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USING THIS GUIDE

What is in This Guide

This guide describes how to install and use Maximizer Personal. It provides

detailed information about the program and its features. It also describes how
to use each feature step by step.

Related Documentation

TheMaximizer Personal User’'s Guide part of a comprehensive set of
documentation included with your software. This documentation also
includes indexed and context-sensiti¥eline Help (To find out how to use
Help, see “Using Online Help” on page 26.)
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SECTION 1

Installing and Getting Started






Chapter

1

INTRODUCTION

Maximizer Personal is an easy-to-use program designed to help you ‘manage’
your clients and customers. You can use it to make phone calls or send faxes,
schedule appointments, write letters, and do all kinds of other administrative
tasks.

How does it work? The Maximizer Personal program consigtaeé basic
components: a database, a multi-window workspace, and a group of non-
database utilitiesTogether, they allow you to fully track and manage your
business activities.

The database is where you store all the information about your business
customers. Once you have a database, you can use the informatidmidsall
of ways, as you'll discover when you read through this guide.

Maximizer Personal provides several windows that you can use to work on
different parts of the database. A multi-window environment relates quite
nicely to managing your Clients in real life: you use one window to find a
Client name and address, schedule a meeting using another window, and use :
third window to add a note.

11
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The table below describes Maximizer Personal’s four windows.

Maximizer Personal Window Def inition

Clients A list of Client names, addresses, and phone
numbers.

Notes A log of business notes and completed

activities, such as phone calls made, and
appointment followup.

Hotlist A to-do list of tasks and activities.

Calendar An electronic calendar for scheduling
meetings or phone calls.

You can open some or all of the Maximizer Personal windows at the same
time. This gives you maximum flexibility to view different parts of your
database, jump back and forth between tasks, or plan multiple activities.

As well as the multi-window feature, Maximizer Personal provides a group of
non-database utilities to further manage your business activities. These
include a phone feature for tia your Clients, a print tility for printing
everything from mailing labels to reports, and a powerful search feature to
help you quickly find information in your database.

And that's basically all you need to know. The main task is to get used to how
the database, windows, and other utilities work together so you can take full
advantage of Maximizer Personal’'s power and flexibility.

Looking Ahead...

12

As you work with Maximizer Personal, you'll be saying “If only Maximizer
Personal could.” If this is the case, upgrade to Maximizeri8.0

Maximizer Personal contains only a small subset of the features and functions
in Maximizer 3.@s. Why upgrade to Maximizer 3€P Just turn the page and
look at what you'll get.
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When you upgrade to Maximizer 3.0is, you acquire a wealth of additional
functionality. Here are just a few of the features you'll find in Maximizer
3.0s.

e Multiple databases — keep an unlimited number of Maximizer databases
on your computer or on your LAN. You can even set up different
databases for different purposes; for example, you can set up separate
databases for clients, friends, suppliers, prospects, and employees.

» Multiple users — as the owner of the database, you can grant an unlimited
number of users access to your Maximizer databases. You assign each
user a different login name and password, as well as their access rights.
Let your organization share the wealth of contact information contained in
your Maximizer databases.

» Multilevel contact tracking — you can associate an unlimited number of
contacts per company. If you know an individual works at ABC
Corporation but can’'t remember their name, find the company in
Maximizer to see its list of contacts.

e Unlimited User-Defined Fields (UDFs) — you know how useful the 10
UDFs are for sorting and sehaing in Maximizer Personal. With
Maximizer 3.0is you can create as many as you need. All UDFs are full
searchable to quickly target your attention on important contacts you
previously designated by the UDF.

e Maximizer Editor — use our full-functioned word processor to create
letters and documents to send to your contacts. Use one of the available
templates or create one yourself. As you compose the text, you can merge
information about the contact into the document, check your spelling and
use the thesaurus to find a better word.

* E-mail and fax — store your contacts’ E-mail addresses and fax phone
numbers in Maximizer and automatically E-mail or fax your messages
from Maximizer to your clients. You can even send files containing
documents or data as attachments to your message. For E-mail, you can
route messages using either your LAN E-mail system or the Internet.

*  OLE — dynamically link documents from any Windows application to
your contacts. Imagine how convenient it would be to have all client data
at hand when they call, be they spreadsheets, documents, graphics, or
video clips.

13
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« Personal Journal — record confidential notes. Each note is date and time
stamped and can only be read by you.

» Expense Tracker — maintain and track your income and expenses.
Income and Expenses can be kept private or shared with other users.

As a user of Maximizer Personal, you can upgrade to Maximiziert3/0
paying the upgrade price at:

* Your local CompUSA, Computer City, Egghead or other computer store

» Maximizer Technologies. To order your upgrade, call our toll-free line at
1-800-804-MAXX (1-800-804-6299)

How This Guide is Organized

This User’s Guide has been divided into a humber of sections which provide
information about different parts of the program.

Section 1: Installing and Getting Started

This section describes to install Maximizer Personal and familiarizes you to
Maximizer Personal features and functions.

Section 2: Using Maximizer Personal Windows

This section describes the four Maximizer Personal windows and how to use
them.

Section 3: Performing Maximizer Personal Activities

In this section, you'll find information about the non-database features you
can use with the windows. These include creating letters, printing and
searching.

Section 4: Tailoring the Workspace

14
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This section shows you how to modify the Maximizer Personal workspace to
suit your own tastes and interests. You can do things like tile several open
windows, move the toolbar, change colors or fonts in a window, and create a
different setup for the columns in a window.

Section 5: Maintaining Your Database

This section describes how to protect your database from being used by others.
In addition, it describes how to adjust the Maximizer Personal setup if it is
necessary. It also includes such topiceening a database, backup and
recovery, as well as importing and exporting data.

