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Guided Tour & System Overview

TCM is ideally suited to both business and home use. Although it boasts many powerful features it is easy
to understand and use.

e TCM is ideal for filing household and personal documents such as bank statements, telephone bills,
receipts, guarantees, warranties and personal correspondence etc.

e With your scanner you can turn TCM into a virtual photo album- just scan in your photos and file them
in TCM and if you have a digital camera you can file the images directly into TCM provided your
camera supports file transfer.

e If you have children then TCM is invaluable: not only can you keep a record of their school reports, but
the children themselves can use TCM to file their homework, and will be able to remind themselves
when it is due. As they use TCM they will also learn how to organise themselves - essential for their
future careers.

e TCM is ideal for Students who want to keep records of course notes, hand-outs, photocopied
information and also copies of their own work.

e Collectors can use TCM to catalogue and annotate their collections e.g. video collections or audio CDs -
just scan in the covers, annotate, and file them away.

TCM can be used to efficiently keep records for any clubs or societies in exactly the same way as a
business would.

Using TCM Effectively.

In order to get the most out of TCM, it is recommended that you use it as it was intended; as a "Workflow
System". While it is perfectly possible just to use TCM as a simple filing system, you will get the most out
of the system if you take the time to enter your contacts and their details into TCM and then use it every
time you make contact with them. On the telephone, by E-mail, fax or letter, you will soon develop an
invaluable database of every call, every letter and every file connected with them.
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Your Filing System - The Move To Electronic Filing
The key to using TCM effectively is having the right filing structure. Before you start using TCM it is well
worth taking time to think about what your requirements for a filing system are and how these might
change in the future, then devising a system based along these lines. If your existing paper-based system
works well at the moment, it may be beneficial to simply transfer it onto your computer where it will work
more efficiently, carrying out a review as you do so. This method not only gains the benefits of a computer
filing system, but also personnel don't have to relearn a new system and it can be integrated into your
business with the minimum of disruption.

TCM - Document Management in Action.

Once you have decided on your filing system, and have created the necessary folders and subfolders, the
first step in using TCM in a business environment is to start filling these folders with the names and
addresses of your contacts. This way you can then scan in documents relating to them later on knowing that
you have folders ready to put them in, rather than have them sitting in your Document Pending File waiting
to be linked. This methodology provides you with the full power of TCM. TCM'’s flexibility, however,
means that you can store any kind of document or Windows type file simply by linking to a folder.

TCM - Contact Management Made Easy

Once you have entered your contacts into TCM, you are now ready to call them and you are prepared if
they call you. To get the most out of the TCM telephone call module and our Template Technology, you
should, again, think what your business requirements are. If your company makes or receives a lot of calls
of a similar nature then you will known what sort of topics are covered and the responses which are made.
To take an example: If your company sells widgets and you do a lot of telesales, then your main responses
when calling somebody will probably fall into a number of categories:- either they will be interested, they
will not be interested, or they will already have widgets. Once you have worked out the responses, then you
can create a Template with these responses on it so that all you have to do is to press a Template button to
record the appropriate comment, this will save you time, and make the logging of calls easier to follow.
Two default templates are pre-installed with TCM, which you can use or edit to suit your requirements or
you can create new Templates with the Template Wizard.



Contact Management

TCM keeps track of all your incoming and outgoing telephone calls. Before you start your call, click on the
outgoing call button and search for the contact. Now when you start your call to the contact you will have
all their earlier correspondence in front of you. The information you will see on screen will be the last item
linked to the contact, be it a telephone call, scanned image, word-processed document, spreadsheet, etc. To
move through the earlier correspondence click on the drop down list and choose the item you wish to view
on screen.
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Once you have started talking to the contact make notes in the area provided at the bottom of the screen. In
the example above you can see that a document that has been linked to the contact you are calling, appears

in the call screen.
If you ensure that you make a record of all your calls, then when you are not sure about what the contact

said, you will have a record of the conversation that you can always refer to.



Electronic Filing

TCM has a very powerful and easy to use electronic filing system. The concept is that all files and
documents pass through a pending tray and then through the Linking process into the Main Filing system.

When you have chosen which item in a pending tray you wish to link and have clicked the Link option you
wish to use you will be taken to the linking screen.

In the main area of the linking screen you will see the image you are about to link, at the bottom of the
linking screen you will see space to annotate the item before it is linked.
Note: if you are linking a document, spreadsheet, etc you will see the filing properties for the file instead.
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Document Management

To keep a track of any of your documents that you create on your computer save them directly into the
‘Work Files’ tray. When the document is finished you can then link that document to the contact it is
intended for. To link the document, click on the Work Files pending tray button on the toolbar. A list of
items in the Work Files pending tray should now appear in the right hand window. From the box in the
lower left hand window you now make the choice of what item/s you wish to link. To link all the items
(one at a time) choose the ‘Link all” option, to link just one document, highlight the item you wish to link
and then choose the ‘Link one” option.
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To view the document you wish to link, just double click on the document in the pending tray that holds the
item you wish to view. The application the document was created in will open up and show the document
on screen.
Any documents that you scanned in to TCM will appear in the scans pending tray. You can view these as
thumbnails by clicking on the thumbnail button on the filing system taskbar or as a full screen image by
double clicking on the item in the scans pending tray. If you are already viewing the items in the Scans
pending tray as thumbnails just double click on the thumbnail to see a larger image (Note: You can zoom in
and out of the image by moving the slider bar left and right on the zoom control bar).

To view the image as a thumbnail double click on the larger image. You can print the document from this
large view by clicking on the button showing the printer, located above the zoom control bar.

To get the most out of TCM always store your computer files in the Work File pending tray, and then once
the document is finished, link it to the correct contact.



Installation

Before installing TCM make sure that your computer system meets the minimum specification to run TCM.

Microsoft Windows 98/NT4 or 2000

Pentium P166 or higher processor

32 Megabytes Ram (64Mb or higher recommended)

15 — 120 Megabytes available Hard disk space (depending on TCM system packages)
Mouse Required

CD ROM Drive Required

Internet Browser

Scanner (optional)

Before proceeding with the installation close down all running applications. Place the TCM CD into your
CD ROM drive.

Click on the ‘Start’ button and from the menu that appears select the ‘Run’ option.

In the run prompt box enter:

X:\setup
Where ‘X’ is the letter for your CD ROM drive.
Click on the OK button that will have become available.

Follow the instructions that appear on screen, take your time to read the instructions to reduce the
possibility of problems later during the installation of TCM.

Once the installation is complete you will be offered the chance to register your product on our web site, by
telephone or e-mail. You must register your copy of TCM to ensure you receive technical support.
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Network Installation

Basic Installation Information

When you install TCM on a network, you need to make sure that all the necessary library files are installed
and registered on every workstation that is going to use the TCM program. Library files are system DLL’s
and OCX’s which need to be present on each workstation if Windows is running locally.

Network administrators often have network utilities that are able to deploy an application onto the
workstations without the need to visit each machine in turn. If you have such a utility, it should be able to
install TCM without any problems as TCM does not use any proprietary installation techniques — the
installation program is based on Microsoft routines. If you do not have the ability to do this, read on!

The simplest way to install TCM on a network is to manually copy the entire CD onto the server, and then
run the setup routine from this copy. This will allow you to visit each workstation in turn (if necessary) and
install the program from a central location. The alternative is to visit each workstation with the TCM CD.
When you are prompted for the target directory, you can either install the program locally, or elsewhere on
the server. Installing back to the server is the better solution, because it makes upgrading the program easier
when there is only one file to update. Similarly, when the setup routine prompts you for the target of the
TCM filing system, you should point it back to the server data drive where you intend to store your
electronic filing system.

However, if you have notebook or portable computers for your workstation machines, you should install
the program to the machines hard disk so that you can use the system when you are disconnected from the
server.

Notes

The TCM program does not lock itself exclusively for a single user access, so a copy of the program on the
server can be used by multiple users. TCM does lock some files during certain operations, such as when
adding to the main index. In these instances, the program will make several attempts to access the locked
file before reporting the problem, during which time the file may have unlocked. TCM keeps file locking
down to a minimum to avoid these problems.
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Administrator Privileges

Pending trays

One of the special privileges available to the TCM administrator is the ability to check each user’s pending
trays to make sure that the work allocated to them is being done. This option is only available to the
administrator, and only if the system is configured so that the users have their own personal pending trays.
Configuring the system in this way is described below.

When you set the filing and pending tray paths in TCM, you need to be aware that these settings are global
— every user will see the same paths when they use the system. In the case of pending trays, this presents a
problem — each user will want to see the contents of their own pending tray and no one else’s. This is
especially true of the Work Files pending tray, where users should be encouraged to store word-processed
documents, spreadsheets and so on, which they then take the responsibility of linking to the relevant
contact.

Global Pending Trays

If your workstations don’t have local hard disks, or you don’t want users to have access to local drives, then
you must configure your pending trays to point to the server. If your system is configured in such a way
that each user has a private area on the server which is accessed via a common drive letter (drive U, for
example), then you can set the pending trays to look at a subdirectory of this drive (E.g. “u: \TCM
Paths\Pending Work Files”). Each user will then have a private pending tray.

