the Define Note dialog. The new
Form automatically contains all the
fields of the selected Note.

Edit the Form as necessary.
Name the Form.

Click OK. Your new Form is added to
the Form Catalog.

Form Editor

F  Summary: |EISummary

= who - |EIWho

E Category: |EICategory

= Where: |EIWhere

1 Comments : |E|Comments

= Begin: | [@Begin

= End: |E| End

[}
HElUntitled Labels... Cancel

) =
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CREATE A FORM WHILE PRINTING

You can create Forms or edit Forms when you print:

~N o o~ O0ODN B

Select the View you want to print.
Select Print in the File menu, or press %-P.

Select Labels from the Layout drop-down list.

Choose New Form or Edit Form in the Current Form drop-down list.

Build or edit the Form as necessary.

Name the Form.

Click OK. Your new or edited Form is added to the Form Catalog.

New Form
Edit Form

No Form

People-Index cards

People-Mailing Label

USING FORMS

SET UP AVIEW TO DISPLAY FORMS

To display Notesin aView as Forms:

1

To seeaFormin action, click the Summary Line to open
one of the Notesin thisView.

You can use the Forms function with the other View
tools, such as Filter and Sort.

Select aView from the pop-up Views menu next to aTopic, createaView, or

duplicate aView.

Choose View Settings in the Views menu.

Choose a Form in the Form drop-down list. The list also

lets you create or edit Forms.

See Create a Default Form While Defining a Note on

page 132.

Make sure the Disable all Forms checkbox is not checked.

Click OK.

WebArranger

[ views

New Uiew

Delete View

Diew Settings...
View Update »

3

Filter View...
Sort Biew...

Show Table
Hide Calendar
Calendar Settings...

Uiew Settings

[UITTRVET [l Sorted by Last Name

Form: |People-Mailing... v

[ nisable all Forms
[ Disable Summary Lines

SR Foen, i i pgee e,

Hame: |Manris Porter |
Company : |A-1 Landscaping
Address: 3412 35th 56

Matsburg, NE 55556
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0 Note: When you select a Form in a View, that Form appliesto all top-level Notesin that View,
regardless of their Note type. See Create a Default Form While Defining a Note on page 132..

DISABLE SUMMARY LINES TO SEE FORMS

To always see Forms, disable Summary Linesfor al top-
level Notesin aView. Thisreplaces clicking the Summary Ling

for each Note.

1 Select View Settings in the Views menu.

2  Select the Disable Summary Lings checkbox.

3 Click OK.

The Summary Line in each
Form does not display.

Uiew Settings

(U | Sorted by Last Name
Form: |People-Mailing... »

CREATE A VIEW THAT SHOWS ALL NOTES AT THE TOP LEVEL

134

To display Sub-Notes as Forms,
create aView in which al the
Sub-Notes are displayed as
top-level Notes.

1 Select New View in the
Views menu.

2 Select Filter View in the
Views menu.

3 Select Notes of Any Type.

[ Disabhle all Forms
[ Disable Summary Lines
'E'} b Hame: |Marvis Porter I
Company : |A-1 Landscaping
Address: 3412 35th 56
Maksburg, ME 55556
Filter
Any Type
Filter
Memo
show E3(URL | uRL |

Match: @ Just notes O Both

[ More Choices | [ Clear

Heading

File

To Do
Appointment
Reminder

IIMPI Preferences
People

Picture

[Lancel

4  Click the Both Notes and Sub-Notes radio button.

5 Click OK.

All Notesin the View are now displayed at the top level, and can be shown in Forms. Name thisView

for future use.
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ATTACH A FORM TO A NOTE TYPE

You can attach adefault Form to any Note type, such as a People or Appointment Note. This Form
automatically displaysin all Views where that Noteis at the top level.

To set up any Note type to always display as a Form: New Form

Edit Form
1 Choose Note Catalog in the Notes menu.

No Form
Select the Note type.

People-Index cards

2
3 ClickEdt
4

Choose a Form in the Form drop-down list at the bottom right of the Define
Note dialog.

Click OK.

Close the Note Catalog.

DISABLE FORMS IN A VIEW

When you don’'t want a Note with a default Form to display as a Form in aparticular View, disable
Formsin just that View. To turn off all Formsin agiven View:

1 Select theView in which you want to disable Forms.
2 Select View Settings in the Views menu.
3 Check the Disable all Forms checkbox.

Evenif aFormisthe default for aNote type, that Note type won't display as a Form when the Disable all
Forms checkbox is checked.

PRINT FORMS

To print Forms, be sure they are displayed in the View. See Set Up aView to Display Formson
page 133.

= You can print Formsin aView on paper.

= You can print adocument, Topic, View, or selection of Notes on labels or envelopes.
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PRINT FORMS ON PAPER

Select the View you want to print. =—————— Print Options

Select Print in the File menu. Print nptions
Select anything, ex_cept Labels, inthe « Loout: [EITITE

LayOUt dl’Op-dOWl’] I|S " :I;-'Lllilrl.lljlill]
4 Click OK + | Margins... sabels

Compact (4.25 % 6.75)
Jr. Pocket (2.75 % 5)

Uss this option to print 2 = DF@Nizer (3.5 % 8.5) table, print from a Yiew
of that type. Portfolio (8.5 % 11)

shopping List

sr. Pocket (3.75 % 6.75) fbncel

TriFold

PRINT FORMS ON LABELS AND ENVELOPES

Y ou can print onto labels or envel opesfrom aView that displays Forms. Or, you can select text and then
choose a Form from the Print Options dialog.

LABELS
To print Forms on labels:

Print Options

1 Select theView you want to print. Print Options
Print the

* Layout: One Up

2 Sdect Print in the File menu.

3 Choose Labels in the Layout drop-down list. « (Teaters= ]| Four up
+ | Margins...

Compact (4.25 % 6.75)
Jr. Pocket (2,35 1 5)

Uze thiz option to print 3 < l]rganlz_er (5.5 & 8.5) table, print from a Yiew
of that type. Portfolio (8.5 1 11)

Shopping List

$r. Pocket (3.79 ® 6.79) pncel

TriFold

4 Select aForm from the Current Form
drop-down list. You can also create and

= Printplions =—n—————

. Print Options
edit Forms.
Print the [Current T¢ New Form
« Layout: |— Edit Form

« Current Form: Mo Form

e Current Label: | People-Index cards Set Label...
People-Mailing Label
« (Customizer.

This w11l print the current v ust zelect bath the form
for each note, and the 1abel
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5

O
III g

Click Set Label to select alabel template. Use the
file dialog to select alabel templatefile.

Please select a Label Layout File:

Use the Form Editor if you need to further align B Auery 41256-Laserwriter = Dale
your Form with the label template. flvery 41357-Laserwriter
Avery 5066-Laserwriter
Click OK. Avery 5095-Laserwriter Desktop
Avery 5096 serial#-Lasenurite
The Notes print on the labels, using the Form Avery 5096-Laserwriter

you selected. Avery 5097-Laserwriter

[ Avery 5160-Laserwriter Clear
[ Avery 5160B-Laserwriter

fhact

Cancel

Note: The Labels option is not available when
you're printing from a calendar View.

Note: Label template files ship with WebArranger. They are located in the L abels folder in the
WebArranger folder on your hard disk.

ENVELOPES

You can easily print envelopes with WebArranger. Before printing envelopes, first check Page Setup in
the File menu to make sure your printer is set to print the type of envelope you want. Depending upon
how your printer works with envelopes, use portrait or landscape mode.

Although you can print any selection of Notes onto an envel ope, the easiest way isto print aView where
all Notes appear at the top level.

To print information onto envelopes:

© 00 N oo o B~ W DN B

e
= O

Select the Topic, View, or set of Notesto print.

Select Print in the File menu.

Select the appropriate option in the Print the drop-down list.
Select Labels in the Layout drop-down list.

Select Envelope in the Current Form drop-down list.

The envelope form is designed to lay out information from a single Note onto a business envel ope.
Click Edit in the Current Form drop-down list.