You'll also find a glossary of the terms used in this guide, and a
comprehensive index.

Suggested “Routes” Through the Guide

If you are a new user, you should read the first three sections of the guide.
This will give you all the basic information you need to install and use
Maximizer Personal to manage your Clients.

You should also read chapter 14 “Changing Window Displays” on page 137.
The “Tiling” part of the chapter describes how to arrange your windows if you
have several open at the same time.

If you don’t want to read all the chapters in these sections, a few suggested
shortcuts are given below. The listed tasks and activities will givesgme
familiarity with the program.

To Learn How To Read These Chapters

Install Maximizer Personal Installation and Setup

Create a database of Clients Clients Window

Phone a Client Cligts Window, Making Phone Calls
Schedule an Appointment Clients Window, Calendar Window
Write a letter to a Client Writing Letters

15
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To Learn How To Read These Chapters

Search for an address Clients Window, Lists and Searching

Create a list of Clients with the same Clients Window, Lists and Searching
User-Defined Field

When you are more experienced with Maximizer Personal, you should read
through the other sections in the guide. They provide information about
managing and fine-tuning the program to make it work better for you.

Conventions Used in This Guide

This guide uses a number of conventifaradypography, special symbols, and
key combinations. Thesme listed in the table below.

Format/Symbol Definition

Windows 95 or Indicates that you should onlse this procedure if you are

Windows NT running Maximizer Personal on Windows 95 or Windows$
NT.

Windows 3.1 Indicates that you should onBe this procedure if you are

running Maximizer Personal on Windows 3.1 or Windows
for Workgroups 3.11.

Bold Indicates text you need to type. Usually a command.

Italic Indicates variable information, such as a Client name. Also
indicates anything you replace with your own information,
such adilename Also used for titles of publications.

Used to refer to chapter titles and procedure headings in a

docunent.

Initial Capitals Used to indicate menu items, keyboard keys, command
names, button names, and dialog boxes. For example, File
menu.

O Indicates the beginning of a procedure.

16
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Format/Symbol Definition

. Indicates a procedure with only one step. Also used to
indicate items in a list.

Keyl+Key2 Used for keyboard shouts. A plus sign (+) between keys
means to holdownthe first key while you press the second
key. Then release both keys.

Keyl,Key2 Used for keyboard shouts. A comma () between keys
means to press and release the keys one after the other.

A Word About Commands

Maximizer Personal provides many different command options to suit
different users. If you are using a mouse, you can select a command from the
menu bar, toolbar, ribbon bar, or right mouse menu. In many cases, you can
even double-click on an entry to initiate a command.

Because of space limitations, we haven’t included all these options in every
procedure. So, when you see a command, experintigitet;ayou’ll probably
find you can use your preferred method, even if it isn't described.

You can also use Maximizer Personal without a mouse. You'll find the
keyboard commands in Appendix A “Keyboard Shortcuts” on page 177.

17
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Chapter

2 INSTALLING MAXIMIZER
PERSONAL

This chapter describé®w to install Maximizer Personah your computer. It
also describes how you can set up Maximizer Personal for the Internet.

Presumably, you already have a PC set up with Windows software and the

necessary peripheral devices. Before installing Maximizer Personal, review
the requirements for your cgmater. These sections describe the hardware and
software you need to run the program on your computer.

NOTE

It is important that there are no applications running when you install Maximizer
Personal. If an application is running, you may see an error message asking you to
close it.

You can install Maximizer Personal on a computer running Windows 3.1,
Windows 95, or Windows NT. Follow the instructions for theragiag
system you are using.

Installing on a Windows 3.1 Computer

Following is a list of the hardware and software required when installing
Maximizer Personal on a computer running dws 3.1:

 AnIBM PC or conpatible with an 80386 processor having at least 4 MB
of RAM

e One VGA monitor and a 1.44 MB disk drive
e MS-DOS or PC-DOS Version 5.0 or later

19
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* Microsoft Windows Vesion 3.1 or later

[1 To install Maximizer Personal on a Windows 3.1 computer

Insert the Maximizer Personal disk into drive A or B.
In Program Manager, select Run from the File menu.
Typea:\setup. If the setup disk is in drive B, tyge\setup instead.

A w DN P

Click on OK, and then follow the setup instructions on the screen.

After the setup program has completed, Maximizer Personal is ready to use.

Installing on a Windows 95 or Windows NT Computer

Following is a list of hardware and software required when installing
Maximizer Personal.

A 386DX or higher (486 recommended) having at least 8 MB of RAM
* One VGA monitor and a 1.44 MB disk drive
* MS-DOS or PC-DOS Version 5.0 or later

e Microsoft Windows 95 or Windows NT Workstation Version 3.51 or
higher

[0 To install Maximizer Personal on a Windows 95 computer

Insert the Maximizer Personal setup disk into drive A or drive B.

Click on the Start button. Select Settings and then select Control Panel.
Double-click on the Add/Remove Programs icon.

On the Install/Uninstall tab, click on thestall button.

a kr w DN PE

Follow the setup instructions on the screen.

[1 To install Maximizer Personal on a Windows NT computer

1. Insert the Maximizer Personal setup disk into drive A or B.

20
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2. In Program Manager, select Run from the File menu.
3. Typea:\setup. If the setup disk is in drive B, tyge\setup instead.
4. Click on OK, and then follow the setup instructions on the screen.

After the setup program has completed, Maximizer Personal is ready to use.

Setting Up Internet Access for Maximizer Personal

Maximizer Personal can automatically decompress and transfer Client
information etrieved from the MultiActive Business Intelligence Service
using your Internet corattion. (For more information about MultiActive
Business Intelligence Service, see “Transferring Client Information from
MultiActive Eagle” on page 50.)