As for a local pending tray configuration, the administrator can now log on and view the contents of each
pending tray, provided that his computer has drive mappings to each U drive folder. For example, mapping
the administrator’s drive F to u: \users\ frank will allow the administrator to view Frank’s pending
tray. Once again, this imposes an artificial restriction of 26 possible connections on the administrator’s
machine.

Tip: If you use Microsoft Word or Excel, you can configure them to save new documents into the TCM
pending tray as the default folder. This option is accessed via Tools / Options / File Locations

Local Pending Trays

You can configure TCM to look at the local hard disk on every workstation for the pending tray files. This
allows each user to save their work locally and then link it into the system, without the complication of
seeing everyone else’s pending files. Of course, you can configure the system so that some pending trays
are local (such as Work Files and Internet Pages), and others are global (such as Scanned Images) by
specifying local drives or network drives for the pending tray paths.

To create a system whereby each user can save files locally, you need to create pending tray folders on
each local hard disk and make sure that they have the same name on every machine. For example,
“c:\TCM Paths\Pending Work Files”.You can then set the Work Files pending tray in TCM to
look at this path, and because the setting will be adopted by every user it will point to every local hard disk.

The administrator can now log on and view the contents of each local pending tray, provided that his
computer has drive mappings to each user’s machine on the network. TCM polls through each mapped
drive in turn, and if it finds a local pending tray on that machine it will display the name of the user for that
computer and allow the administrator to view the contents of the pending tray on that machine. Because
TCM requires each machine to be mapped with an individual drive letter, this imposes an artificial
restriction of 26 possible connections (A to Z) on the administrator’s machine.



TCM

The TCM main screen areas are:

Menu bar

Gives you access to all the
functions available within
TCM

o (6318 1] || 8, o316 |93 01| i

Taskbar

Here you will find the buttons to access
the individual modules in TCM and
also the buttons to start the TCM
Wizards.

e by which you st Iz not » hetkey.

This area of the status bar
displays information that is
relevant to the module you
are using.
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This area of the status bar shows
you the date and time in your native
country as well as other countries
around the world whose time you
have chosen to display. Double-
click on the clock to choose the
countries of your choice.
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Creating New Users

The TCM administrator is the only person who can create new TCM users. To create a new user, log on as
the administrator and enter the administrators password, if you have given the administrator one (highly
recommended), and click on the OK button.

TCM Log On

/Pﬁ% Setting: IWDrks‘tatinn or Docked j
b

% Log on as: [ELUETR 8 AT

Paszwoard: I(nu password required)
Quit | Ok I

Once logged into TCM click on the ‘File’ option from the TCM menu bar and select ‘Setup’. When the
Setup screen appears select the ‘Administrative’ option and then click on the ‘Users’ tab. Click on the
‘New user’ button and when the ‘Add a new user’ box appears enter the new TCM users name. Once you
have entered the new user you will have to select the TCM settings for the new user. Using the ‘User
attributes’ drop list select the item that you want to setup for the new TCM user and alter the settings for
that item if they need changing. For example if you want to give the new TCM user the rights to delete
TCM folders select the ‘Can delete folders’ option from the ‘User attributes’ drop list. The new TCM user
name will appear along with the other TCM users on your system. To the right of the user name you will
see the word ‘False’ this means that at present the new TCM user doesn’t have the rights to delete any
TCM folders. To give the new user the rights double click on the word ‘False’ and it will change to ‘True’.
The user will now have the rights to delete folders from the TCM filing screen.

Setup : Administrative

Customization ‘\ﬂ Uszer attributes: | Can delete folders j
Database \

Inclexing \

Joh folders ‘\ Adminiztrator True

P ——— Anne Grace False

ST TISlas \ Billy Brease False

Shared choices \ Biok Green Falze

Uszers \ Eric Paxo False

RS ‘\ Maintenance Contracts  False

Stuart Kirk ﬂ_

S
B e \LI Tony Rust True

Users
Select a user sttribute in order to
edit that attribute for all users.

Mote: Changes made in this
section will affect all TCM users.

Mesw uzer Delete user |

(o34 | Cancel

Deleting a TCM user

To delete a TCM user highlight the TCM user that you want to delete in the Setup\Administrative\Users
screen and click on the ‘Delete user’ button. A box will appear asking you to confirm that you want to
delete the user you have selected. Click on the “Yes’ button to confirm, click the ‘No’ button to keep the
user. Please note that you cannot delete the ‘Administrator’.
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TCM Menu Bar

File
This menu gives you access to the TCM settings menu, for more information on the settings menu see the
TCM Setup Options manual. You can also log off as the current user from this menu.

Edit
Use this menu to relocate folders within the TCM Filing tree.

Display

Here you select between the Standard and Advanced display modes and choose which items you want to
see on screen. Options to view on screen are the ‘Toolbar’, ‘Status bar’ and ‘Filter bar‘. If you are in the
telephone call screen or linking screen you will also have access to the ‘“Template’ option from the menu.
Note: If you switch display modes you will need to restart TCM.

Wizards

This menu gives you access to the wizards that make TCM easy to use, check out the ‘Wizards’
instructions for details of each wizard. The ‘Wizards’ available in TCM are the ‘Import Wizard’, ‘Scanning
Wizard’ and the ‘Template Wizard’. Other Wizards are available to complement TCM, see your local
supplier for more details.

Tools

The Tools menu gives you access to components that will keep TCM running efficiently. There are
Validate, Compress To-Do databases and Backup tools to look after your data. There is also a utility that
allows you to check the current version numbers of the TCM files you have installed on your system.

Window
From here you can open the various modules and also switch between the different modules if you have
more than one module open.

Help
This menu option gives you access to the on-line help and Internet help.
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Modules (available from the TCM Taskbar)
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Filing System

Click on this icon to open the Filing System. Opening the Filing System will show the TCM
Filing Tree and also the Filing Tree toolbar which gives you access to the TCM pending
trays.

Incoming Call
This icon is for incoming calls. As soon as your telephone rings click on this icon. You will
be able to view the contact’s earlier communication and review it on screen as you talk.

Outgoing Call
Click here when you want to call a contact. Have all your earlier correspondence and phone
call notes with your contact on screen while you talk to them.

Notes
Click here to open the ‘General notes’ screen. Use the drop list to select to open the General
notes, Meeting minutes notes or telephone call screens.

Diary
By clicking this icon you gain access to the diary. In the diary you will see all telephone calls,
documents linked, and reminders entered for each day.

To-Do list
Click on this icon to create new To-Do’s and to manage your TCM To-Do and Customer
service management To-Do lists.

E-mail
Click on this icon to view the TCM E-mailer. The E-mailer is used for send and receiving,
and crating new e-mails. See the E-mail manual for more information.

Tables
Use this icon to view various TCM data in table format.

Search

Clicking here will bring up the search screen. Enter at least two characters from the contacts
name and then click on the green traffic light or press the enter key on your keyboard to start
the search.

On-hold puzzle

The On-hold puzzle is a ‘sliding tile’ game which you can amuse yourself with while waiting
for the contact to answer your call.

You can change the picture on the tiles by right clicking on the empty tile space and choosing
a new picture from the menu.

Website Administration
Click this icon to upload your published TCM internet pages to your web site.

Quick new contact
Click this icon to quickly add a new contact to your TCM system.



Wizards
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Import Wizard

This wizard takes the pain out of importing your existing database into TCM. If you already use a
contact manager then we have also made it easier for you to import your data. Please refer to the
Import Wizard manual for detailed instructions about importing your database data.

Scanning Wizard

Use this wizard to help you scan in any documents, magazine clippings, photos, school reports
etc. For a detailed run through of the scanning wizard please refer to the Scanning Wizard
manual.

Template Wizard

Create your New Template quickly and easily with the Template Wizard. This wizard will save
you time and money when you are making calls to your contacts. Refer to the Template Wizard
manual for detailed instructions.



Filing Screen

Click on this button # to open the TCM filing screen.
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This is the filing This area is for viewing the
system toolbar. contents of the folder that is
highlighted in the left window.

] ning B3 TR a0 EN TAR
[ Comantry st {100) Ty TR 22800011341 Notes on Notes
) e oy ke

Ty TR MECO0N 1908 More onreperts
By TR A0 1TET et

= e (1)
= B TR AN 1515 ForecestsValdate

(= Al e G (32
EhGamelet (102) TR TIECON RS E: TCM Down (o)

t TR 20BG001 2126 E-mail

s TR J2EO0091003  RefX): HELP HEFDEDVATH TCM PROGRAM
Br TR D0 0T That report | was runag

(=) - Callned Arschrw Grooen o Agl Progects | 2]

\4

T TR B0 1422 Celled Andrew Groom s Apt Prejects Lid re: o rephy on main line.