Customize the return address in the Envelope form. Click OK.
Click Set Label and select Envelope in the L abels Folder.

Click Open to select an envelope layout.

Click OK in the Print Options dialog.
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CHAPTER 8: FINDING INFORMATION

Storing information is only part of what WebArranger can do. Topics and Views let
you build custom collections of information. WebArranger provides two types of T
commands to help you find specific pieces of information in your collections. —F

One type, such as Find, moves you to the information. The other type brings the

information to you, such as Gather. Gather is like the database command Query-by-Example.

FIND

A,

Use Find to search for a particular piece of information, based on an example of

it. When Find locates matching information, it scrolls the Document window to Find... ®F
show the match. To find an entire Topic, Folder, or View, use Go To in the Topics B

menu. See Go To on page 42.

Mext Appearance =L

To use Find: Gather %M

1 Select Find in the Search menu to open the Find dialog;
Or, click the Find icon on the Icon Bar.

The Find dialog is a modeless dialog; you don't have to close it before performing other actionsin
WebArranger. See The Field Catalog on page 52.

2 Enter text in the edit box.
When you have text selected
in your Document, it is ARG A Cential |

automatically copied into the

Find edit box.

3 Click Find Next.

O=———F—-——— Find

WebArranger searches through your Document to find all Notes that match. The search is from top to
bottom, starting at the current insertion point or selection. If thereis no selection or insertion point, Find
starts from the top of the current Topic or View.

Find searches the current Topic, then through the next Topic in the Contents list. When it reaches the
bottom of the Contentslist, it wraps around to the top to return to the starting point. Y ou can control this
behavior in the Advanced Find dialog. See Advanced Find on page 140.

If there is no match, WebArranger beeps.
If it does find a match, it scrolls the Document window to show the matching text, and switches Topics

when necessary. Find automatically opens Notes with Summary Lines to show the matching text. It
closes them when you click Find Next before making any changes to the Document.
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When Find locates the particular piece of information you are looking for, click in the Document
window to bring it to the front and resume your work. If the matching information isn’t what you want,
click Find Next. Find will continue searching from the current selection.

FIND NEXT

Instead of leaving the Find dialog in front of your Document window as you search, you can close it.
Select Find Next in the Search menu or press %-G.

Find Next works whether or not the Find dialog is open. The advantage of Find Next is the Find dialog
doesn’t have to be on screen.

FIND A PREVIOUS INSTANCE

To find the previous instance, hold down the Option key and select Find Next. This goes back to the last
match. The Option key also works when you:

m  Click Find Next in the Find dialog
= Select Find Next in the Search menu
n  Pressi-G

ADVANCED FIND

dialog, click More Choices in =
the Find didlog. Y ou can Frdddog  —p Find:
also choose Find/Change in
the Search menu. Use this

}

dialog to customize the oh Change to:|
behavior of Find. anoepane - —»
( Change ] [cChange AN] [Change/Find |
OPTIONS PANE .
SEARCH DROP-DOWN  OPrSMe | gecion: [rmmmma——] setct [metemt——]

Figure 17 Advanced Find
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LIST
The Search drop-down list specifies where Find looks to find a match.

The default is in Document. 1t looks through all Topics in the Document.
The other choiceisin Topic, which narrows the search to include only the
selected Topicor View. Select in Topic to find just the relevant information.

DIRECTION DROP-DOWN LIST

The Direction drop-down list specifies the order in which Find looks
for matches.

The default is forward, which searches from the current insertion point or
selection downward through the current Topic. It continues downward
through the Contents list.

The alternate is backward, which searches from the current insertion
point or selection upward through the current Topic. It continues upward
through the Contents list. If thereis no selection or insertion point, Find
starts from the top of the current Topic or View.

When the At End menu is set to wrap around, the forward and backward
choiceswill eventually find the same matches. The only differenceisthe
order in which the matches are found.

However, when the At End menu is set to don't wrap, these two choices
have opposite meanings. The forward option searches only for matches
below the current insertion point or selection. It stops at the end of the
Document or Topic. The backward option searches only for matches

== Find/Che

marvis
Fewer Choices

)

=.| Find:

H

marvin

(Ehange ) (G

Search: PgURiLIEIT TN

Change to:

EL1 Find/Chan

Find: |marvis

Change to:{marvin
(Cha

Direction: |v forward s
backward

TOTOpOT O

At End:

above the current insertion point or selection. It stops at the top of the Document or Topic.

AT END DROP-DOWN LIST

The At End drop-down list specifies what happens when Find reaches =

Find/Change

the beginning or end of the Document or Topic. It depends upon the
setting of the Direction option.

The default iswrap around, which continues searching from the:

Find: |marvis

= Beginning of the Document or Topic when it reachesthe end,
if Direction is set to forward

Change to: {marvin
(Chang

or

»  End of the Document or Topic when it reachesthe beginning,
if Direction is set to backward

At End: BTG GTEITT]
don't wrap
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MATCH DROP-DOWN LIST

The Match drop-down list specifies how the text you enter in the Find edit  j7change
box isinterpreted.

The default is partial words. It matches the text you enter wherever
it can, even if that match is only part of aword, or if it spans
multiple words.

[ Change ANl [Change/Find

The alternate iswhole words. It matches the text you enter only if it

can find that text as awhole, separate word. A word is defined in
WebArranger astext surrounded by empty space, such as a space, tab, or = SBIBN; [hetest <]

return. Or by a punctuation mark, such as a period, comma, or semicolon. =

The Match option is useful when you want to find a particular word that is
spelled the same as pieces of other words. For example: You want to search for a person named “Tio.”
With Match set to partial words, Find matcheson “nation,” “generation,” and “integration” also. With Match
set to whole words, Find only matches “Tio.”

SELECT DROP-DOWN LIST
The Select drop-down list specifies what happens when a match is found. “hange

The default isthe text. It selects the matching charactersin your Document
when it finds a match.

The alternate is the Note. It selects the entire Note that contains the
matching text.

Change All | [ Change/Find |

THE CHANGE PANE
The middle pane of the Advanced Find dialog is called the Change pane. % A——
]

It lets you change the information found by a search. The ability to
change information globally is useful for fixing errors or updating
information. Use the Change pane to specify how the information you
find should change.

To change information found by a search:
1 IntheChange to edit box, enter the replacement text.

2  Click Find.

When amatch is found, you have three choices:

= Change replaces the selected text with the text from the Change to edit box.
m  Change/Find replaces the selected text, and then searches for the next match.
= Change All replaces every match with the text from the Change to edit box.
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O Note: If in Document is selected in the Search drop-down list, Change All replaces every match in the
entire Document. If in Topic is selected, Change All replaces every match inthe current Topic or View.

NEXT APPEARANCE

Next Appearance finds the next appearance of a Note that has linked copies. See Note Link Field on
page 68.
To find a Note's next appearance:

1 Select aNote with multiple appearances. A Note isin more than one place when its
triangleis double.

= Select the Note and Note Info in the Notes menu to learn the exact number of times a
Note appears.

m A Noteisalso selected for Find processes when the insertion point isinit.
Appointment Note on page 21.“ Reminder Note” on page 22.

Topic Agents automatically create linked copies of Notes. See Auto-Gather Notes into a Topic on
page 46.

2 Select Next Appearance or press g-L.

= Or, click the Next Appearance icon on the Icon Bar.

Next Appearance searches forward in the Document, wrapping around at the end, and always selects the
matching Note. It opens other Notes and Sub-Notes as necessary to make the next appearance visible.
Choose this command repeatedly to see all places in the Document where the Note appears.

To go to the previous appearance, hold down the Option key and select Next Appearance. The Option key
also reverses the direction of Find Next searches.

WILD CARDS

The above descriptions are based on simple text strings you enter in the Find edit box. While this works
fine when you know the exact spelling of the information you want to find, it doesn’t work so well when
you' re not sure. When you don’t know the exact spelling, usewild card searches. Y ou can use wild cards
in other search processes:

m  Auto-linking tool, see page 69.
m  Gather, see page 144
= (o To, see page 42

WebArranger 143



Wild cards are specia text characters that represent, or match, any other charactersin their place. The
wild card characters can represent any other character in their position in the text. See Table 21 and
Table 22 on page 144.