Setting Up Internet Access

There are several methods of setting up your computer so that Maximizer
Personal can access the InteriYetu can:

» Directly use the service offered by an Internet provider.

NOTE FOR WINDOWS 95 AND NT USERS

Although it is possible to set up an Internet connection using the instructions from
your service provider, you will find it much easier if you install the Microsoft Plus!
Internet tools provided in Microsoft Plus Companion for Windows 95.

* Use your company’s network server that is directigreected to the
Internet. To access this service, contact your system administrator.

NOTE
Before trying these features in Maximizer Personal or if you encounter problems, test
your Internet connection. You should be able to link to a Web site using your Browser.

If you encounter problems browsing the World Wide Web, contact your Internet
provider, or your Browser software manufacturer before requesting help from
Maximizer Customer Support.

21
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Chapter

3 GETTING STARTED

Before using the Maximizer Personal windows and utilities, you need to know

how to start and orient yourself in the program. This chapter shows you how
to start Maximizer Personal, provides a quick orientation, and describes some
of the program shortcuts.

Starting Maximizer Personal

Once you'vanstalled Maximizer Personal, you're ready to start the program.
You start Maximizer Personal just as you would other Windows applications.
Complete the following step.

00 To start Maximizer Personal

Windows 3.10or ¢ Inthe Maximizer group window, double-click on the Maximizer Personal
Windows NT icon.

Windows 95 » Click on the Starbutton, and then point to Programs. Click on Maximizer
Personal.

The Maximizer Personal workspace appears.

23



MAXIMIZER PERSONAL USER S GUIDE

Maximizer Personal Workspace

When you first start the program, the Maximizer Personal workspace looks

like this:
Control menu Title barﬁ
N\
Menu bar . NN — -

s s |h s R

Toolbar !':_ e 3
Ribbon bar quﬁﬂ.ﬂ !:1 l"]u"’g :d.

b == =1z ey

mascruras
L e——— '||= LAl
= e | i s

CmTwE——T—Ty—

The name of the program appears in the title bar. Maximizer Personal
automatically opens a database called Database, and this name also appears in
the title bar. You should be familiar with the Control menu and the Maximize
and Minimize buttons. They function just as they do in other Windows
applications.

The menu bar appears below the title bar. It provides the menus of commands
you need to do your Maximizer Personal tasks. Below the menu bar is the
toolbar. It includesommanduttonsfor opening windows and using utilities
such as the phone feature and printer.

The ribbon bar provides buttons for common menu commands such as Add or
Edit, which you use once you are in a window.

The Maximizer Personal workspace includes two open windows: Clients and
Notes. The program automatically opens theiselows when you first start
up. The vindows are empty since you haven't yetatesl any data.

24
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Right Mouse Button

You can also click on the right mouse button to display a floatiexgum Like

the ribbon bar, the floating menu provides a subset of commands from the
main menu bar. This provides another convenient way to use the commands
that are available in Maximizer Personal.

Using Multi Windows

Now, click in the Calendar window to make it active. Notice that the menu
bar commands, ribbon bar, and right mouse menus change. This is important
to remember: the menu bar commands, ribbon bar, and right mouse menus
always apply to the currently active window. Click in the Clients window to
make it active. The command bars and menu items change again.

You'll find out more about using these windows and the various commands as
you read through this guide. For now, let’s look at a few other features that
apply to the program.

Using Maximizer Personal in Windows 95

Windows 95 or
Windows NT

Maximizer Personal is essentially the same whether you install it on Windows
3.1, Windows 95, or Windows NT. If you are installing to Maximizer Personal
for Windows 95, you'll notice that the Windows 95 version includes some
minor procedure changes that were required to conform to Microsoft
standards. In addition, there are some new features that make Maximizer
Personal even easier to use. These are documented in the applicable User’s
Guide sections and in online help.

25
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Entering File Names

Windows 95 or
Windows NT

In Maximizer Personal for Windows 95, you can use long file names
whenever you want. The three-letter extensiatilsautomatically added. An
example is “Annual Sales Figures for 1994-1995".

Selecting Directories and Files

Windows 95 or
Windows NT

There is a Browse button on database dialog boxes in Maximizer Personal for
Windows 95. Instead of typing in a database pathname or file name, click on
the Browse button and then select the path or file that you want to use from the
list that is displayed.

NOTE
Maximizer Personal for Windows 95 uses the term “folder” as well as “directory.”

Using Online Help

26

Maximizer Personal includes a powerfuhlide Help feature. Online Help
provides indexed and context-sensitive help fordews, commands, and
dialog boxes.

You can access Help at any point by pressing F1. This is especially useful if
you are working in a dialog box and need detailed information about the
fields, options, and buttons.

You can als@ccess Help using the Help menu. Complete the following steps.

[0 To access Online Help

1. Select Contents from the Help menu.
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The Maximizer Personal Help window appears.

=-| Maximizer Personal Help |'|A
File Edit Bookmark Help

Contents | Search Bank History

4 Introduction

. l Aquick introduction to Maximizer Lite. Alsa includes

instructions on how to tailor Maximizer to meet your
personal warking preferences.

Step-by-step instructions to help you manage
information aboutyour clients. Alzo contains
directions for scheduling your meetings and tasks,
making phone calls, and creating mail-merge
documents.

% Contact Manager

Administration

Impartant instructions for backing up and restaring
yaur datahase. Includes instructions on how ta
transfer data from the MultiActive Business
Intelligence Service into your database. Alsa
describes how to export data and implement
security in your database saothat other users cannot
access your data.

Troubleshooting
Answers to common guestions, solutions to
databhase me

ages, and directions on how ta
cantact Maximizer Technologies for custamer
support.

r/",'l Refarence
g Complete reference information about Maximizer
Lite. Includes information about Maximizer +

2. Click on a topic.
Click on the Search button.

27



MAXIMIZER PERSONAL USER S GUIDE

Other Help

Shortcuts

28

a. In the Search dialog box, double-click on a topic.