3R DGO0T 14T Dar Code Readers - Tor PC's, Mac's snd Terminats - Trom G76.001

L

Name: Apt Projacts Lid
Account manager 4

Phiong: DH2T BISI03 Hesd Office
DUFT 72523 Hasd Office
BB00 393143 Froephone

] Ty Bust (1) WMET BPSI05 (no comment)

D427 075151 ISDN

D427 993899 (no commiant)

(Contacts:
asdmin

Jill Pags
Mark Jones
= bt

Fax: DU2T BISIM. Fax Head Office

Head Offic 78 High St Belon, Doncaster, § Yorkshire, DH3 NS, United Kingdom

E-mait admin@apiprojects.com (no camment) A

]

sew | &3/% || o[ ] 21" |[eq oo [ [t |
The kery wehich you et plessnd is not o bol-bery

This area of the filing screen
shows all the folders in the filing
tree. When you expand a folder a
black line will appear showing
above it the path to the folders
that you can see below the black
line.

Mzt [ [Localtm 1105108

Here you will see the details for the company,
contact or asset that is highlighted in the left
window. If you click on an item in the
company, contact or asset folder you will see
the whole telephone, e-mail or service
management call message, scanned document
or information about a document or
spreadsheet.
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Filing System Toolbar

@ Main Filing Tree
This icon gives you access to the main filing tree.

ﬁ Archive
Click on this icon to view the daily archive folder

Document Pending Trays
This icon gives you access to the various pending trays where your files are stored before they are linked.
The arrow to the right of the icon drops a list showing the various pending trays. These are Scanned
Images, Faxes, Publishing, Internet Pages, Work Files, Mail-merge, Overlays, Video and Voice, and New
Contacts.

07 88 1 & New Folder buttons

From these buttons you create the five different types of folder that are available in TCM. The five types of
folder available are Normal, Company, Family, Contact and Asset folders. These buttons are available
when you highlight a filing cabinet or folder in the filing tree.

3 EI Sharing and Include buttons
Use these buttons when you want to share or include the items from one folder in the filing tree with
another folder. Available when you highlight a folder in the filing tree.

@ Company/Contact Details
This is where you view or edit the details of a Company, Family or Contact.

aan

i View image button
This button allows you to see Tiff/Bmp/Jpeg/Fxr and Fxd images in a folder as thumbnails.
When you click on this button you will be taken to the Image Window which will show all the images as
thumbnails.

M Unlink options

If you make a mistake when linking a file and need to unlink the item from a folder or contact, first locate
the folder or contact where the item was mistakenly linked and then click on the above button from the
toolbar. In the lower left window a panel will appear with two buttons. To unlink one item, highlight the
item you wish to unlink and then click on the ‘Unlink one’ button. To unlink everything in the folder click
on the ‘Unlink all’ button. When you unlink an item from a folder, the unlinked item is placed back into
the “Work Files’ pending tray from where you are able to link the item again.

@ Print

When an item or selections of items have been highlighted in a TCM folder use this button to print the
item(s) out.

SB |@A|'@ || i || IT':I‘|'LFI ||e;|.|é:| ||ﬂ|ﬁ ||@|@| Agplynowl Filters
You will see the ‘Filter’ buttons in the lower left corner of the main TCM program screen. You can use
these to filter out items from a contacts folder that is highlighted in the filing screen or diary page.
You select the items you want to see by depressing each button in turn by single clicking on a filter button
with the left mouse button. When you have chosen the items that you want to view click on the ‘Apply
now’ button.
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TCM Filing Basics

TCM makes full use of the Windows filing system for storing your data, rather than holding everything in
one large data file. This has several advantages:

e Less prone to data corruption
e Easier to do selective backups
e Enables archiving of old data

To achieve this system, TCM relies on the folder structure in Windows being correct because it uses the
actual folder names like fields in a database. When you create a new folder in TCM, it is allocated a unique
folder number based on the folder number immediately before it in the hierarchy.

In the example above you can see the folder hierarchy in action.

Each folder ends with a reference number; a filing reference of sorts.

|C:\Filing System |

——{\Customers [1] |
——\Resellers [2] |
\Ms. Cox [2-1-1] |

Each folder in the tree must have a unique number for the system to work, and the folders must retain their
hierarchical structure with the correct numbering. If you wish, you can specify the reference numbers at the
time you create the folders, and have your TCM electronic filing system mirror your existing paper-based
system.

For this reason it is not possible to move folders around using Explorer, because the hierarchical nature
of the numbering system will be broken. The Relocate feature in TCM will perform any folder movements
that you may want to do, and alter the filing references and index accordingly.
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Moving Folders

No matter how well you plan your filing system at the outset, you will probably need to move contacts and
companies between folders at some stage. A typical example would be in a sales environment, where a lead
may be entered into the filing system as a prospect, then moved into a folder for customers once a sale has
been achieved.

It is important that you resist the temptation to move contacts around in Explorer. Although this seems like
a natural operation given the folder-based nature of the TCM database, it will corrupt the folder reference
hierarchy. In the example below, Mr. Kirk has been moved into the ABC Computers Company using
Explorer, and you can see that his filing reference number (1-3) has not changed to (2-1-2). This will cause
problems for TCM, which locates folders using the parent — child relationship of the folders.

If you perform the same operation using TCM’s relocate feature, it will automatically renumber the folder
and update the index to reflect this change. The relocation function also takes care of any sub-folders that
may exist within the folder being moved.

[C:\Filing System ]

—————{\Customers [1] |

—————{\Mr. Groom [1-1] |
L {Ws. Aniston [1-2] |
] \Resellers [2] ]

\ABC Computers [2-1] |
—————{\Ms. Cox [2-1-1] |
L——\Mr. Kirk [1-3] |

The relocate feature is available when you right-click on a folder in the TCM Filing Cabinet screen. The
Relocate (Cut) feature identifies the folder to be moved. You then right-click on the target folder and
choose Relocate (Paste). After TCM has established that pasting the folders into the specified target will
not exceed the maximum folder length set by Windows, it will perform the relocation.
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Moving the Entire Filing System

If you need to relocate the entire filing system onto a different drive, for example, you do not need to use
TCM for this. You can simply copy the entire filing tree using Explorer. The only proviso is that you must
move the entire tree, and you must move it into a subdirectory of the target drive — not the root. You should
also check that the target location will hold the entire tree to its furthest branch, which will by definition
have the longest folder name. For example:

C:\Filing System\Customers [1]\United Kingdom [1-1]\North England [1-1-1\ABC [1-1-1-1] ...

The entire filing path shown above must be less than 255 characters in total, which is the limit imposed by
Windows on a file path. Copying this folder into a target called D:\Public\Technical Support\Filing System
may cause a problem because it has a longer name than the source folder (C:\Filing System).

After moving the filing tree, you only need to change the filing path in TCM so that it is looking at the new
source. There is no need to rebuild the Index file because the Index works on the filing reference numbers,
rather than specific drive and path names.

As a general rule, if you are using Explorer you should not do anything to the filing system which could
disrupt the order of the filing references. It is best to use TCM for all folder operations, including renaming
folders, because it checks new folder names for length and validity before making changes to the system,
which Windows does not do.

Important
e Do not try to include Windows folders within the TCM filing structure by copying with Explorer

or other such utilities.
e Only form folders within TCM with the TCM New Folder buttons.
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Create a new folder

To create a normal folder

Click on the Filing System button ﬁ on the Filing taskbar.

In the filing tree choose where you want the folder to appear and then click on the g button from the

filing system toolbar.

The Add a New Folder box will appear on screen.

Enter the Name for the
New Folder in the space
provided.

Create in: filing
The new folder filing

reference number will be
automatically generated.

Falder number: |4? < (If you want to give the

folder a new reference
.o |52 number, just delete the
number already in the box
and enter your own number
taking care not to duplicate
any number already used in
the filing system.)

Falder name: ICnurrtry list x

QK Cancel

Tick this option box if you want to create
more than one folder. Enter the range of
folder numbers in the two boxes provided.
In the above example 5 new folders will
be created. The folders will all appear with
the same name. To rename a folder, single
click on the folder with the right mouse
button. From the pop-up menu choose the
‘Folder properties’ option.
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To create a Company/Family Folder...

Choose where you want the Company/Family Folder to appear in the filing tree and then click on the
button for the correct folder type you require. The Company/Family Details screen will appear.

@ Company Folder
@ Family Folder

Enter the name for the Company/Family in the box provided and then click on the + button to enter the
address. To add telephone, fax, etc numbers click on the ‘Phone/Fax/E-mail’ tab. To enter the names of
contacts at the company or family click on the one of the white boxes that shows <Name>. The ‘details’
box will now change to let you enter the new contact’s details. When you have finished entering all the
details click on the ‘OK’ button. Although there are only 3 <Name> boxes on the initial details screen,
more New Contacts can be added by bringing the company/family folder details on screen again. You will
see that there are now another 3 spaces to add contact names.