Wild card Description

? (Shift-/) Represents any single character.

* (Shift-8) Represents any number of sequential characters within a word.

» (Option-x) | Represents any number of sequential characters within or across multiple words.
Table 21 Wild card characters.

Wwild card Description
?ffect Matches any six-letter word ending in “ffect,” such as “affect” and “effect.”
comp*se Matches any word beginning with “comp” and ending with “se,” such as

“comprise” and “compose.”

cross»platform | Matches any word or word beginning with “cross” and ending with “platform,”
such as “cross platform,” “crossplatform,” and “cross-platform.”.

Table 22 Wild card examples

GATHER

Want to find al your contacts who have an AOL E-mail address? Need to find your URL Notes
about Astronomy?
Gather matches information and bringsit to a specific place in your Document:

m Looksat an example of the information you want to find

m  Findsinformation in the Document that matches the example

m  Returnslinked copies of that information to replace your original example

Gather has no dialog. Instead, it uses an example Note that you create in the Document.

To use Gather:

I Cenirzl
1 Open the Topic where you want to put the gathered Notes. = | F

2 CreateaNoteof the type you want to find. This Noteis called the
example Note.

m  To match against all Note types in your Document, create a Memo Note as the example Note.
The Memo Note acts as awild card Note, and matches to Notes ofall types.
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3 Enter information in the example Note like what matching Notes should contain. Y ou can use wild
card characters in the text you enter in the example Note. See Wild Cards on page 143.

If the example Note contains fields, enter information only in those fields you're searching on.

Empty fields are ignored.

Select the example Note, or place the insertion point init.

“H1 6 Gather searches through your

Document, and finds any Notes that
match the example Note. It returns
linked copies of the matching Notesto
replace the example Note. When no
Notes match the example Note, you
hear a beep.

7 To select and insert multiple notes,
hold down the Shift key while you
click them. When you're finished,
click OK. All the Notes you select are
inserted.

8 Toselectandinsert all matching notes,

Select Gather in the Search menu, press %-M, or click the Gather icon on the Icon Bar.

Matched Notes

Matched Notes

The following notes match. Click on a note to select it, or
hold down the shift key and click to select more than one
note. To insert all matching notes, click the Insert Al
button.

@ W Central Source Yellow Pages hip v telephonebook com!

@ B Central Intelligence Agency Home Page hifp e odelgov

Insert All

(cancet ] [ ok

click Insert All. All the listed Notes are inserted. You can insert up to 50 Notesinto a Note Link field.

AUTOMATIC GATHER WITH NOTE LINK FIELDS

Gather works automatically with Note Link fields. For example: You want to schedule a visit to a certain
URL, but all you remember is the Comment field begins with “Welcome.”

1 CreateaTo Do Note for your
example Note.

2 Click the URL Link field. Thisis
aNote Link field.
See Note Link Field on page 68.

3 Type Welcome in the text box and
press Return.

WebArranger

Summary: “/isit the Infernet

URL Link: B|\we] carme

Priority: [

Begin: p [
Completad: D

Date created: Tlg, Feb 13,1996 @ 10053 AM
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4 Gather takes over, and displays alist of
URLs that have Welcome in the
Comment field.

5 Select the URL you want. A box dis-
plays around it. Click OK.

6 Youfound the URL you wanted and it
islinked to the To Do Note. Cool.

DELETE THE EXAMPLE NOTE
If you decide not to Gather, or if there are
no matches, delete the example Note.
First, check the state of the example
Note'striangle.

Matched Notes

€, Matched Notes

The following notes match. Click on a note to select it, or
hold down the shift key and click to select more than one
note. Toinsert all matching notes, click the Insert All
button.

@ W “elcome o Britannica Online hipihvweew.ab .comi

@ W wesleome o MacUserWeb hipiizcias3 zif.comis 7E. .
@ I welcome ko UCMPL hip:iucmp 1 berkeley edu:. .

@ W welcomes o the Whits House hip el whitehouse g, .
@ W wesleome b the White House hp bl whitshouse g,
@ I Welcome to UCMP!L hip:iucmp 1 berkeley. edu:. .

% W Welcome o Macl lserWeb hitn-ircias 3 #if comi®s 7F

Insert Rl

(cancet ] [ ok

If the example Noteis of atype that no Topics are auto-gathering, the example Note's control isasingle

triangle, and you can delete it.

However, if some Topics are auto-gathering Notes of the example Note's type, the example Note has a
double triangle. To delete a Note with multiple appearances from everywhere it appears, select Destroy

Note in the Edit menu or gg-Delete.

SELECT

Select finds Notes based upon their type and contents. The Select

dialog isidentical in function to the Filter dialog.

However, Select picks the matching Notes instead of displaying
them in aView. Select chooses from the Notes of the current Topic
or View, and doesn’t change the Notes in any way.

See Filter View on page 78.
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Undo ®e

Cut #H

Copy #C

Paste 1

Clear
Select Topic 3R
Select...

Outline »

Open Mote #1

Close Note #[

Duplicate Note #¥D

Destroy Note %K

Empty Trash
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THE SELECT DIALOG

SELECT ON NOTE TYPES

All Note typesin the Document’s
Note Catalog are displayed in the Show
edit box drop-down list. Choose a
Note type or Any Type.

The default is the Topic’s default
Note type.

See Topic Settings Dialog on
page 45.

To select on aNote type:
1 Openthe Topic or View.

2 Choose Select in the Edit menu.

Filter
Any Type

show E3|URL | URL |

Match: @ Just notes ) Both

[ More Choices ]

[ Clear

Memo

Heading

File

To Do
Appointment
Reminder

I1IMPI Preferences
People

Picture

Filter

[ancel

3 Select aNotetype(s) in the Show edit box. You can type a Note type name, or select from the

drop-down list.

4 Click Just Notes or Both Notes and Sub-Notes. The Just Notes and Both Notes and Sub-Notes buttons
specify where Select should look in the Topic. When you select Just Notes, Select examines only

the top level Notes of the Topic.

When you select Both Notes and Sub-Notes, Select examines both top level Notes and any Sub-Notes

Click OK.
The Notes are selected.

SELECT ON THE TEXT CONTAINED IN NOTES

Select compares atext string to al text in a Note, whether the Note'stext isin asingle field — like the
Memo Note type — or the Note's text is broken into several fields, asin structured Notes like People

and A ppointment.
To select on text:
1 OpentheTopic.

2 Choose Select in the Edit menu.

3 Typethetextinthe Notes containing edit box. This specifies the text string that Notes must contain to
be selected. The matching processis not case sensitive.

Wild card characters can be included in the text string. Wild cards are a very powerful tool for
matching information when you have the exact spelling, and for matching related groups of
information using patternsin their text. See Wild Cards on page 143.

WebArranger

147



4 Click Just Notes or Both Notes and Sub-Notes. The Just Notes and Both Notes and Sub-Notes buttons
specify where Select should look in the Topic. When you select Just Notes, Select examines only the

top level Notes of the Topic.

When you select Both Notes and Sub-Notes, Select examines both top level Notes and any Sub-Notes

5 Click OK.
6 The Notes are selected.

CLOSE THE SELECT DIALOG
To close the Select dialog:

m  Click Cancel to exit the dialog and discard any changes you've made; or,
m  Click OK to exit the dialog and apply any changes you made.

More choices

Click More Choices to open the Advanced Select dialog.

ADVANCED SELECT
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The Advanced Select dialog defaultsto
the same behavior as the normal
Select dialog. When you enter atext
string in the text edit box and click
0K, you get the same resullts.

However, the optionsin the Advanced
Select let you be more specific.

Read the Advanced Select dialog as
sentences to more easily understand
what the dialog controls.

SELECT ONNOTE LEVEL AND
NOTE TYPE

Select

=S

Advanced Select

[Any Field

)

|&||Contains || |

Add Rule

Notes must match: [all of the rules  w| Show: [matching notes |

(cancel | [ ok

Thefirst line of the Advanced Select dialog specifies the

Note level and Note type.