=-| Search

Type a word. or select one from the list.
Then choose Show Topics. ancel

accelerated access
aclivity

adding a password
adding alternate addresses
adding appoi t

Select a topic. then choose Go To. Ha fe

b. Click on the Go To button.
Maximizer Personal displays information about the selected topic.

NOTE

You can also directly access the Search dialog box from Maximizer Personal by
selecting Search for Help On from the Help menu.

[J To exit Online Help

* In the Maximizer Personal Help window, select Exit from the File menu.

If you ever have a problem with your Maximizer Personal program and you
can’t resolve it, you can call the Maximizer Customer Support line. To find
the number, selecti®out Maximizer Personatdm the Help menu.

Maximizer Personal provides a few shortcitilities you should know about.

These shortcuts will help you speed up your data entry and management
activities.
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Drop-Down Lists

You use dialog boxes for entering or changing the data in your Maximizer
Personal database. To see a sample dialog box, go to the Cliehdswand
double-click in a blank field. The Add Client dialog box appears.

Many of the dialog box fields include a drop-down list utility. The utility
allows you to create a list of items, which you can then select from each time
you add another record. This saves you from typing in the same items each
time. For a complete list of dialog box fields that use this utility, refer to
“drop-down lists” in the Index.

In the Add Client dialog box you just opened, use the City or Country field to
try out the following four short procedures. When you are done, click on
Cancel to close the dialog box.

[0 To call up a drop-down list

* In a dialog box field, click on the right mouse button.

The drop-down list appears.

[0 To add an entry to a drop-down list

In the drop-down list, press Insert.

In the Add Item dialog box, type an entry.

Click on OK.

Maximizer Personal adds the new entry to the drop-down list.

[0 To select an entry from a drop-down list

* Inthe drop-down listdouble-click on the appropriate entry.

The selected entry appears in the selected field.

[0 To delete an entry from a drop-down list

1. Inthe drop-down list, select the entry you want to delete.

29
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Press Delete.

In the Maximizer dialog box, click on OK to confirm the delete.
Maximizer Personal deletes the selected entry.

NOTE

You can’'t modify an entry in a drop-down list. Instead, you should delete the entry
and then re-enter it as you prefer.

Drop-Down Calendars

30

Other dialog box fields include a drop-down calenddityut The utility
allows you to select a date from a calendar rather than having to type it each
time.

Drop-down calendars appear mainly in dialog boxgkinthe Galendar and
Hotlist windows. For a complete list of dialog box fields that use this utility,
refer to “drop-down calendars” in the Index.

[J To use a drop-down calendar

1.

In a dialog box date field, click on the right mouse button.

The drop-down calendar appears.

In the drop-down calendar:

» Click on the appropriate calendar date.

—or—

a. Select a different date using the month and year drop-dstsn |
b. Click on the appropriate calendar date.

The selected date appears in the date field.

NOTE

For information on using keyboard shortcuts in the drop-down calendar, see
Appendix A “Keyboard Shortcuts” on page 177.



GETTING STARTED

Copying Fields

Finally, there is one more shortcut that you might find helpful. It allows you
to copy text from one field to another field, which again, saves you extra
typing. Complete the following steps.

[J To copy the contents of a field into another field

Select a dialog box field.

Highlight the text you want to copy.

Press Ctrl+c.

Select another dialog box field where you want the text copied.

a > 0w bd P

Press Ctrl+v.
Maximizer Personal pastes the highlighted text into the selected field.

> HlNT
@ This procedure can be applied across different dialog boxes. For
example, you can copy text from a field in the Client dialog box and paste
it into the text field in the Notes dialog box.

Exiting the Program

When you have finished using Maximizer Personal for the day, you should
exit from the program. The exit procedure is the same as you find in other
Windows applications. Complete the following step.

0 To exit Maximizer Personal

e Select Exit from the File menu.
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Using Maximizer Personal Windows






Chapter

A

Opening the

CLIENTS WINDOW

Clients are the most fundamental element of Maximizer Pergaststhey

are in your business. They can be custonmaiteagues, patients, club

members, suppliers, or any other group of people you deal with on a regular
basis. Once you have a database of Clients, you can use Maximizer Personal
to carry out many of your day-to-day business activities.

> HlNT
@ Looking for new Clients? Try MultiActive Eagle. For more information, see
“Transferring Client Information from MultiActive Eagle” on page 50.

Clients Window

By default, Maximizer Personal opens the Clients window when you start
Maximizer Personal. If you do need to open the window, complete one of the
following steps.

To open the Clients window

e Click on the Clients button on the toolbar.
e Select Clients from the Window menu.

In the Maximizer Personal workspace, the Clients window is the main
‘controlling’ window. That is, it controls what appears in other windows.
This means that as you scroll through your Clients window, another window
scrolls along with it. The other window that scrolls to match your Clients is
Notes.
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Adding a Client

36

Adding a Client is a two-step process. First, you create a blank record, and
then you fill in the record information using a dialog box. Record information
includes things like name, address, phone numbers, and fax numbers.

NOTE

With an Internet connection and a World Wide Web browser, you can connect to the
MultiActive Eagle database of North American company and individual client
information. You can search the database for information you want to transfer to
Maximizer Personal. When you download data, the Clients are added to your
database, and a Client List is created. A Note detailing the date and time of the transfer
is added to the Notes window for each Client. For more information about registering

with and using MultiActive Eagle, see “Transferring Client Information from MultiActive
Eagle” on page 50.

0 To add a Client

Click on the Clients window to make it active.
Select Add from the Edit menu.