Crganisation | Assets | Company details |Glasgnw credits | Page 3 | Page 4 | Bruce's page | Pages | <4 »

Nane: | eystem Haraware L1a < Fill in the spaces
| Account ravarencg-“ > provided Wlth the
Credtimi: [ sccourt Manager Company/Famlly
User defined & Sage@account no, l— !
Comments: = Details
|
Addresses IFhunefFaxtErrra =oels | Aesonmted Wik | Cth here to enter
Heag otce | Phone, Fax numbers
Buldng [Fechnoiony Houss ﬂ and E-mail addresses
Roadt | [High Street
District |Bronston -
‘ Town: |[Doncaster
County: | |South Yorkshire
= — Courtry |[United Kingdom ~ Posteode: | [pHe 1HS EJ
Click the OK button to save Click this button to add
the details you have entered address details for the
for the new company or new Company / Family

family.
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Company Assets

To enter company asset details click on the ‘Assets’ tab. Select the type of asset from the ‘Category list’
and then fill in the details for the new asset that you are entering. Once you have entered the details for the
asset click on the ‘OK’ button to save the details you have entered or fill in the details for other assets that

you want to enter.

Enter the details for
the asset in the boxes
provided.

ore) | venicie Detaits | TEIEphnnEjAﬂX'\s page | viv 4| ¥

1N IFujilsu / \

Select the Asset
category here.

Organisation  Assets | Assel details

Personal computers -

Moste\ [Mitienium Pro \
Serial no \Eznzzzswﬂu i
Photocopiers
Category: | [Personal compul Warranty starts: |1 Jun 2001
| Warranty: ‘ Bronze Expires: |[31 may 2002
(L) A Maint. Contr . no Mairt. Cortr. starts:
Job folder Mairt. Cantr. expires:
e Adhesses | Phone {Fax (E-mall | Assets | ssseciated with... |
Head Office |
Software licenc Building +
Road: | |78 High Street f
District: | [Betton J
Survey | Town: | [Doncaster ‘
=l Caurty: |[South Yorkshire|
Courtry | L Postcode: | [0Hg 14 ﬂ
OK Cancel
Any other assets will be If the asset is located at
listed here. another address then fill in

the address details here. To
enter an address for the
asset click on the + button.
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To create a Contact Folder...(for a single contact)

Choose where you want the Contact folder to appear in the filing tree and then click on the g button and
the Contact Details screen will appear

Fill in the spaces provided
with the Contact’s Details.

Organisation |Assets| At work |At nome | Ackount degaiis | Paz | o3 | Fad | Pos | Pos | Pa7 4

Full name: | [Mr ristine Stocks
User defined 1: | lho\

Userdefined [ Userdefined ||
Department: |

Jub e ||

Comments:

|
-]

Addresses  Phone /Fax /E-mail | sssets | Associsted wit...|

@ 023 3732 8737 (no commernt) +
35 023 3732 7838 (no comment)
& 07797 453 192 (no comment}
% christine@btconnect.com (no comment)
(no comment)

™ www.snappy-sharks.net

Humber: Iwww.snapw—sharks.neﬂ

OK Cancel Comment: | (N0 comment) |

Use this button to delete
When you are
a phone number or

finished click the .
OK button. Er;l;ll address from the



To create an Asset Folder
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Choose where you want the Asset folder to appear in the filing tree and then click on the & button and the

New Asset details screen will appear

Crganisation  Assets |

Personal computers

0K Cancel

Enter the new asset details
in the spaces provided

A3set details |(mDrEJI wehicle Detils | Telaphong Systems | Boyis page | vie 4| ¥

Make: IAXW Computers
Maclel INiIrn 932 512 XP Pro *
Serial no. | [220008432222-XC
Categary. lm Wigrranty starts: lW
arranty. l(;uld— Expires: W
Mairt. Cantr. no. l— Mazint. Cortr. starts: l—
Job folder: l— Mgint. Contr. expires: l—

Acdesses | phone (Fax fEmal | Assets | Associsted with.. |

Head Office I
Builcling: ll
Road: |[1232 Chelmarsh Avenue
District: ﬂ
| Town: | [Scunthorpe k
Courty: | [South Humbergide

Courtry: | | United Kingdumj Paostcocle: | DH6 3LY =7
\

\

Enter the address where
the asset is located here
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Choosing a folder in the Filing list

Either, Search (Page 35) for the name of the folder you are trying to locate
or, move through the filing tree by double clicking on folders until you locate the folder you want.

[Rioaot)

TCH Main Files
Country list [100)
UK [44000)

Above this line shown
shows the filing path to
the folder that is
immediately below the

4 Jine

E.ﬁpt Projects Ltd [1]

Search for a contact...

Click on the J button on the TCM taskbar, which will bring up the search box.

In the Find box type
the name of the
contact you wish to
search for.

These buttons allow
you to search on the
TCM fields that you
have built indexes
for. Select which
field to search on
by single clicking

——Gem-’ur: [ane Hobbs] g
Lookin: | & Mame Pastcods |  Phone/Fax/Email
€ User-defined L | ©  Asset serialno. | Town
(e Jabtitle | € Department | Cauntry
Make | Warranky | Category

A HE &5 E

BN

Click this button or press the
enter key on your keyboard to
start the search. This button
will only become available once
you have typed a search string
into the search box.
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Search box toolbar

Simple Browse Favourites New Contact
Search
@&@% LS E \évv\
Back Advanced Recent Indexing
(moves through Search Searches Properties

previous searches)

When the search results are returned the first contact in the list will be highlighted in red. If this contact is
the one you are searching for press the enter key or single click on their name with the left mouse button. If
the contact name you require is further down the list move the mouse pointer over the contacts name so that
it is highlighted and then single click on the left mouse button. At the bottom of the ‘Find information’ box
you will see how many items were found in the TCM database from the search string that you entered. If
there are too many names it is probably best to ’Refine’ the list of contact names found. To do this type
another search string into the ’Refine’ box that will have appeared and then click on the button to the right
of the "Refine’ box or press the enter key on your keyboard. The *Refined’ list will appear at the top of the
results separated from the earlier results list by a black bar.

Click on the ‘Favourites’ icon to search for the
contacts you access a lot. (To add a contact to
the favourites list, do a normal search then
right click on the contact. Choose ‘Send to
Favourites’ from the menu that appears.)

£33 M=
S QXA EE | A-GE-
Search for: IE gl
Search ‘reﬁne’ bOX. Lookin: | & Name Pastcade | ¢ Phone/Fax/Email
Enter a text Strlng here  User-defined 1 | ©  Asset serialno. | © Town
[ Job title | € Department | Country
to Shorten your results (ol Make | € warranty | Categary
list. neandgl |
@Jane Caiger-Smith RGTETH [10100-24€) i
[=)Jane Curtis ITEvents Ltd (100-44000-900-45-4.5)
[=)Jane Dixon COA [135--3:208-1)

Single click with the left
mouse button on the
relevant name in the
search results box when it
appears.

(=) Jane Echevarria
[=)Jane Echevarria
(=] Jane Everett
(=) Jane Harrison
(=] Jane Hobson
(=) Jane Hofmeyr
[=]Jane Kimpton
(=] Jane Kirk

(=) Jane Lister

(=) Jane Lloyd

Airjet Travel Lt [134-141-202-1)

Arjet Travel Ltd [135-14-202-1)

The Learning Campany ({10-44000-10
Unnamed [135-7-2-1-183)

Erarclays Bank Pl &raal
Independent Schaols
LU28AF [74743)
OMGILT (10900-1554)

Maiway Packaging Grbup [135-6-3-62-2)

FR&CLimited (135-33-153-1)

ssaciation of Southern Aica (1543

0-2:2) J

|Found 62 hit(s). Searchtime: 01515 Tratfic: 14 4KB

4

This is the filing reference that
you can use to build a hard-
copy filing system that will
match your TCM electronic
filing system



Write a letter

To write a letter to a contact in your TCM database, first of all search for the contact using the TCM search

facility, once the results have appeared single click on the contacts name. Once you are at the contacts
folder single click with the right mouse button on the contacts name. From the pop-up menu choose the
“Write a letter’ option

The “write a letter’ screen will appear (See image below)
The top box of the ‘Write a letter’ screen will show the Contacts address, if the contact has more than one

address, click on the down arrow to the right of the address box and from the drop down list choose the
address where you want to send the letter. Select the letter you want to use and then click the OK button.

All the contacts addresses The letter you select from
will be shown in this drop the letter list box will be
list. shown here.
To: |78 High St, BLon, Doncaster, S Yorkshire, DH9 1HS, United Kingdom J
[Head Office) T

Company-wwide letters | Departmental lstters | My letters

«EMAIL_4DDRESS -
ASP trials e-mail 4 627 bytes

Believe it (2)-TCM Report 9,351 bytes Dear TCH User,

Believe it (2)-TCM Report Co 9 B6S bytes

Believe it (2)-TCM Report no job 10.0KB Share your database

Believe it (4) - Folder-TCM Co 9,129 bytes J iniernationally with Internet TCM.
Believe it (4) - Folder-TCM no job Q535 bytes o e s,

Believe it (4) - Folder-TCM 9159 bytes et 5
yne i
9,974 bytes Synchronization just died.
8,806 bytes 1T are nomr mery close to finalicing o Biterret
9,381 bytes rersice, of TCM ard frorite evuqairies from thiose
9,264 bytes orgarisations which hamre offices af more than
9971 bytes oae location, or who hure homesrorkers or
10,078 bytes trore Ll perscaize]l who need to share your
- - C . mair database.
- Review try 9,351 bytes j

ATith TCH 4000 nroitg omer the temet mmd LI

Ok | Cancel |
Any existing letters that The folder where the
you have created will letter will be created
appear here. will be shown here.