To specify the Note level:

1 Click More Choices to open the Advanced

Select dialog.

2 Select acommand in the Match drop-down list.

Notes includes only top-level Notesin the View.
Notes & Sub-Notes includes both top-level Notes and

Sub-Notes.
3 Click OK.

L

[ iidi8 ~ Motes & Sub-notes

|Any Field .

[ Add Bule
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SPECIFY OF TYPE

Enter the Note type in the of Type edit box, or choose a finy Type
Note type from the drop-down list. LT
Jotrype @urL T
SELECT WITH RULES : _ :'i‘i:'““g
In the normal Select dialog, atext string to search for in [5][Contains |[Ferrari | %0
the Note is specified. In the Advanced Select dialog, you BRI
can be much more specific about describing what to 1IMPI Preferences
search for and where to search for it. This additional ishel

capability is provided through rules. Each rule
describes one aspect of a match.

Thelist of rulesislocated in the center of the Advanced Select dialog. Each line of text in the rule list
represents a separate rule. You can create up to 16 rules.

ny Field |2|[contains, | v

VAES

Field choice control ) : Text edit box
Relation drop-down list

<

Each rule in the list has three parts:

m Field choice control
= Relation drop-down list
= Text edit box

field choice control
Thefield choice control specifies the name of afield to

[Category_[o] Contains | IRTXTIAOXCN

filter on. Either type the name of the field or select the Conference Call
field name from the drop-down list. Meeting
Briefing
Demonstration
The drop-down list presents all fields in the Note type Interview
selected in the of Type edit box. It also lists system e X
fields and a command to choose any other field Dinner
defined in the current Document. Trapel
Any Field searches all fields of the Notesthat it selects. A
specific field type searches fields of that type. You can't filter Choose Field
on Picture or File Reference fields. E———
Set Filter Field lets you pick other fields (in any Note type). ((cancer ) [__ok
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Relation Drop-down List

Once you've chosen the field on which to select, you can o Fiold 0]
specify acondition that must be true for that field. The . Equals
default choice varies depending upon the type of field starts With

specified in the field choice control.

m  When Any Field is specified, the following choices are available:

Relation Matches if
Contains The field contains the text you enter in the text edit box.
Equals The field contents exactly equal the text you enter in the text edit box.
Starts With The field contents start with the text you enter in the text edit box.

Table 23 How Relation options work with any field

control, the Relation list offers text-specific choices. g ~c :

Doesn't Contain
Enter the text to match in the text edit box. Starts With
Equals

Doesn't Equal
Is Before

Is After

Is Present

Relation Matches if

Contains The field contains the text you enter.

Doesn’t Contain | The field does not contain the text you enter.

Starts With The field contents start with the text you enter.

Equals The field contents exactly equal the text you enter.

Doesn’t Equal The field contents do not exactly equal the text you enter.

Is Before The first character of the field contents comes before (alphabetically or

numerically) the text you enter.

Is After The first character of the field contents comes after (alphabetically or
numerically) the text you enter.

Is Present The chosen field is present.

Table 24 How Relation options work with text fields
For example: You select Is Before and then enter c in the text edit box. The rule specifies the

Select will include only those Notes which contain text in the chosen field that begins with a
letter prior to c.
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When [s Present is chosen, the text edit box on the right side of the rule is disabled, since no
value is needed.

m Date/time fields and time-of-day fields =
Next Time to U]

When you select a date/time field or atime-of- Not Equal
day field in the field choice control, the Relation Is Before
list offers dateand/or time-specific choices. Is Before Or On
Enter a date and/or time in the text edit box. :: 2::2: or On
Drop-down lists are added to the text edit box
to help you specify the date and/or time. Is Present

= Number fields

Table 24 on page 150 for an explanation of
the options.

For example: You choose Is Before Or On and enter “3/31/96” in the text edit box. Thefiltered
View includes only those Notes whose date fields contain a date prior to 3/31/96.

[Home Prone o] PAZTE RN

When you select aNumber field in the field Not Equal
choice control, the Relation list offers number- gmﬂ:” T“ﬂE" |
specific choices. Enter anumeric valuein the text LT i B bl

Less Than

edit box. Less or Equal
Is Present
Relation ‘ Matches if
Greater Than The field contains a number greater than the number you enter.
Greater or Equal | The field contains a number greater than or equal to the number
you enter.
Less Than The field contains a number less than the number you enter.
Less or Equal The field contains a number less than or equal to the number you enter.

Table 25 How Relation options work with number fields

WebArranger

The Equals and Is Present options are described in Table 24. The Not Equal option is the same as
the Doesn't Equal option described in Table 24.

For example: You select Greater Than and enter 175 in the text edit box. Thefiltered View
includes only those Notes whose chosen Number field contains a number greater than 175.

Pop-Up fields
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When you select a Pop-Up field in the

field choice control, the Relation list offers [Category [o][contains [Presentation |

list-specific choices.

Meeting
Briefing

Interview
Breakfast
Lunch
Dinner
Travel

Conference Call

Demonstration

Relation Matches if

Contains

The field contains the text you enter.

Doesn’t Contain

The field does not contain the text you enter.

Starts With

The field contents start with the text you enter.

Equals

The field contents exactly equal the text you enter.

Doesn’'t Equal

The field contents do not exactly equal the text
you enter.

Is Before The first character of the field contents comes before
(alphabetically or numerically) the text you enter.

Is After The first character of the field contents comes after
(alphabetically or numerically) the text you enter.

Is Present The chosen field is present.

Table 26 How Relation options work with drop-down list fields

Enter text or one of the options from the Note' s drop-down list in the text edit box. The choices
from the Note's drop-down list are added to the text edit box.

For example: You choose Contains from the Relation list and select Presentation from the text

edit’s list. The selection includes only those Notes with the drop-down list field in

containing “Work.”
= Note Link fields

When you select aNote Link field in the field choice control, the Relation drop-down list offers
Contains and Doesn’t Contain choices. See Table 26. Enter the text to use in matching the
Summary Line of all the Notesin the field. See Note Link Field on page 68.

TEXT EDIT BOX

Thetext edit box is empty at first.
When aText field is chosen for therule,
you can enter any text for the

filter to search for.

[Wwho |3/ Contains || quincy

]
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When a date/time field is chosen for the rule, you can enter any date and time
for Select to use. Three pop-ups — Repeating Event, date, and time — are added to

the text edit box.

When atimefield is chosen, you can enter any time
for the filter to use.

MULTIPLE RULES

Begin: 2 33 {1)

& Sub-not...v] of Type i [Af

||Begin |@||Equa|s

2 10 i
1 g 11

The power of the Advanced Select didlog  TBegm Fr[Equals [T O Thu, May
comes into play when you create 2,199 @
multiple rules to narrow afilter so it 10:00 AM
selects and displays only those Notes [Where [3|| Contains ||@ Restaurant
you want to see. [Who [3|| Contains || quincy

To add aruleto aselect, click Add Rule
and then adjust the settings for the rule.

To delete arule, place the insertion point in the rule and click Remove.

Experiment with various combinations of rules. You'll find that working with multiple rulesin the

Advanced Select dialog lets you select very precisely.

HOW TOAPPLY THE RULES

The choices in the Notes must match pop-up specify how
the Select should apply the rules that you've created.

all of the Rules makes the filter very specific — all rules
intherulelist to be true for a Note to match the filter.
The other choice, any of the Rules, is more lenient. A
Note must match any one (or more) of the rules.

WebArranger

[E—

Motes must match:

any of the rules
+all of the rules
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DISPLAY THE RESULTSOF A SELECT
The choices in the Show pop-up specify what Select | fonevranes

should do with the results. :||Ennta|ns ||@ Restaurant

:|| Contains |I]um|:g
Matching Notes displays the Notes that match the unmatched nutes
settings. Unmatched Notes displays Notes from the ules  w| Show:

Topic that do not match the Select dialog settings.

RETURN TO THE SELECT DIALOG
Click Fewer Choices to return to the Select dialog.