—or—

Double-click in a blank Clients field.

—or—

Click on the Add button on the ribbon bar.
—or—

Click on the right mouse button and select Add.
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The Add Client dialog box appears.

=] Add Client
Basic Informati 1 User-Defired Fields 1 Mailing Address
Nu“;::gus [ EistName:|  mmit:[ | LastName:[
Position : | Salutation : | Cancel |
-Company and Main Add -Phone Numb
Company :| 1 | |
.| 2] |
Division :| 3 :| |
Address 1 :| 4 | |
(ETEDR IDentification and Security
Ciy :| State:| Zip: | D :| 950313000031589356086C
Country : | Security : @ Public ) Private

Fill in the Name group box.

Use the Salutation field to provide a greeting for letters and faxes. Use the
chevron (<) to indicate First Name and (>) to indicate Last Name. For
example, a salutation of “Dear Mr. < >" would appear in a letter as “Dear
Mr. Fred Smith.”

Drop-down lists are available for the Mr/Ms, Position, and Salutation
fields.

Fill in the Company and Main Address group box.

Drop-down lists are available for the Company, Departmenrision,
City, State, and Quntry fields.

Use US zip or Canadian postal codes. Maximizer Personal automatically
capitalizes any letters you type.

Fill in the Phone Numbers group box.

You can enter phone numberghout dashes; Maximizer Personal adds
these for you. Include the area code for long distance numbers.

Use the Extension field for an extension number or a label such as HOME
or FAX. A drop-down list is available fahe Extension field.

Fill in the Identification group box if you prefer.
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By default, Maximizer Personal assigns ID numbers to each Client.
However, you can set up the system so you can assign these numbers
manually. For more information, see “System Defaults” on page 165. If
you do assign the ID numbers, type a unique number in the ID field (up to
11 characters).

The following table shows the breakdown of the ID number:

941216 00019 1458277753

yy/mm/dd 5-digit number that Database ID number used to
increases by 1 for each identify your Maximizer
insert. Personal database.

7. When you are finished, click on OK.

Adding an E-mail Address
With Maximizer Personal, you can record an E-mail address for each of your
Clients.
[J To add an E-mail address

1. Inthe Add Client dialog box, click on the User-Defined Fields tab.
2. Type the Client's E-mail address in the *E-mail Address field.

Adding an Alternate Address

Some of your Clients may use more than one mailing address. For example, a
company mighhave different sipping and billing destinations. Yaan
include as many alternate addresses as you need in Maximizer Personal.

0 To add an alternate address

1. Inthe Add Client dialog box, click on the Mailing Address tab.
The Mailing Address tab moves to the front.
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=] Add Client
Basic [nfarmation T User-Defined Fields T
rDescriptior ‘Selected Address
Add...

b ain Address — Mr John P. &bbot

President
E ABC Products Ltd,

403-1190 West Road

Jovill, B, Canada 3 132

Set az Mailing Address

2. Click on the Add button.
The Alternate Address dialog box appears.

= Alternate Address
Address Desc ||
Department :I
Divizion :I

Address 1 :|95 East 87th Street

Address 2 :I
City :IViclolia ﬁlale:IBC Zip:l\l"!]L 6TS
Country :ICanada

Lancel

3. Fillin the information fields as you prefer.

In the Address Desc field, type a short dgstan of the address. For
example, you could describe a shipping address as “Ship to.”

Drop-down lists are available for the Department, Division, City, State,
and Country fields.

4. When you are finished, click on OK.
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[0 To set the default mailing address
1. Inthe Mailing Address tab, select the Description of the address you want
to set as the default.
2. Click on the Set as Mailing Address button.
3. Click on OK.

Modifying a Client

When your Clients move or change phone numbers, you can easily make these
modifications in Maximizer Personal. To update or change a Client record,
complete the following steps.

> HlNT
@ If some of your Clients are not in the list, select All Clients from the View menu
to display all entries. For more information, see chapter 10 “Lists and
Searching” on page 93.

[0 To modify a Client

In the Clients window, select the Client you want to modify.
2. Select Modify from the Edit menu.

Click on the Edit button on the ribbon bar.
=2 The Client Nameadialog box appears.

3. Modify the fields you want to change.
When you are finished, click on OK.

[0 To modify an alternate address

1. IntheClient Nameadialog box, click on the Mailing Address tab.
2. Inthe Mailing Address dialog box, select the address you want to modify.
3. Click on the Change button.
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4. Inthe Alternate Address dialog box, modify the fields you want to change.

5. When you are finished, click on OK.

Deleting a Client

You may sometimes need to delete a Client. This can occur if they've gone
out of business or are no longer your customer.

NOTE
Deletions are permanent and can’t be undone. You may want to back up the Clients
data file first. For more information, see chapter 16 “Database Management” on page

151.

0 To delete a Client

In the Clients window, select the Client you want to delete.
Select Delete from the Edit menu.
The Delete Client Information dialog box appears.
3. If you are sure you want to delete the selected Client, click on OK.
In the Maximizer dialog box, click on OK to confirm the delete.

Maximizer Personal deletes the Client and all its associated entries (such
as Notes) from your database.

0 To delete an alternate address

In the Clients window, double-click on the Client you want to modify.

In theClient Namedialog box, click on the Mailing Address tab.

In the Mailing Address dialog box, select the address you want to delete.
NOTE

You can't delete the Main Address from this dialog box. If you want to change the
Main Address, click on the Basic Information tab and modify the address fields

there.

4. Click on the Delete button.
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5. In the Maximizer dialog box, click on OK to confirm the delete.

Copying a Client

Sometimes, you may find it easier to modify a copied Client record than to
create a new Client, or you might want to change the ID number of a Client.
To copy a Client, complete the following steps.