You will see two options available for creating your letter:

. Use the Microsoft® Word® letter wizard (if available)
. Use this Mail-Merge document

The first option, if available, will start Microsoft® Word® and will automatically start the letter wizard.
For more information on using the letter wizard refer to the Microsoft® Word® help file.

The second option allows you to create a new letter, or use an existing one if you have created any
previously. To create a new letter you must have a word processing package installed on your system,
examples of these are Microsoft® Word®, Lotus® WordPro, Corel® WordPerfect, etc.
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To use your word processing package to create/edit your letter, choose the ‘Create a new Mail Merge
document’ by single clicking on it with the left mouse button. Click on the ‘Use this editor’ box to place a
tick in the box, next click on the button showing the folder and locate your word processing packages ‘exe’
file. If you are using Microsoft® Word® the ‘exe’ file you are looking for is ‘Winword.exe’.

The ‘Create in’ folder box shows the folder where the letter you are creating will be saved. You can create
the file in, either your TCM Work Files Pending Tray or the Contacts folder.

When you chosen your word processing package click on the ’OK’ button, this will start your word
processing package running with a letter that you can edit. To insert field names from the TCM database
into the document, click on the ’Insert Merge Field’ button that you will find on the Microsoft® Word®
Mail Merge toolbar. If you can not see the Mail Merge toolbar, click on the *View’ option from the
Microsoft® Word® toolbar, on the menu that appears move your mouse pointer over the ‘“Toolbars’ option,
another menu will appear, from this menu click with the left mouse button on the ‘Mail Merge’ option. The
Mail Merge toolbar should now appear.

Insert the merge fields that you require into your document and enter the text for the letter. Once your letter
has been created you will need to save the letter in your TCM\System\Letters folder. You can make
Microsoft® Word® do this by default by changing the *Default working folder’ path.

To change the ‘Default working folder’ path search the Microsoft® Word® help file. The letter that you
create must be saved as a ‘Rich Text Format (.rtf) file. When you save your letter give it a descriptive name
so that if you want to use the letter at a later date you will have some idea of the letters content.

Once you have saved your letter into the TCM\System\Letters folder your letter will always be available to
send to other contacts from your TCM database, or for use with the TCM Marketing Module that is
available separately. The “Write a Letter’ screen will close down. Go back into TCM and then right click
on the contact that you want to send the letter that you have just created to. In the existing letters box on the
‘Write a letter’ screen you will see the letter that you have just created. Highlight the existing letter by
single clicking on it with the left mouse button, the letter will appear in the letter preview box, click on the
‘OK” button and the letter will have been created. You will find the letter in the folder that was shown in
the ‘Create letter in’ box.
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Important information

When you have created you master document, you must save it as an “.rtf” file. The reason for this is
because the ‘rich text format’ is a widely used document standard.

The rich text format standard supports the following features:

Tabs

Hanging indents

Different font styles

Font formatting i.e. Bold, italics, underlined
Font colours

Images, as long as they appear on their own line

To save your document as an “.rtf” file in Microsoft® Word®, click on the ‘File’ option from the menu bar
as click on the ‘Save As...” option. The ‘Save As’ box will appear (see below).

Save As [ 7]
Save in: I 3 My Documents j | r:‘i(l El
MHame | Size | Type | Modified | | Save I
() My Pictures Falder 1Z{01f1999 10025
Cancel |
Options... |
Save Version, .. |
File name: |Dac1 rtf ;I
Save as bype:  |Rich Text Format (*.rtf) E
Text Only with Line Breaks (*.kxt) -
MS-D0OS Text (*.kxe) |
M=-D0S Text with Line Breaks (*, bt

[Rich Text Farmat (+. vty
Unicade Text {*.bxt)
wiord 4.0 For the Macintosh {*.mow) o

Give the master document a distinctive name so it will be easier to recognise what the master document
refers to at a later date, and from the ‘Save as type:” drop list choose the ‘Rich Text Format (*.rtf)” option.
Before clicking on the ‘Save’ button make sure the path to where the file is to be saved is pointing to your
‘TCM\System\Letters’ folder. If you don’t save the master document to this folder, when you come to
select the master document for the merge you will not see it in the list of documents available to use. Once
you have set the path to where the master document will be saved and given the document a distinctive
name click on the ‘Save’ button.
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Microsoft® Word® 7 (Office 95 users)

If you are a Microsoft® Word® version 7 (Office 95) user you will experience problems when you try to
use the “.rtf” document that you have created. The reason for this as that the .rtf document is unable to
merge with the data source that contains that field data. This is a know problem with .rtf” files created in
Word® version 7 (Office 95).

To get around this problem there are two possible solutions:

e Upgrade to the Microsoft® Office 97 or later

e or, when you want to ‘write a letter’ to a contact from your TCM database, in the File\Setup\ Write
a letter screen, untick the box that has the words *Use this word-processor for writing letters’ to
the right of it if it is ticked.

Setup : Write a letter

:: Step back \:’ Use this word-processor for writing letters:
’—r Ho editor selected * EI
Company-wide letters | Departmental letters | My letters
5 ASP trials e-mail 4 627 bytes d _@I
Wirite a letter Believe it (2)-TCM Report 2,051 bytes
wwhen you werite letters in TCW Believe it (2)-TCM Report Co 9 565 bytes ﬂ
OU 2N USE your favourite Believe it (2)-TCM Report no job 10.0KB
word processor, which you Believe it () - Folder-TCM Co 9,129 bytes il
needto set here. twill then Believe it (4} - Folder-TCM no job 9,535 bytes -
open automatically when you go Believe it () - Folder-TCM 9,158 bytes
to write & letter. If you do not Believe it (5)-TCM Update 9,974 bytes
select 8 word-processor, your Believe it (5)-TCM Update co 8508 bytes
letter will still be created but you Believe it (5)-TCM Update no job 9,381 bytes
will have ta open f manuslly if Believe it - Filing co 9,284 bytes
you wart to edt it. Believe it - Filing no job 9,971 bytes
Believe it - Filing 10,078 bytes
Believe it - Review try 9,351 bytes
Believe it 1 Feb 2000 134KB ha|

Cancel |

Make sure that the *Use this word-processor for writing letters’ box is not ticked and then click on the
‘OK” button. The document that you have chosen to create will be stored in the folder which is shown in
the ‘Create letter in‘ box, this will be either your ‘TCM Work Files‘ pending tray or the contact’s folder,
you can choose where to create the letter by clicking on the drop down list arrow to the right of the ‘Create
letter in‘ box. Once your letter has been created you can view it by going back into TCM and locating the
letter in the folder or pending tray where the letter was created. To view the letter double click on it with
the left mouse button, this will start up Microsoft® Word® and display the letter that you have just created.



Printing from a contacts folder

To print a single item from a contacts folder, first highlight the item by single clicking on it with the left
mouse button. Next click on the printer icon from the Filing System Toolbar. The item that you have
selected to print is sent to your printer.

If you want to print more than one item from a contact ’s folder there are two ways of selecting the items
you wish to print.

To choose a selection of items, single click with the
left mouse button on the first item you wish to print,
then whilst holding down the *Shift’ key on your
keyboard, single click with the left mouse button on
the last item that you want to print. The items that you
have selected to print with be shown highlighted in
blue

7 The big job of the day is to complete the Spai

dummy For try user 1

Can you please check that we have the lates]

TCM will display the total number of items that you
have chosen to print, and also a break down of each
individual type of item.

You will also see the Time period for the items that
you have selected to print.

Portfolio Selection
16 item(s) selected:
3 Phonecalls In
11 Phonecalls Out

i To select individual items to print, single click on the
S— first item to print with the left mouse button and whilst

20 September 1998 20:28:54 to
04 December 1995 19:09:50

holding down the *Ctrl’ button click on any other
items in the contacts folder that you wish to print.

Again, the individual items that you
select will be highlighted in blue,
You will also see the total number of

Portfolio Selection
13 iternis) selected:
3 Phonecalls In
4 Phonecalls Out

items you have selected to print and 1 Lefters In
also the individual number of each g:ﬂ:ﬁ: ﬂ“
item selected. The time period for the 1 E-Mails Cut
selected items will also be shown. : o
Time period:

13 February 19958 13:57.39 t0
21 January 1939 17:12:29

Once you have made your selections click on the printer icon from the Filing System Toolbar. The Print
option screen will appear.

%, Piint options for the 7 selected item(s) The Print Options screen shows what options are
-~ TPont available when printing out the items you have
A selected items selected to print out form TCM.

Summary page
Continuity
[ Piint Phorecalls on separate pages

Frint Letters on separate pages

Print E-mails on separate pages

[ Piint Images an separate pages
Settings

O Piint marker pages far unsupported items
[ Print in reverse order [most-recent event first]

Print tor EPSON Stylus COLOR 1520

Print |

Properties Cancel |

The options include printing a summary page of the
items being printed, Printing the various TCM events
such as Phone calls, Letters, E-mails, and Images on
separate pages

Click on the ‘Properties’ button to select the printer
that you want to use for printing out the document.