OTHERWAYS TO GATHER AND SELECT NOTES

Putting Notes in a Topic to focus on a particular subject is very handy. Gather is a great way to
automate collecting information from throughout your Document into one place.

To gather Notes:

=  Option-drag a Note to the desired Topic in the Contents list
= Use Select in the Edit menu to find the Note, and Option-drag it to the desired Topic
= Goto aView, choose Select All in the Edit menu, and Option-drag the selected items to the

desired Topic
To select Notes:

m  Click the Noteicon
s Choose Select Topic/View in the Edit menu
m  UseFind with the Select the Note option
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CHAPTER 9: IMPORT & EXPORT

This chapter describes how to move information into and out of WebArranger. T /Y

= Import moves entire files of existing information from other applications
into WebArranger. Import determines the structure of the filesit imports. [ File

The Import Format dialog |ets you see the information you' re about to import :,f;",, =0
in context, so you can choose how you'd like it organized. And many of Close =W
WebA rranger's organizing features — including the ability to add fields, e L8
define fields, choose Notes, and define new Notes — are available during Revert to Saved
the import process. Import...
= TheGrabber lets you gather text and graphicsinformation from other i
applications while you're using them, whether or not WebArranger is
running. See How to Use the Grabber on page 9. Bl ™ e
m  Export View and Save As are convenient ways of making information you I m—
manage in WebArranger available to other people and programs. Whether
Quit *0

you want to share information with other WebArranger users, perform a
mail merge with aword processor, or download to an electronic organizer,
these commands support the file formats that you need.

m  File Merge makes it easy to keep your desktop and/or your PowerBook in total agreement,
automatically.

IMPORT INFORMATION
TEXT FILES

WebArranger lets you easily import information from other applications and files. Import takes
information from text files and convertsit into Notes in your Document.

Text files are structured and unstructured. Structured text files have aregular pattern to the information
in them; unstructured files don’t. Most of the information you bring into WebArranger from other
personal information manager applications will be structured information.

For example: You're importing contact information from a name and address manager. Thefile
contains information for things like name, address, and phone. When you import scheduling
information from a calendar program, the file contains information for things like date, time,
and remarks.

Import lets you match the structure of the text files you're importing with the structure of Notesin a
WebArranger Document.
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PREPARE INFORMATION FOR IMPORT

Almost all information management programs have an Export command that convertsinformation from
that program into a structured text file. You'll usually need to decide which fields should be exported

and what order should the fields bein.

WebArranger makes these decisions easy ... export all the fields, in any order. Import matches the
structure of the exported information to the structure of WebArranger’s Notes. Once you've exported
your information, you are ready to import it. The maximum size for an import is 4K.

IMPORT
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To import information:

1 ChooseImport in the File menu.

2 Locatethetext file to import in the file
chooser dialog.

3 Click Open.

— Dale
test.wwd
[ Treasure Chest e,
B working 2
& Working 2.tail

4 WebArranger looks at the information in

Import Formats

the selected file to determineif it is
unstructured or what kind of structureit has.
Then the Import Formats dialog displays, and
selects the best format.

You can accept WebArranger's format
setting, or override it with your own.

5 Click OK.

Import File as:
O TAIL™
) Mail Merge...
() Tab Delimited...
) Comma Delimited...
{1 Text (as one Note)
@ Tent (paragraphs separate Notes)
() Text (blank lines separate Notes)
() Other  [Anarchie Bookmarks |
) Custom

Field Delimiter: |:| Note Delimiter: |:|
[ Cancel }[[ 14 ]]

Import Formats

If thefileis unstructured, WebArranger reads the
filein asone or more unstructured Memo Notes, and
adds them to the selected Topic.

The Other drop-down list features Internet
applications, if they are installed.

) Dther Anarchie Bookmarks
) Custom | ™Netscape 1.1 History File
. Metscape 2.0 History File
Field D

Netscape Bookmarks

Cancel
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DEFINE IMPORTED INFORMATION

If the file is structured, WebArranger _—
reads in thefirst several records and impart
displaysthemin atable in the Import as notes of fype:
|mD0rt dla|09- ¢ CETEE > (Define Note... | [ EditNote... |
Choase & Fiegld | Choose # Field & | Choose & Field &1 ‘ Choose 4 Fisld &1 | Chosse # Field & | Cheose # Field
Modify how the information isimported g s o oo SCormnall Arshein o -
d X ¢ : odylane  Brea
by Htl ng tWO 0pt|0ns. §7 b Bob Muscalo 624Fmtain Street  Costa Mesa CA 92604
b fim Repnolds 118 Brockhuzst Casta basa Ch 52608
g P Jack Rutan 4910 Glendale Costa Mesa. CA 92640
1 SetthetypeintheImport as Notes of g N | e B B .
type ed|t bOX &b Russ Greene 1099 E. DorothyL...  Fullexton ca 92695
' g? I Seott Litz. 448 Longriew Fullexton CA 92631
. . b Mary Matthaws W1EGuaham  HutingtmBeach  Ch 60
2 Click Define Note to create a g Witar ROBwM  Imicgls G s
.pe [ Seott TTE0 M Harbor ot ot Beach CA 92640
Note types specifically for the ¥ "

information you're importing.

3 Click Edit Note to edit existing Note types.

Set the Note fields that the information will Choose A Fe B | Choose A Fie d
be placed in. Assign each column of the 7 b Lisa R, Other Field...
table to a Note field. Choose a Field displays A b Kik Shelby

at the top of each column, along with a 7 b Bab R— = Note Tent
drop-down list of fields. B b Jim Reynolds 1183 Brookhusst

This creates fields to hold some imported
information but not add the fields to all Notes of that type.

For each column, you can:

m  Assigntheinformation in that column to afield in the chosen Note type.

m  Assign theinformation in that column to any other field with Other Field. The Other Field dialog
even contains a button that lets you define new fields while you're importing. This lets you
create custom Notes that match your imported information without changing the overall
definition of Notes of that type.

= Skip the column if you don’t want to import the information it contains.
Click OK.

The Notes are imported into the sel ected Topic. When a Topic Agent gathers Notes of that type, the
imported Notes are automatically gathered. See Auto-Gather Notes into a Topic on page 46.
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IMPORT MULTIPLE FIELDS INTO A SINGLE FIELD

Sometimes you may want to combine multiple columns of imported information into asingle Note
field. For example: Many calendar-oriented information management programs use separate fields for
date and timeinformation. WebArranger uses the combined Date/Time field type. Or perhaps you want to
use asingle address field in your People Notes, but you’ re importing information that has address infor-
mation stored in separate street, city, state, and zip code fields.

To combine multiple pieces of information into asingle field, choose the same field in multiple

import table columns. WebArranger combines the information from al the columns that have the
same field selected, with a space between them. Y ou can select any number of columnsto combineinto
asinglefield.

For Date/Time fields, WebArranger inserts spaces and the @ character between information from
separate columns. WebA rranger assumes you are only combining two columns, one for date
information and one for time.

IMPORT AND PERFORMANCE

WebArranger handlesinformation more efficiently when fields are part of a Note definition, as opposed
to when they are added only to a certain set of Notes. This normally isn't an issue when you're adding
individua fieldsto Notesin normal use. However, it can have an impact when you import large amounts
of information.

When you import an existing contact list, you may want to edit the People Note definition, or create
aNote definition for just the contacts you're importing — to match the fields you are importing —
rather than using the Other Field. This keeps your files smaller and allows WebArranger to perform
more efficiently.

EXPORT INFORMATION
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Export makes the information you manage in WebA rranger available to other applications, people, or
types of computers.

Export converts the Notes in a Topic or View into a specific text format, either structured or
unstructured. It stores the resulting text to afile on your disk. Export to share information with:
= other information manager programs
m databases
= word processors (to mail merge a contact list with aform letter)
= peoplewho don’t own a copy of WebArranger

Export operates on the contents of the current Topic or View. Since the Notes of any View can be
exported, it's easy to use WebArranger create a set of just those pieces you want to share.
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EXPORT

To export:

1 Switchtothe Topic or View you want to export.
2  Choose Export Topic/View in the File menu.

3 Set the name of the exported file and the text
format in the Export dialog.

FILE FORMATS

structured formats. These formats are listed in

Table 27.