[0 To copy a Client

In the Clients window, select the Client you want to copy.
Select Create Duplicate Client from the Edit menu.

In the Create Duplate Client dialog box, change the default ID number if
you prefer.

4. Click on OK.

Maximizer Personal duplicates the Client record and gives it a different
ID number.

Using User-Defined Fields

User-Defined Fields (UDFs) are categories you use to ‘classify' your Clients.
They allow you to combine and group Clients in many different ways such as
by occupation, hobby, income level, or any other criteria you want to use.

A stock broker, for example,ight create a UDF for the type of stock each of
her Clients is interested in (Gold, Blue Chip, High Tech, Transportation) and
their investment approach (Conservative, Speculative, High Risk). This
would allow her to, say, pull together all the Speculative investors interested
in High Tech stocks from her database.

Types of UDFs

In Maximizer Personal, you can create four types of UDFs:

* Table
e Alphanumeric
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Adding a UDF

e Date
« Numeric

A table UDF is used for general classifications. It consists of a heading, such
as Personal Interests, and a drop-down list of items, say, Gardening, Sports,
and Theatre. You set up the headings and add the items to a drop-down list.
You can then select one or more items whenever you assign the UDF to a
Client.

An alphanumeric UDF is used for code numbers or special identifiers that are
unique to each Client. Typical examples are social security numbers, policy
codes, and serial numbers. This type of UDF can contain text and/or numbers.
Each alphanumeric UDF can only be attached once to each Client.

A date UDF is used for dates only. For example, one-time events such as a
project review date. For this type of UDF, you can select from a drop-down
calendar. Each date UDF can only be attached once to each Client.

A numeric UDF is used for figures only. Examples might be total company
sales, number of employees, purchasing volume, and courier slip numbers.
Each numeric UDF can only be attached once to each Client.

You use the tabbed Client window to add Client information and mailing
addresses. You can also use tlseiDefined kelds tab of this window to
create up to 10 User-Defined Fields (UDF)s.

00 Toadda UDF

1. Inthe Clients window, double-click on the Client entry where you want to
add a UDF.

2. IntheClient Namalialog box, click on the User-Definedelds tab.
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The User-Defined Fields tab moves to the front.

|=-| Cornwall, Gayle ..
Basic [nfarmation T T Mailing Address
rUser-Defined Field

*E-mail &ddress: I “
Uszer Alpha 1: I
Usnls2 | Field Setup...l
Uszer Alpha 3: I
User Date 1: I
User Date 2: I

Uszer Mumber 1: I

Uszer Mumber 2: I

3. Click on the Field Setup button.
The Setup User-Defined Fields dialog box appears.

|=-| Setup User-Defined Fields

User-Defined Fields :

User Alpha 1 Add...
User &lpha 2

User Alpha 3
User Date 1

User Date 2

Uszer Murmber 1
User Mumber 2

In the Setup User-Defined Fields dialog box, click on Add.

In the Add User-Defined Field dialog box, type a descriptive hame.
Select an item from the Type group box.

Select any items from the Attributes group box as you prefer.

Click on OK.

© N o o &
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The new UDF appears in the Setup User-Defined Fields dialog box.
9. Inthe Setup User-Defined Fields dialog box, click on Close
The new UDF appears in the User-Defingelds tab.

0 To add an item to a table UDF

In the User-Defined Fields tab, select a table-type UDF.

N

Click on the right mouse button.

The Add Items dialog box appears.

Click on the New Item button.

In the Add Item dialog box, type an item.
Click on OK.

In the Add Items dialog box, click on Close

o 0 M w

Modifying a User-Defined Field

When necessary, you can change a User-Defined Field (UDF).

[0 To modify a UDF

In the Clients window, double-click a Client entry.
In the Client Name dialog box, click on the User-Defined Fields tab.
The User-Defined Fields tab moves to the front.

3. Click on the Field Setup button.

In the Setup User-Defined Fields dialog box, select the UDF you want to
rename.

Click on Change.

In the Change User-Defined Field dialog box, change the items as you
prefer.

Click on OK.
In the Setup User-Defined Fields dialog box, click on Close.
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[0 To modify a table UDF item

© 0N o O kW

Click on the Field Setup button.

In the Setup User-Defined Fields dialog box, select a table UDF to
modify.

Click on the Items button.

In theUDF Namedialog box, select an item to modify.

Click on the Change button.

In the Change Item dialog box, modify the Iltem name.

When you are finished, click on OK.

In theUDF Namedialog box, click on the Close button.

In the Setup User-Defined Fields dialog box, click on the Close button.

Deleting a User-Defined Field

46

You can remove a User-Defined Field (UDF)s from the database.

NOTE
Deletions are permanent and can’t be undone.

0 To delete a UDF

1.
2.

In the Clients window, double-click on a Client entry.

In the Client Name dialog box, click on the User-Definadds tab.
The User-Defined Fields tab moves to the front.

Click on the Field Setup button.

In the Setup User-Defined Fields dialog box, select the UDF you want to
delete.

Click on the Delete button.

In the Maximizer dialog box, click on OK to confirm the deletion.
Maximizer Personal deletes the UDF from your database.

In the Setup User-Defined Fields dialog box, click on Close
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0 To delete a table UDF item

1. Click on the Field Setup button.

2. Inthe Setup User-Defined Fields dialog box, select the UDF where the
item is to be deleted.

3. Click on the Items button.

4. IntheUDF Namedialog box, select an item to delete.

5. Click on the Delete button.

6. Inthe Maximizer dialog box, click on OK to confirm the deletion.

Maximizer Personal deletes the item from the table.
In theUDF Namedialog box, click on Close.
In the Setup User-Defined Fields dialog box, click on Close.