Image Viewer
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To view an image (BMP, TIFF, JPEG, FXR and FXD. ) from a pending tray or a contact folder in the TCM

filing tree, double click on the image with the left mouse button. The Image Viewer will appear showing

the image you double clicked on in the folder or pending tray (See below).

i Image Viewer - 834_7010.TIF

Ml ES|

12

o ¥ B & ¥ B

%4 “-...Losing productivily on | a{]
%‘%J ‘Vour eemputer system? i q{o’{j

L .

YOU DON'T NEED FASTER COMPUTERS
YOU NEED FASTER PEOPLE!

Woris it out for yourself....

Addltienal preductlvity from flve computer users costing cnly £6 per hour, for 4 hours per day
at 80% computer usage and currently keybearding at 12 wpm (60 characters per minute) when
incrsasing to 20, 30 and 40 wpm fallowing training with Fingers for Windows Typing Tutor.
Learn to Type...
.after all,
you learnt to write... ‘ 450
T

Productivity Gain Per Week for 5 Users

400 |

50 ] 336

conn —

* s streds

i

L Al H-'E\’~ﬁ‘|‘E*%EE&GD\%'WQ:%M@ﬁ

o

Use the scroll bars to the right and bottom of the Image viewer screen to see the areas of the image that are

off screen.

If you are in a contacts folder in the Filing screen or Telephone call screen click on this button il

The Image viewer will open showing thumbnails for all the compatible images in the contacts folder. To

view any of the thumbnails full size single click on the image you wish to view with the left mouse button.

To view another image full size, single click again on the relevant image with the left mouse button or,

alternatively use the cursor keys on your keyboard to move through the other images in the contacts folder.

Note: Tiff images must not be LZW compressed. This type of image requires a special licence from

UNISYS.



The image below shows the Image viewer showing two columns of thumbnails. With the thumbnail the
user has chosen to view shown in the main viewing area.

E

729 7213

720_5303

F20_5101

R e = E R PR el s e Ry R

Up to 100% grants availablj
Training before 31° March

for qualifying businesses*.

Get your business ready for the cha
compelitive mark
Tcarm how ta:

* Systemise your working practices for ti
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Image Viewer Toolbar

u Viewing History

When you have viewed a number of images in the contacts folder or pending tray use these buttons to
return quickly to a previously viewed image and also to see which images you have viewed already in the
folder or pending tray.

@ H|+ H'- il E' T lﬁ‘ T Thumbnail Controls

This group of 6 buttons allow you to control how the image thumbnail buttons are displayed.
From left to right the buttons are:

Switch thumbnails on or off

Add another column of thumbnail images (Maximum is 3 columns)

Remove a column of thumbnail images

Swap sides moves the thumbnails to the left or right of the screen.

Thumbnail size (Large, Medium, Small)

Sort thumbnails (Name, Type, Date)

Image manipulation controls

These buttons allow you to alter the appearance of the image you are viewing.
From left to right the buttons are:

Image Enhancement allows you to see the image you are viewing clearer
Rotate the Image 90 clockwise

Negative Image

Mirror Image Vertically (Flips the image you are viewing)

Mirror Image Horizontally (Reverses the image you are viewing)

Alter the Brightness of the image you are viewing

Alter the Contrast of the image you are viewing

EARY. E Image Viewing Controls

This group of 4 buttons allow you to view the image you are viewing of screen in different ways.
From left to right the buttons allow you to:

View the Image (Fit to width, Fit to screen, Original size 100%)

Grab Hand allows you to grab the image and move it up and down the page to view the areas of the image
that are off screen.

Magnifier zooms into an area of the image you have selected

Fixed Region Magnifier when this option is selected any area you have chosen to zoom into on an image
will apply to any other image you choose to view in the folder or pending tray you are viewing.

o | @ % Miscellaneous options

Undo allows you to undo a alteration to an image by 1 level.

Save the image that you have altered

Print the image you are currently viewing

Fax allows you to fax the image to a TCM contact. You need Winfax v9.0 or higher for this to work.

All the above items are activated by single clicking on the relevant icon with the left mouse button.



38
Making or Receiving a telephone call...

sty Choose this icon from the Taskbar if you have an incoming call.
g Choose this icon if you want to make an outgoing call, or choose the contact in the filing list,

right-click and choose the ‘Call now’ option from the pop-up menu.

This will then bring up the telephone call screen. When making an out-going call, choose the contacts
telephone number and then click the connect button to start your conversation and the call timer.

The duration of the
telephone call is
shown here.

This is where the
contact’s name is
shown.

This button gives
you access to the
contact’s details.

@ Incon ing call i =[S}

Action

'ﬂ & |rieto. | reary.. | [t Projects Lt This box shows
g"[%]smm Kirk
E = |éj 2662001 10:31  Mail-Merge Test the laSt Call_ or
g j | document linked
8 are your database internationally with Internet TOM +Workflow Systermn

to the contact
you are speaking
to.

just died

k are now very close to finalising aur Intemet version of TCM and invite enguiries fram those arganisations which have offices at mare than one location,
orfwho have horewarkers or travelling personnel who need to share your main database

th TCM 4000 running over the Internet and all Users able to share the same data and interact with each other then your problems with synchronisation
arp over; you deal with real information in real time!

No cnmtact/Te\ephnne

THe TCM program and your data are kept on a secure server which is managed by one of the world's top ASPs (Application Serice Providers) which
legres you free to simply use TCM and not have to worry about the server or the network, all you need is a telephone connection, modem and an Intemet
brpwser with Citrix Client software.

1

This drop list

Irrfagine, if you have an office in Manchester, you could be online to the same database, diaries and To Do lists in real time as your colleagues in Londan, «|

iy gives you access
T R e _iele sl * to all the contacts
| thade the pitch, and a decision is expected on. Hang Up J ||
Ffonesall scheduled for Stuart Kirk: Tue 2 Oct 316pr| EJ i at a company.

=

>

,

f

This button is
used for launching
the application
that created the
document shown.

Press the Template
buttons for easy
entry of messages.

Use this group of
buttons to move through
all the contact’s earlier
correspondence
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Telephone Call Screen Toolbar

R M Ee

Click this icon to ‘Start the call’

Use this icon to ‘Schedule a return call’ to a TCM contact

Click on this icon to ‘Schedule a to-do task’

Use this icon to ‘End the current telephone call’

Click this icon to create a sales forecast. See the Forecaster manual for more details.

This icon is for creating a Customer Service Management call. See the ‘Customer Service
Management’ manual for more details.

| il

m‘@

&

j IEI j Use these drop down menus to select the style and size of font used
in the telephone call screen ‘Notes’ window.

Use this icon to select the colour for the text in the telephone call screen *Notes” window.

These three icons are for altering the style of the font used in the telephone call screen
‘Notes’ window. From left to right the buttons are Bold, /zalic, and Underlined.

Click this icon to create and select the Templates that you want to appear around the Telephone
Call screen.
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Schedule a call back...

To reschedule a call back click on the reschedule button that you will see on the Telephone Call screen
Toolbar and the linking screen.

Choose the time

eriod for the Choose the name of the
Eall back from person the call-back is Full d
months to scheduled for here. ull screen mode

Schedule a I @ Ph}bqacall j for ISluall Kirk j | :

With: I[:hlisline Whews 3'
Corrment; ICdII Christine Matthews at M atthews Electricals :j
Relative to Thii 31 Aug 9:25New Styart Kirk's diary |

125 Ne[7]e ]9 [10]1n]12] months

|n...|1|2|3|4|5|3\ 7 [ 8 ]9 [10] weeks

On.. | This [[Next | | 5u | Mo

= we | Th | i | 5a |

ca (121 23 l4[sTs|7]e]a]ro]nn]am
’_Y2|1|2|3|4|5|B|?|8|9|1D|11|...pm
|00 |:05 |-10 |15 |-20|:25 |30 |:40 |45 50 |

1 2]alals s 78 ]+]00]s%]sn]sx] hous

|1 ]2 ]5[10]15]20]25]30 |35 [40 |45 |50 |.minues

5

=

LCancel | Wk |

Click here to see the diary of the
TCM user the call back is being
scheduled for.



Schedule a call back... continued

To set a call back reminder click on the button to the left of the ’Cancel’ button and from the menu that
appears select the time for when the reminder is to appear.