+= DUF Editor bl I

Export view as:
Anarchie Bookmarks
Comma Delimited

B} working —Dale
T
Desktop
A

Mail Merge Cancel

Thefirst few export formats in the pop-up menu are || MNetscape 2.0 History File

Metscape Bookmarks

Tab Delimited

TAIL

Text, named fields

Texut, named fields (Unix)
Text, one 9 per field

Text, one 9 per field (Unix)
Text, one 9 per note

File Format Description

TAIL WebArranger’s special information language format. Use TAIL to
send Topics and Views to other WebArranger users, so they can
bring the information into another WebArranger Document with
Import or File Merge.

Tab Delimited A common file format. The contents of fields within a Note are

separated by tabs, while the Notes themselves are separated by
returns. When you choose Tab Delimited, only the top-level
Notes are exported.

Comma Delimited

A common file format. The contents of fields within a Note are
separated by commas, while the Notes themselves are
separated by returns. When you choose Comma Delimited, only
the top-level Notes are exported.

Mail Merge

A structured file format designed to help you create lists of
information to use with the mail merge feature of a word
processing program. The Mail Merge format is more
sophisticated than the Tab and Comma Delimited formats
because it exports the names and contents of the fields. This
allows word processing programs to ask you questions about
the mail merge procedure using the actual names of the fields
from your WebArranger Document.

Table 27 Export structured file formats

WebArranger
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The remaining formatsin the pop-up menu are all unstructured — they export the contents of your fields
as text with no embedded information about how to organize the text. These formats export all fields of

all Notes and Sub-Notes in the current Topic or View, and are listed in Table 28.

File Format
Text, one 1 per Note

Description

Concatenates the contents of all fields in a Note together, then inserts a
paragraph return. If you have paragraph returns within the contents of
your fields, like in a paragraph of text or a multi-line address, they appear
as well.

Text, one | per field

Exports the contents of each field onto its own line in the text file.

Text, one 1 per field
(UNIX)

Exports the contents of each field onto its own line but also limits the
number of characters on a line to 80. This is for compatibility with
computers that run or communicate with the UNIX operating system.

Text, named fields

Exports one field per line but precedes the contents of each field with

the name of the field, a colon, and a space. It also adds a blank

line between Notes. This format is useful when you want to use the
information in a WebArranger Topic or View on a computer that only
supports simple text editing. The field names make it easy to see the
structure of your information.

Text, named fields Same as Text, named fields except that lines are trimmed to 80
(UNIX) characters in length for compatibility with computers running UNIX.

Table 28 Export unstructured file formats

CONTROL WHAT GETS EXPORTED

If you have a Topic selected, or aView without atable header, Export sends all fields in each Note, even
any extrafieldsyou may have added to some Notes but not to others. Thisisusually not what you really
want. Most other programs can only import tab and comma delimited information if every entry in the

text fileisidentical.

To export aparticular set of fieldsfrom the Notesin aTopic, create a Table View of that Topic. Only the
fields displayed in the Table are exported. The Note fields not displayed are not exported. See Show

Table on page 90.

Thu, May 9, 1996 @ 11 :37 Ak Paople &

Om Company

Cornpany = First Narne & Last Mamne | EMail & Title &

E -1 Lamdseaping  Marviz Parter Prarter rmailks sraviz_p. Designer

ﬁ‘] e Coftware, Ine. Brad [ziemwel rmailte Brad_kie.. Develaper Contas
ﬁ‘] e Coftware, Ine. Ford [zand rmailto Fard_Goo.. President & CEO
Eﬂ I CE Coftware, Ine. Mick Frireeh 2t rmailto Maek_Rin.. Pradust Lire Ma.
ﬁ‘] P Thires Way Tie Steve Fortane Faomtane rrailtoskeve_fo.. Buger
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EXPORT WITH SAVE AS

You can also export information with the Save As in

the File menu and an export format. 5 DUF Editor ¥ |

[OLals = Dale

@ SUE.tif _
[OTems

B working

& working .tail T

Save this document as:

Arrange File v| I Save I
Arrange Template
TAIL File Cancel
L Texnt
File Format Description
WebArranger File The standard file format for WebArranger. Saving a copy of your file in

this format is the same as duplicating the file in the Finder. Reopening
a file saved in this format results in a Document that’s identical to

the original.
TAIL File Described in Table 28.
Text Exports your entire WebArranger Document as a simple text file that

can be read with any word processor. You can’t use Open to reopen an
WebArranger Document that's been saved as text, but you can import it
with Import. The resulting Document won'’t be the same as the one you
saved, because text files can’t contain the structural information that
WebArranger uses to organize Documents.

WebArranger Saves your WebArranger Document as a template file. Template files
Template are like stationery pads. You choose from a set of template files when
you use New to create a Document. Saving a file as a template lets you
extend the set of templates that WebArranger can use.

Table 29 Save As export file formats
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MANAGE MULTIPLE COPIES OF A DOCUMENT

Managing copies of files on multiple computers has always been difficult. It's hard to keep track of
which elements of afile have changed. Usually, you do all the tracking and bookkeeping yourself; the
computer seems to hardly help.

The popularity of portable computers, and of using more than one computer in general, has made this
amajor issue. The problem is most difficult for Personal Information Manager (PIM) users. PIMs
encourage you to manage hundreds or thousands of separate pieces of information in asinglefile. It's
usually not possible to remember what changed in which copy of thefile.

For example: Y ou have two copies of afile, one from your laptop and one from your desktop computer.
Each lists a different phone number for one of your contacts. |s the new number in the laptop’sfile or
the other computer’sfile? How can you tell which is the old number and which is the new?

FILE MERGE
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To solve this problem, WebArranger provides File Merge to help you manage multiple files by
combining two filesinto one.

Files are merged on a Note-by-Note basis. Every time you create a Note, WebArranger stores a special
registration code for that Note, and also stores the information in the Note's system fields. When
WebArranger merges two files, it uses all this information to make decisions about which copy of a
Note to use.

File Merge recognizes Notes that have been edited, new Notes, and Notes that have been deleted. If a
Note has been edited in both files, the Note with the more recent change is chosen.

To use the File Merge:

1 Make sure both WebArranger Document files are — Dale
visiblein the Finder. This may mean using file
sharing to look at files on another Macintosh, or
using AppleTalk Remote Access (ARA) to look at -
files on aremote Macintosh, or simply copying a [JTreasure Chest —
file from one machine to another via floppy disk. B Working 2 (_Cpen

& Working 2.tail
2 Open one copy of the file with WebArranger.

Usually, you'll open your Home Document for the
Macintosh you're running on.

3 Select File Merge in the File menu.

In the file chooser dialog, select the copy of the file to merge with.
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6

WebArranger then performs the merge. Depending upon how large the files are, this may take a
few moments.

After merging, thefile you originally opened in WebArranger contains the result of the merge with
the other copy. You can look through the file to make sure what you expected actually happened.
When you're satisfied, Save to complete the merge.

If the merge isn’t what you expected, select Revert to Saved in the File menu. This deletes the results
of the merge and returns your original file. For example: You selected the wrong file in the file
chooser dialog.

SYNCHRONIZE FILES

If you want to synchronize both copies of thefile after merging, copy the newly merged file back over to
the other Macintosh. Now you have identical copies of the file on each machine.

\ g
A‘\»

ity

TI1P: When you first use File Merge, it'sagood ideato work with a copy of your Document file. That
way, you can experiment without accidentally changing information.

MERGE MORE THAN TWO FILES
The file merge process described above works for any number of copies of aWebArranger

Document file.

1 Choose one copy of the file as the “accumulator” file.

2 UseFile Merge multiple times, each time merging with another copy of thefile.
3 When you're done, copy the new Document back over all the other copies.

MERGE TOPICS

File Merge normally merges entire Document files. File Merge also works with Document files saved in the
TAIL file format.