Group Editing

In Maximizer Personal, you can update a number of Client records at the same
time using the Group Edit feature. For example, you may want to add a FAX
extension or a Note to several Clients. Complete the following steps.

[0 Todo agroup edit

1. In the Clients window, select Group Edit from the Edit menu.
The Group Edit dialog box appears.
2. Click on the Group Edit Rules tab.
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48

|=-| Group Edit
Basic [nfarmation T User-Defined Fields T Note T iGroup Edit Rules: ]
-User-Defined Field Rule: 0K
@ Add Table Values O Replace Table Values
Lancel I
rUpdate Option
O Orly Marked Entries (® All Entries in List

3. Select the appropriate item in the User-Defined Field Rules group box.

This group box only applies to table-typedd-Defined Fields. To replace
the current User-Defined Fields with a new list, select Replace Table
Values. To add new table-type User-Definéelds to the current list,
select Add Table Values.

NOTE
For more information on User-Defined Fields, see “Using User-Defined Fields” on
page 42.

4. Select the appropriate item in the Update Options group box.

This group box only applies if you are working with a marked list of
Clients. For more information on marked lists, see chapter 10 “Lists and
Searching” on page 93.

5. Click on the Basic Information tab.
—or—
Click on the User-Defined Fields tab.
Modify the Client information as you prefer.
Click on the Note tab and add any text if you prefer.
This adds the Note to your selected Clients.
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8. When you are finished, click on OK.

9. Inthe Maximizer dialog box, click on OK to confirm the changes.

Using a Default Client

You can set up a default Client in Maximizer Personal. This is a useful feature
if you often enter Clients with many fields in common, such as the same city
or country. When you use a default Client, each new Client you add appears
with the default fields already filled in.

0 To create a default Client

1. In the Clients window, select Default Record from the Edit menu.
The Default Record dialog box appears.
Fill in the group boxes where you want to include default information.
When you are finished, click on OK.

The default Client will affect all the new Clients you create. When you no
longer want to use default information, you should delete the default
Client.

[0 To modify the default Client

1. In the Clients window, select Default Record from the Edit menu.
2. Inthe Default Record dialog box, modify the fields you want to change.
3. When you are finished, click on OK.

0 To delete the default Client

1. In the Clients window, select the default Client.
The default record is indicated by @DEFAULT RECORD.

NOTE
If the default Client doesn’t appear in the window, select Default Record from the
Edit menu, and then close the dialog box. This adds the default to the Client list.
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2. Select Delete from the Edit menu.
3. Inthe Delete Client Information dialog box, click on OK.
4. In the Maximizer dialog box, click on OK to confirm the delete.

Transferring Client Information from MultiActive Eagle

50

Need information for business or marketing? iStias to analyze potential
customers, compeion, productofferings? Need directories of potential

Clients for surveys or advertising your product or service? An ever-expanding
library of business, residential, and demographic data is just keystrokes away!

With a World Wide Web browser such as Netscape, you can develop new
sales and other business leads. Find new leads by conducting searches of the
Eagle database by company name, zip code, S.I.C. code, city, state, sales
volume code or employee size code. After importing selected data into
Maximizer Personal, you can continue the contact management process with
the familiar look and feel of Maximizer Personal.

Using your favorite World Wide Web Browser, connect to the MultiActive
Business Intelligence Service web site at http://www.maximizer.amgteeor

link from the Maximizer web site. When you provide registration and credit
card information and accept the license agreement, you can use Eagle to
search millions of North American Businessifigsfor sales leads and

potential customers. After entering your search criteria and clicking the
Download button, a file of the search results is transferred to your computer.
When the transfer is complete, Maximizer Personal automatically starts,
decompresses the downloaded file and displays the search results in your
Clients window. Not only are these clients added to your database, but also a
Client List is created as well as a Note detailing the date and time of the
transfer for each Client.

Requirements

e |nternet access

*  World Wide Web (WWW) Browser such as Netscape, Mosaic, or
Microsoft Internet Eplorer

e Credit card information
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Setting Up Your Browser for Automatic Transfer

You can set up your Browser so that Maximizer Personal automatically
decompresses and transfers the search results when you download the file
from Eagle. To do this you must specify the followingisgs in your WWW
Browser. You generally find these settingshia Qptions menu under Setup
Viewer or a similar command. If you forget to specify these before
downloading search results, you will be prompted for the required information
when downloading.

Path to Viewer for C\MAXWIN\MAXWIN.EXE
Windows 3.1 (or appropriate directory)

Path to Viewer for C:\PROGRAM FILES\MAXIMIZER\MAXWIN.EXE
Windows 95 or NT (or appropriate program folder)

MIME File Type application/x-mel
File Extension .MEL

Searching MultiActive Eagle

Search the Eagle database for instant results anytime, anywhere. Simply
establish a session with your Internet service provider and start your WWW

Browser.

[0 To search MultiActive Eagle

Go to the World Wide Web site called http://www.maximizer.com/eagle

Provide the requested registration and credit card information, and
acknowledge the copyright restrictions. You only need to provide this
once.

3. Using Eagle, type your search request and a preview of the results is
displayed. If the search results are acceptable:

a. Inthe comment field, type the content you want to appear as the name
for the Client List of these transferred Clients.

b. Download the file in compressed format.
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Maximizer Personal transfers Clients from the Eagle search result file into
your Maximizer Personal database along with a Note detailing the date and
time of the import. A Client List representing these Clients is also added to the
Client List catalog. You can access the Client List catalog from the View
menu of Maximizer Personal.
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5 NOTES WINDOW

Notes are used to record your contact management activities. By default,
Maximizer Personal automatically logs all your phone calls, mail-merges, and
completed appointments in the Notes window.

You can also use Notes to jot down your ideas and impressions about a
customer. Some people use them for short company profiles or to summarize
contracts and business agreements.