Call back =]

Schedule a I £5 Phonecall j far ISluall Kirk j sl
itk IEhlisline Matthews Ql
Comment: ICaII Christine Matthews at Matthews Electricals :jl

Relative to Fri1 Sep 12:54pm | Wienw Stuart Kirk's diary I

m.[1[2]3]a]s 6|78 ]9 10]nn]12]n Atthetine |>
1 minute before

nol1 234567 ]e]9]10] meeks

n..| This [Newt | [ Su [Mo [ Tu [we [ Th | Fi [ sa | T .
18 minutes before
ca {121 [2 |3 [a]s [6]7]8]9 [10[11 Lo noubetoe

[2]+ [2[a a5 s]v]e]]10]n mopmmmn

o

(One day befare
Twio days before
Three days before
Faur days before —
Five days before
One week before

T Two weeks before
e o |

[-00 [:05 [:10]:15 |20 |25 [ 30 [:40 |45 |50 |

=3

123 als |78 |+[00]%]nu[x]

=3

|1 ]2 ][5 [10]15]20]25]30 35 404550 | .«

Click this button to
set a reminder for
your call back.

When you reschedule a call-back for another user of the TCM system the ‘Phonecall” appointment will
appear in their diary.

Note: The event reminders will only pop-up if you have the TCM CEfile program running.
You can check to see if the TCM CEfile is running by checking the Windows system tray.

(ﬂ-ﬁ@lﬂﬁ— If you can see this icon then the TCM

CEfile program is running.
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New Contact from the telephone call screen

If you receive a call from a contact that doesn’t exist in your filing system, and you have opened the
Incoming Call screen, you can enter their details without closing the call screen down.

Do a search for their name to make sure the contact doesn’t exist in your filing system, if the search shows
the message ‘No matches found’ or the contact doesn’t appear in the results for the search click on the
‘New Contact* button.

* Find information : x| . L.
R = Click on this icon to open
sear . [EIE0EY | the ‘New Contact’ details
Lackin | & Mame € Postcode |  PhonejFax/Email screen.
" User-defined 1 | ¢ Asset serialno. | Town
e Jobkitle | ©  Department | Country
(ol Make | € Warranty | Category
[=]John Harker Citigroup (165-1538-15-63-1) -
[=]John Harman Foyal Mail (10100-503-1)
lohn Harris Archbishops Holgate © OFE School [135-11-344-1)
john Hardwick Imago ASP Systems (510-23.5.2-3)
John Harrison Global Technologies [135-3-1142-1)
lohn Harrison JGHartison & SonsLtd (195-3-4-26-1)
E%]John Hargreaves Bent Solicitars i Sons (105-1-3)
Found 7 hits). Search time: 015 Traffic: 30 6B i
The ‘New Contact’ screen will appear, - .
the information you can enter into the s i o Hurorcuih
¢ > ] Company
New contact” screen will QGpend on ot [
what options you have set in the e
‘File\Setup\Quick new contact’ screen. B
L3
Rt
Enter the details for the contact and e A
. . Cand:
when you have finished click on the | —
‘Create’ button to save the contacts s
. . hone
details. You will then find yourself back ot |
at the call screen where you can make a e
d of the call il s
record o . —r—1

Enter the details for the contact and when you have finished click on the ‘Create’ button to save the
contacts details. You will then find yourself back at the call screen where you can make a record of the call
for the new contact.
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Relocating a New Contact or Folder

When you create a New Contact from the telephone call screen, a new folder is created for the contact and
placed in the ‘New Contacts’ pending tray. Once you have finished the call you can move them to the
correct folder in the filing tree.
From the ‘Pending Tray’ drop list, on the filing system toolbar, select the ‘New Contacts’ option.
e From the list of new contacts highlight the contact that you wish to move by single clicking with the
left mouse button on the contact’s folder.

e From the ‘Edit’ menu select the ‘Relocate (Cut)’ option.

e Now go into the filing system tree and locate the folder where you wish to place the new contact’s
folder.

o Highlight the folder of your choice by single clicking with the left mouse button on the folder and then
choose the ‘Relocate here (Paste)’ option from the ‘Edit” menu. (Do not rush the program. On the left
side of the status bar you will see details of how the relocation is progressing.)

e The contact’s folder should now appear in the filing tree where you placed it.
(Note: If the contact’s folder doesn’t appear in the filing tree, single click with the right hand mouse button

on the folder in the filing tree where you placed your ‘New Contact’ folder and choose the ‘Refresh’ option
from the pop-up menu.)
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Adding a Contact to an existing Company

To add a contact to an existing company in the TCM filing system, first do a search in the filing system for
the company where the ‘New Contact’ works. When the company name appears in the search list, single
click with the left mouse button on the company name. The company folder will appear in the filing system
tree. Highlight the company name and then bring up the company details by clicking on the Company
details button that you will find on the filing system toolbar.

When the company details appear on screen you will see spaces that contain the words <New Contact>. If
you click on one of the spaces you can enter the details for the new contact at the company.

Organisation | fassets |

Atwork|Athome|Accoumde1ans|sz |Pos | Pos |Pos |Pos | ra7 o] 2]

Apt Projects Ltd

100-44000-1

T | T st 5toc

admin

100-44000-1-11

100-44000-1-32

| User defined 1: “

100-44000-1-16

Mark Jones

100-44000-1-34

.. marketing

100-44000-1-10

Paul Santon

100-44000-1-15

Robin Davis

100-44000-1-4

sales

100-44000-1-9

Stuart Kirk

100-44000-1-14

100-44000-1-12

User defined 2: User defined 3 I—
Department: |
| dob tte: |[Finance Dirdctor
Commerts: =
El

100-44000-1-1

Addresses | Phone JFax iE-mail | Assets | mssaciated with...

Head Office |

Buiiding +
Road: | |78 High St 5
District: | |Befton

| Town

Courty: (|8 Yorkshire

OK

Cancel |

Click on one of the
<Name> spaces to enter and any other details in the
a new company contact. spaces provided.

Country: || United Kingdumj Postcade: | [DHS 1HS £

Enter the new contacts Name

You can also add a new company contact from the telephone call screen by clicking on the contact details
button on the contact name drop list.

& Incoming call

7

istory | Fiieto... | Moty

5,)|| E¥snarewcroo —

o F@ TR 112920

Ihjections

|E:{tensi|:|n line enga

This will bring up the company details screen. Again you will
see spaces provided to add a new contact. When you have
finished entering the contacts details click on the ‘OK’ button.
You will then find yourself back at the telephone call screen
with the new contact’s name appearing in the contacts name
box.



Add a Diary Event...

Click on the ‘Diary’ button from the TCM task bar, which will bring up the main diary screen.

Name of the TCM user Dairy page of the day
whose diary you are you are currently

Diary calendars . L
viewing viewing

il |
Wed 20 Jun -

[Prosantation with Mick Hayne from County Technalogy A

SiReceived a call from James Yeo re: Interested tin remat;

Rncaived a call froem Jamns Voo re: Inbarested tn remote ek ing 1

) |
€4 E-mad re; R Lik Wwin Pk Wked fo Pl Copeman = |
0 Eamed v Thoaeks ek Yo St Hiek

(1 St o s s il copreman - i i Lk weth Pl
) Forsdvm R ket § dukrura

1 Sant an e madto sasi re: Re: R 1aR1
o s Jocwt pe: 1

Called Andrew Groom at Apt Projacts Ltd re: New HA bit| '

Called Javad Akhtar at Astroid Computers Ltd re: He will

11
a1

Called Noals De Kack at Tech-niGus ro: Ho is at the Dur|
gmﬂl\lﬂﬂ a call from Javed Akhtar at Astrosd Computers

0 Eomrec AE: TEM o Woricfiow System Survey inked 1o ¢
B3 Sert an e-mad b Frobert Curzon-Jones re: Your letter
B3 Sent an e-mad o Stuet Crigor re: Fie: RE: TOM « Workfi.

T L T per e —p = = T T

(B9 S s el s Coevies Marster o e e evnds in TOM 1~ " et — P— — "
(B3 St o a1 Fos oo i el i AN, bm fam Lzpm Im el T
21 St o5 g 1o o ot v it e [SUTiTIENY Of Wednesday 20 Jun @l
s Sent an emsits Ieakans re TEM + WorkTow & A0 itemis): =
0 (ot receeed fon] Derus Master 18: Grvng up... HFmamcets —
2} E-mad et ty D] Mates re: Goving . i =
04 E-mast mert Iy Ested Brave re: REQUEST - CAPE IT B 12 E.mats -
3 E-mal merd by Bob Bremen re: TOM3 DE-mals ot =
£}, Eurved seed by Simsfgabion Mbewnari re: TEM V3 FEFon 1 =
€ .o v frenf Hormetms: pn TOM 73 BCFcrmad S
1 .o et by el o 1CM 3 FCFoaml Summy
G et by P Bnkce Jones re: Survey

=
Documents and E-mails When you click on an event in

linked during the day the diary page the details of
will appear in this list. that event will appear here.
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To create a new event, right click on a time slot in the diary page and from the pop-up menu select ‘New
appointment’.

Set the time and date Select the TCM user
Select the type of . . . .
. for the diary event in the diary event is for
diary event here
these two boxes. here

Appointment properties

Appaintment | Recurnenge I I

Type: | &' Phonecall j for: | Stuart Kirk j

it IChlisline Matthews 3'
*
o g

Meszage: ICaII Christine Matthews at Matthews Electricals

Begins [Thu, 31 August 2000 ¥ [10:50 & =

Privacy: I Public [wizible to everyone] j

Choose a reminder for
the diary event from
this box

Reminders: At the time

O 1 minute before < i. —

O 2 minutes befare
O 5 minutes befare =

Showe as:

L4

Lancel | Ok |

Once you have finished you will see the New Event in the diary of the person the appointment was made
for.