Since you can save individual Topics as stand-alone TAIL files with the Export Topic, you can merge
information on a Topic-by-Topic basis.

To merge two copies of aTopic:

1

g b~ W N

Open a Document that contains the Topic you want to merge.
Export the Topic to merge in TAIL format.

Close the Document.

Open the Document you want to merge the Topic into.

Select File Merge. Select the TAIL file that contains the Topic you exported.
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Thistechniqueis particularly helpful in workgroups whose members use common Topics. By exporting
and merging, multiple users can share the same Topic information.

Since File Merge is simultaneously using the contents of two files, it can use all the memory it can get. If

you find that File Merge takes longer than you'd like, increase the amount of memory allocated to
WebArranger in the Finder.
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CHAPTER 10: PRINTING

Putting information on paper makes it portable and easy to share with others. T
WebArranger’s View tools let you create custom Views for virtually any need. W

WebA rranger’s Print options combine the versatility of Views with the convenience of
printed output. See Chapter 5: Views, Tables & Calendars on page 72.

For information about printing labels, envelopes, and forms, see Chapter 7: Forms on page 123.

You specify the range of information you want to print — afew selected Notes, specific Views and
Topics, or your entire WebArranger Document.

To print a Document:

1 Sdect aprinter to use.

2 Choose Page Setup and specify the options.

3 Choose Print and specify the options. 3-P is a shortctt.

Once you've chosen a printer and specified the Page Setup, you can usually bypass these two steps
when printing.

SELECT A PRINTER

Before you can print, you must select a printer. To select a printer:
1 Choose Chooser desk accessory in the Chooser menu.

2  Select the printer in the dialog. The contents of the dialog vary depending upon your setup. For
more information on using the Chooser, refer to the manuals that came with your Macintosh.

PAGE SETUP

The options for Page Setup in the File menu include the size of the paper and the orientation of the image
on the page. Sometimes you need to change the orientation. For example: Y ou print on specia paper that
fitsin small organizer books.

The Page Setup dialog varies depending upon your printer. For more information on optionsin the

Page Setup dialog, refer to the manual that came with your printer and the manuals that came with
your Macintosh.
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PRINT OPTIONS DIALOG

You specify printing options SpeCificto [ =—=—————=—rrint options
WebArranger in the Print Options dialog.
The Print Options dialog specifies what Print Options
information to print, and how the Print the [Current Diew ~]
information islaid out on the page. Pl oneup 0
When you click OK, the standard . Two Up
Macintosh Print dialog displays. The i
dialog has four controls. » [Margins... ]
Compact (4.25 4 6.75)
Jr. Pocket (2,75 & 3]

PRINT SELECT'ON Use this option to print a = l]rganizer (5.5 # 8.5) table, print from a View
of that type. Portfolio (8.5 1 11) |

Shopping List

The Print the drop-down list offers sr. Pocket (3.75 # 6.75) fincel

three options: TriFold

m  Current Selection — Prints all Notes currently selected.

m  Current Topic — Printsall Notesin the current Topic or View. Current Topic is the default.
When you'rein aView, Current Topic changes to Current View in the menu.

»  Whole Document — Prints al Notes in the Document.

Option Action

Current Selection | Prints just the currently selected Notes.

Current Topic/ Prints all the information in the currently selected Topic or View. The name
Current View of this option changes depending upon whether a Topic or View is currently
selected in your Document.

Whole Document | Prints all the information in your Document.

Table 30 Print selection drop-down list options

You may use the Current View option most frequently. Table 31 lists some Views useful when printing.

View Tool ‘ Example
Filter View Print just the relevant Notes.
Sort View Print Notes in a specific order.
Table View Print Note information in table format for easy reference.
Calendar View (day) Print your appointments for a particular day, by full, half, or quarter
hour.
Calendar View (week) Print your appointments for a particular week, by day.
Calendar View (month) Print your appointments for a particular month, by day.

Table 31 Print options for Current View
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LAYOUT

The Layout drop-down list specifieshow ~ [E=———=——=—————= rrint options
the information is laid out on the page.
WebArranger contains alist of layout LNt AnLons
options for one, two, or four to a page. Print the [Current Uiew -]

o s Ltayout: (TN
For example: You're printing a week . :II-ZIIJI.?I"-II.II:;J

View. You can print one, two, or four
week Views per page. You can mix

= | Margins... ————

Compact (4.25 4 6.75)

and match Viewsto create custom Views. Jr. Pocket (2.75 1 5)
Comb| I’]I ng WebArranger’SV' aws Wlth Use this option to print a = l]rganiz_er (3.5 % 8.5) table, print from a Wiew
. of that type. Portfolio (8.5 1 11)
the Two Up, Four Up, and Organizer Shopping List
Binder printing options let you generate St Pocket (3.75 1 6.75). pncel
riro

almost any type of printed page you want

These layout options obey the landscape and portrait page orientation settings found in the
Print Settings dialog in the File menu. See Table 32.

For example: You're printing the Two Up layout option, and you select the landscape setting.

One up | Prints one page of information at full size on a single sheet of paper.

Two up Prints two pages of information, scaled to 50%, on a single sheet of paper.

Four up | Prints four pages of information, scaled to 25%, on a single sheet of paper.

Table 32 Print arrangement options

STANDARD ORGANIZER-SIZE PAGES
WebArranger supports the following standard organizer page sizes. Select a page size that corresponds

to the size of your organizer book.
s Compact (4.25 x 6.75)
m Jr. Pocket (2.75x 5)
m  Organizer (5.5x 8.5)
s Portfolio (8.5x 11)
m  Sr. Pocket 3.75 x 6.75

SHOPPING LIST

Shopping List prints asmall, narrow list that's perfect for carrying a shopping list or list of names
and numbers.
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TRIFOLD

Trifold prints three lists on a page. You can then fold the page in three for easy accessto

listed information.

HEADERS

Headers lets you set up headers and footers for

Choose Style

the Document.

Type information in the left, middle, and right
header boxes or into the left, middle, and right
footer boxes.

Choose a style:

Font: |Helvetica v| Default
Size: |0 Poimi v
Style: |Styles A

This iz some sample text

[ Cancel } [[

ok |

Or, click in aheader or footer space and click to

insert one or more Variables. The page number variable appears in the right footer field by default.

For example: You click in theleft header box and then click View Name. This prints the name of the View

in the upper left header of the printed page.

SELECT FORMATTING FOR HEADERS AND FOOTERS

Headers and Footers

Headers and Footers

Middle Header: Right Header:

Middle Footer: Right Footer:

| | | |[Page] |

1 Click Format.

2 Select the styleto apply to all
headers and footers. lleﬂ Header:

3 Click OK. Left Footer:

MARGINS |

Margins lets you set up margins variables:

around the selection you' re printing.

Every printer is different; use the

Doc
Marne

Long
Date

Page
Murn

Tapic
Marne

Short
Date

Wiew
User
Marne

Hour

[Furmat...] [ Cancel ][[

o

margin settings that work best with
your printer.

1 Click Margins to display the Print Margins dialog.

2 Typevaluesto specify |eft, right, top, and bottom margin.

3 Click OK.

168

Print Margins

Print Margins:
Left Margin: _I pixels.
Top Margin: l:l pixels.
Right Margin: l:l pixels.
Bottom Margin: l:l pixels.
[ Cancel ][[ 0K }]
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PRINT ITEM ICONS

This specifies if Note icons print to the
left of each Note on the page. When you
do not print Note icons, printed pages
look less busy. This may be helpful for
lists or tables comprised of Notes of the
same type.

PRINT OUTLINE LABELS

This checkbox specifiesif outline
numbering labels print to the left of
each Note on the page. Thisis useful
for printing formatted outlines of
your information.

Print Options

Print Options

Print the [Current Topic |

. EJ Print 1tem lcons
. [ Print Outline Labels

of that type.

Use this option to print a sirmple Tist of notes. To print a calendar or table, print from a View |

[ cancel || ok

)

PRINT FROM THE WEB SCHEDULE TOPIC

The Print Options dialog contains Include dates from pop-up menuswhen you' rein the Calendar View of the

Web Schedule Topic and you select Current View.

The Include dates from pop-up menus specify which dates from your calendar to print.

To print from the Calendar View of the

Web Schedule Topic:
1 Sdlect the Calendar View of the Web
Schedule Topic.

2  Select Printin the File menu to
display the Print Options dialog.

3 Select Current View.
Select alayout.

Select adate range from the Include
dates from pop-up menu.

6 Click OK.

WebArranger

Print Dptions

Print Options

Print the [Current Uiew -]

. EJ Print 1tem Icons

May 1996

SuM Tu % Th F Sa
12 3 4
s[El¥ 8 9 10 11
12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 3

. [ Print Outline Labe

* Include dates from: 3@ 4/29/96

This will print a calendar one week at a time. To print days
view into the desired mode first.

[ Cancel ][[ [1].4
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PRINT LABELS

170

The Labels option is available in Topicsand in al
Views except calendars. Before you can print onto a
label, select both aform and alabel template. See

Labels on page 131.

You can print any selection of information from

WebArranger onto labels:

1

2
3
4

Select the Topic, View, or set of Notes to print.

Select Print in the File menu.

Select an option in the Print the drop-down list.

Select Labels in the Layout
drop-down list.

Select aform in the Current
Form pop-up list.

Theform you select isused to lay out
the information from a single Note
onto asingle label. Make sure the
form you select fits onto the type of
label you want to print.

= Set up your own form. Select
New Form in the Current Form
menu. See Create a Form on
page 124.

Please select a Label Layout File:
<= DI Form Editor v
im Labels < — Dale
B
Desktop
o
Print Options
Print Options
Print the [Current T wew Form
* Layout: |—l Edit Form
« Current Form: Mo Form
« Current Label: | People-indeX cards Set Label...
People-Mailing Label
:
This will print the current ust select bath the form
for each note, and the label 1
((cancel || ok

m  Modify aform to fit onto alabel. Select the form in the Current Form menu and select Edit Form.
m  The Labels button displays a guide of standard label sizes.

Click Set Label to select alabel template.

WebArranger comes with a set of predefined label templates that correspond to the most popular
label layouts. You can use these, or modify them, or create your own label layouts.

A label template specifies the size of an individual label, the space between labels on a page, and
the number and position of labels on the page.

Select Edit to change the form.
Click OK.
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PRINT ENVELOPES

You can easily print envelopes with WebArranger. Depending on how your printer works with
envel opes, use either portrait or landscape mode.

Although you can print any selection of Notes onto an envel ope, the easiest way isto print aView where
all Notes appear at the top level. See Set Up aView to Display Forms on page 133.

To print information onto envelopes:

1

ga b~ W N

© 0 N O

10

Select the Topic, View, or set of Notes to print.

Select Print in the File menu.

Select the appropriate option in the Print the drop-down list.
Select Labels in the Layout drop-down list.

Select Envelope in the Current Form drop-down list. The envelope form is designed to lay out
information from a single Note on a business envel ope.

Select Edit Form in the Current Form drop-down list.

Customize the return address in the Envelope form. Click OK.
Click Set Label and select Envelope in the Labels Folder.

Click Open to select an envelope layout.

Click OK in the Print Options dialog.

See Print Forms on page 135.

WebArranger
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A
Addcolumn,Table ........... ... .. i 91
Addfield to aNote definition .................... 58
AddFieldtoaSingleNote ...................... 60
Addoreditfields ...........cciiiiiiiiiii 54
Advanced Filter ........... ... .. ... ... .. ... 81, 148
Advanced Find .......... .. ... 140
Advanced Find, At End drop-down List ........ 141
Directiondrop-down list .................... 141
Match drop-down list ....................... 142
Search drop-downlist ...................... 141
Select drop-down list ......... ... ... ... ... 142
Advanced Select ...l 148
Advanced Select dialog, Matching Notes ......... 154
Texteditbox .......... ... it 153
SelectonNotetype ..., 148
Advanced Sort ...... ... 89
Agents, Toolsmenu ..., 111
Alamdialog ......... i 25
Alarmonfield ........ ... ... 68
Alignmenu ... 129
Appointment Note ......... .. ... i, 20
AttachaFormtoaNotetype ................... 136
AttachAlarmtoNotes ........... ... ... ... ... 24
AttachingView ......... .. ... . L. 100
Auto-Gather NotesintoaTopic ................... 46
Auto-linkingtool .......... ... i 69
Automatic Notecollection ....................... 98
B
By day calendarformat ......................... 95
By Month calendar format ....................... 95
By week calendar format . ........... ... .. 95
By workday calendar format ..................... 95
C
Calendar Format ............ ... .. i, 95
Header ...... ... 94
Settings ... 94, 97
VIBW L 105
Carry forwardNotes .. ... 98
Change date/timefields ....................... 106
Monthsincalendar header ..................... 96
Pane ....... ... . 142
Penor Fill settings ......................... 131
Repeating Events ............. ... ... oot 108
Starttimeand duration ............... ... ..... 106
ChangedWebPages ................ccoiiiian.. 112
Checkbox fieldtype ......... ..ot 66
Choosethefieldtosorton ....................... 88
Clean Up "Changed Web Pages' Topic . .......... 111
CloseFilterdialog ..........ccoooiiiiiii... 81
CloseSelectdidog ...........ccovviiiinn... 148

WebArranger

CloseView ... 76
ColOr POP-UP vttt e 130
Contentsdisplayoptions ........................ 42
ContentsList ...t 41
ConvertNote . ... i 26
CreateaFolder .......... ...t 39
CreateaForm .......... ... .. ... it 124
Formwhileprinting .......... ... ... ....... 133
TOPIC « vttt 44
View that shows all Notesat top level .......... 135
Default Form whiledefiningaNote ............ 133
NotesinViews ............. ..., 103
Notes, Calendar View ....................... 105
Create or changefield definition .................. 54
Creator Namefield ............ ... .ot 71
Custom Summary Line ......................... 61
Customize NOteS . ... ..oiiii i 51
Cut,CopyandPaste ....................... 29, 133
D
DateCreated field ............ ... ... ... 71
Date Last Modified field ..................... 71,98
DatePreferences ..., 12
Date/time and Time-of-day fields ................ 151
Date/Timefieldtype ......... .. oo, 67
Date/timestamp ...........o i 12
Day List ... 95
Default Notetype . ..., 45
Default Summary Line ................ ..., 61
DefineFielddialog .............. ..o, 54
Defineimported information ................... 157
DefineNotedialog .............. ... 57
DeleteaFolder .......... ... .. i, 40
Note with Multiple Appearances .............. 104
TOPIC oot 46
NotesinViews .............iiiiiiiinnn.n. 104
RepeatingEvents .............. ... ... ... 108
SingleNote ... 36
VIO 77
All Noteappearances .............c.ccoovveinn. 37
Destinationbar .......... ... ... ... ... 29
DestroyNote ......... ..o, 37
DetachNotes ..., 35
Disable FormsinaView ....................... 136
Disable Summary Lines ....................... 135
Display filterresults ....................... 87,154
DisplayView ........ ... 75
Document Folder ............ ... ... ... 41
Document Preferences .......... ... 12
AUtO-Save . ... 12
BackUpAS ... o 13
FastSaves ... 12
Password ......... .. ... 13
RepeatingEvents ............ ... ... ... ... 108
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Downloadfolder ............. ... ... ... ... 8
Duplicate Note ..........coiviiiiiin, 35
Duplicate Views ..., 76
E
Editmenu ....................... 29, 33, 35, 36, 37
Edit Notes,calendar .......................... 105
Empty Trash . ... 36
EXpOrt ... 159
Fileformats ........... .. ... ... 159
Netscape Bookmarks ....................... 115
WithSaveAS .. oo e 161
F
FieldCatalog ..........coiiiiiiiii i 52
FieldSection .......... ... .. 57
Field choicecontrol ........................ 83, 149
Contentselement ................ccoiiiin... 127
Definitionlist ......... ... ... . 53
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