If the diary event is a recurring event click on the ‘Recurrence’ tab. Select if the recurrence is a Daily,
Weekly, Monthly, or Annual event and set the options as appropriate for the recurring event.

Appointment properties =]

™ Create a recuring Note starting from 31 August 2000

Draily | Wieekly I Monthl_l,ll Annually I

& Evern day

© Every |2 days

€ Every working day [Mon, Tue, “Wed, Thu, Fri]

& End after |5|] QCouEnces

[lazt entry will be around 20 October 2000)

£ Endby [31 August 2001

LCancel | i |

Now set the time period for the recurring event. You can choose to end the recurring event after a number
of occurrences or select an actual date for the recurring event to end by clicking on the icon to the right of
the date box. Once you have set-up your recurring event click on the OK button. The diary will now be
populated with the recurring event.
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Backing-Up your TCM data

To back-up your TCM data you need to be logged on as the Administrator. Once logged on to TCM as the
Administrator click on the *Tools’ option from the TCM menu bar and from the drop down menu that
appears choose the ‘Backup/Restore’ option.

Choose the items that you want to be backed-up from the list, items that you choose to be backed-up will
have a tick in the box to the left of the item name. Once you have chosen the items you want to be backed-
up click on the button showing the folder to set the path to where the backed-up data is to be saved. Once
you have selected the folder where the backed-up data will be saved click on the ‘Start’” button to begin the
backing-up process.

Backup / Restore data |

| Restore I

elect the types of files which you want to back-up...

Uszer files [Diaries, E-mails etc.] -
Sharedfile

Templates

Index file

Letters [Mail-tMerge source dacs)

AFEi

flllllil-‘sl-‘ Filnn IC rmarbe irnmmme Aemairnminka ~be \LI

Click here to set the path
EH_ to the folder where the
back-up will be saved.

Back up the data inta:

Items that can be backed-up:
User files

Shared file

Template file

Index file

Other back-up options (Only one of these options):
All data files (Events, Images, Documents, etc.)
Events Only (Notes and Annotations)

Contact Details Only (Company and Contact Details)
File Info Only (System Information Files)

Note: Backed up files are exact copies of the originals and no special restorative function is required.
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Frequently Asked Question’s

Q. How do I Import an existing database?
A. See the Import Wizard instruction manual for instructions on how to import an existing database.

Q. How do I create a new folder?
A. This manual gives details on creating the various types of folders available within TCM. See the chapter
on ‘Create a new folder’

Q. How do I Scan in an image?
A. See the Scanning Wizard manual for instructions on how to scan in any images into TCM.

Q. How do I link items from the pending trays?
A. This is covered in the Scanning Wizard instructions.

Q. How do I Create a New Template?
A. The ‘New Template Wizard’ guide will give you details on how to create a New Template for use in
TCM.

Q. How do I Set-up and edit a New Template?
A. The ‘New Template Wizard’ guide will show you how to ‘set-up’ your new template for use in TCM

Q. I have received a Telephone call from a new contact, how do I enter the new contact from the Call
screen?

A. Click on the ‘New’ button that appears in the find information box.

Enter the contact’s details as normal then click on the ‘OK’ button when finished. You should now find
yourself back in the telephone call screen with the new contact’s name showing in the ‘contacts name’ box.

Q. Where are the new contacts stored when created on the call screen?

A. ‘New Contacts’ are stored by default in the New Contacts pending tray. This is accessible from the
filing screen.

Folders in pending trays are not indexed until incorporated within the Main Filing tree. You can change the
path so that New Contacts entered in this way are stored in a folder in the Main Filing tree and are
automatically indexed.

Q. How can I make it easier to save my word processor files in theWork Files pending tray.
A. Set the file ‘Save to’ path in your word processor, or other applications, to the Work Files path. In Word
or Excel, click Tools/Options/File locations.

Q. How do I move a new contact into the filing tree?
A. By using the relocate (cut) and relocate here (paste) options from the ‘Edit’ menu. See the ‘Quick Start
Guide’ for more instructions.

Q. How do I view scanned items in the pending tray as thumbnails?
A. Click on this button on the Filing system toolbar, click again to view items in a list.

Q. What is the daily archive for?
A. The daily archive makes a record of all documents linked each day.

Q. Is it safe to throw away correspondence once it has been scanned into TCM?
A. We suggest that you keep anything that is important filed away. Certain types of documents are required
by law to be kept for specific periods of time.

Q. How do I view a Word processed document, Spreadsheet, or Graphic file within TCM before
linking it?

A Click on the view button that you will see on the linking screen, the application with which the file is
associated will start and show the item on screen.
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Q. What is PAF?

A. The PAF (Postal Address File) is a file that contains 95% of all British postcodes. When used with TCM
you can save a lot of time typing when entering a company or contacts address details. See our Web site for
details. Www.aptprojects.com

Q. What are the system requirements for TCM?

A. We recommend that your computer has a Pentium P166 or higher processor, 32 Megabytes of RAM,
Microsoft Windows 95/98 or Windows NT4 Workstation, 15 Megabytes of free Hard Disk space, CD-
ROM drive and to get the most use out of TCM, a scanner.

Q. Is help from a web site available?
A. Yes. The web site address is http://www.aptprojects.com

Q. Can I edit a document, spreadsheet, graphic, etc, once it has been stored and linked in TCM?
A. Yes, when you have located the file you wish to edit just double click on the file in the
company/contacts correspondence list using the left mouse button.

Q. Is TCM suitable for storing collections of items?
A. TCM is ideal for storing collections. Once scanned into TCM you will no longer be wearing out the
original by holding or handling it or by exposing to light and the atmosphere.

Q. What about copyright issues. Can I just store images from magazines into TCM for private
viewing only without problem or do I need to seek permission before I go ahead and scan an item
from a magazine?

A. Strictly speaking, you should check the copyright details regarding all pictures and cuttings taken from
any publications that you wish to store in TCM.

Q. How often should I do a Back-up of my data?
A. It depends how important your data is to you. Regular backups after each session will ensure that loss of
data is minimised.

Q. I click on a file but the application does not open to display the file.
A. Make sure that you have the application on your computer and that the file type is associated with the
application.

Q. I have a 14” monitor that can only run at 640 x 480. Will TCM be usable at this resolution?
A. Although TCM is useable at 640 x 480 we recommend that you use TCM at a minimum resolution of
800 x 600.

Q. What is the best resolution to save a scanned image at, I want to save disk space but also keep the
image clear so it can be read?

A. This is a matter of user preference, for letters and flyers we recommend that use a resolution of 150 dpi,
for colour images, etc, a resolution of 300 dpi should suffice. You will find the settings best suited to your
needs by trial and error.

Q. Are scanned images compressed in any way?

A. With the TCM Scanning Wizard you are able to save the scanned image as different file types, the file
types available to save the scanned image as are BMP’s, TIFF’s and JPEG’s although your own scanner
software may provide you with additional file types offering different levels of compression.

Q. Can a template be altered once it has been created?

A. Yes. To alter an existing template, use the right mouse button to single click on one of the template
buttons and choose the ‘Properties’ option from the menu. Alter the template to suit your needs and then
click the ‘OK’ button.
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Q. I have a computer with OS2 Warp v4 as the operating system, will TCM run on it?
A. TCM is only available for Microsoft Windows 95/98, Windows NT 4 Workstation or later operating
systems.

Q. I have a portable computer, is TCM suitable to be used on a portable?

A. A portable computer is an ideal platform on which to run TCM and allows you to take your filing
system with you. Because the TCM program doesn’t use too much room on your hard drive you will be
able to carry all your contacts around with you on your portable.

Q. Does TCM set-up the pending tray paths on my computer during installation or do I set them up
myself?

A. When you install TCM the paths for the various folders are set-up automatically. If you need to alter any
of the path settings you can do this by choosing the ‘Paths (Setup)’ option from the ‘File’ menu. Choose the
category whose path you wish to change, double click on the relevant category and choose the new path for
that category on your system. Once you are finished click on the OK button.

Q. Can I change the path settings once they have been set-up?

A. Because TCM allows you to have one or more different path settings for the various folders you will
need to set up some of the paths manually. This manual gives clear instructions on how to set up the paths
for the various folders which TCM uses.

Q. If I create a folder within the TCM Main Files folder in Windows Explorer will I be able to see it
in the TCM filing tree.

A. Although the folder will appear in the filing tree it will not be indexed correctly by TCM. We
recommend that any new folders that you wish to use within the TCM filing tree are done from the Filing
system toolbar.

Q. What if I need further information or advice.

A. E-mail us at support@aptprojects.com To receive a response to your email you must have registered
your version of TCM. You can register your copy of TCM by E-mail at TCM@aptprojects.com, with the
subject as TCM Registration. Or Fax us on 44 (0)1427 875104 or by telephone on 44 (0)1427 875103.
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