Opening the Notes Window

By default, Maximizer Personal opens the Notes window when you start
Maximizer Personal. If you do need to open the window, complete one of the
following steps.

[0 To open the Notes window

* Click on the Notes button on the toolbar.
ned —or-

* Select Notes from the Window menu.

The title bar in the Notes window shows the currehithlighted Client. This
means if you now add a Note, it will be attached to this Client.

Adding a Note

Maximizer Personal lets you add an unlimited number of Notes to a Client.
Each Note you add is tagged with a time and date. This tag is useful when you
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want to search for Notes that fall within a particular date range. For more
information on searching by Notes, see chapter i1étSland Searching” on

page 93.

0 To add a Note

In the Clients window, select an entry where you want to add a Note.
Click on the Notes window to make it active.

Select Add from the Edit menu.

—or—

Double-click in a blank Notes field.

Click on the Add button on the ribbon bar.

B ~or-

Click on the right mouse button and select Add.

> HlNT
@ To add a Note, you can also drag a Client to the Notes window or button.

4. In the Add Note dialog box, type your Note.

=] Add Note for ABC Company
+
31
Date : | 1995 March 13 Time : [3:38 PM
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5. Modify the Date and Time fields if you prefer.
A drop-down calendar is available for the Date box.

6. When you are finished, click on OK.

= /: HlNT
@ If you always want a Note to appear at the top of the list in the Notes window,
type or select a date that is a few years ahead of the current date.

Modifying a Note

You may need to update or correct information in a Note or alter the time and
date. Maximizer Personal lets you modify your own Notes as well as any
Notes logged by the system (such as a recordobbae call).

[0 To modify a Note

In the Clients window, select the entry where the Note is attached.
In the Notes window, select the Note to modify.

Select Modify from the Edit menu.

In the Note foClient Namedialog box, modify your Note.

a > w0 bd P

When you are finished, click on OK.

Deleting a Note

To delete a Note, complete the following steps. Remember, deletions are
permanent and can't be undone.

0 To delete a Note

In the Clients window, select the entry where the Note is attached.
In the Notes window, select the Note to delete.
Select Delete from the Edit menu.

P w DN P

In the Maximizer dialog box, click on OK to confirm the delete.
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Maximizer Personal deletes the Note from the database.
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HOTLIST WINDOW

The Hotlist is a to-do list of tasks and reminders. Tasks include calling,
writing to, and meeting with Clients. For example, you can use the Hotlist to
schedule a phone call to a Client who is out of town for a week. When the
week is up, the Hést will remind you to call again.

Many users start their business day by opening the Hotlist window and
checking their current list of tasks. They continue working with it all day
long, completing and adding tasks as they come up.

Opening the Hotlist Window

To open the Hotlist wmmdow, complete one of the following steps.

[J To open the Hotlist window

g e Click on the Hotlist button on the toolbar.

e Select Hotlist from the Window menu.

Like the Clients window, the #tlist is a controlling window. As you scroll
through the Hotlist window, the Notes window scrolls along with it.

Adding a Hotlist Task

You can add a Hotlist tadkr a particular Client. You can also add personal
tasks, such as a reminder to pick up groceries.
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For maximum flexibility, Maximizer Personal lets you add Hotlist tasks using
the Clients window, the Actions menu, or the Hotlist window. Each of these
options is outlined below.

0 To add a Hotlist task

Clients window 1. In the Clients window, drag a hame to thatlidt window.
The Add Hotlist Task dialog box appears.

=] Add Hotlist Task

-Scheduled Date and Time

Date : |1995 March 13 Time : |

[ Set Alarm I 10 Iminule[s] :I Prior to Task

Details of Task

Activity -

Priority : l— [ Task is Done
leon: | [E3%: 22 B O

(8 Hotlist Task with ABC Company

) Personal Hotlist Task

[ ok | | Eind Time... | | Cancel |

2. Fill in or modify the information in the Scheduled Date and Time group
box.

A drop-down calendar is available for the Date field.
3. Fill in the Details of Task group box.
Drop-down lists are availabfer the Actvity and Priority fields.

If you want to add a small graphic to the hkittask, select an icon in the
Icon box.

Select the appropriate checkbox to indicate whether this is a Client-related
task or a personal task.

4. Click on the Find Time button if you want to select a time.
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a. Inthe Find Free Time dialog box, click on the time you prefer. Click
on the right or left arrowuttons to select a diffent week.

Click on the Go To button or Press Insert to select a specific date. In
the Go to Calendar Date dialog box, indicate a date and click on OK.

b. Click on OK.
5. When you are finished, click on OK.
Maximizer Personal adds the task to thelidb

0 To add a Hotlist task

Actions menu 1. In the Clients window, select an entry.
2. From the Actions menu:
Select Schedule a To-do.
—or—
Select Schedule a Call.
3. Inthe Add Hotlist Task dialog box, fill in the group box information.
When you are finished, click on OK.

[0 To add a Hotlist task

Hotlist window 1. In the Clients window, select an entry.
2. In the Holist window, select Add from the Edit menu.
—or—
Double-click in a blank Hdtlist field.

Click on the Add button on the ribbon bar.

] —or-
Click on the right mouse button and select Add.

3. Inthe Add Hotlist Task dialog box, fill in the group box information.
When you are finished, click on OK.
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Assigning a Priority to a Task

You may want to assign a priority to a task. This allows you to order your
tasks in the Hotlist window so you cdaal with the important items first.

[J To assign a priority to a Task

1. In the Hotlist window, dect a task where you want to assign a priority.
2. Once you select a task:
a. Select Set Priority from the Edit menu.

b. In the Set Priority dialog box, type a priority letter or select one from
the drop-down list.

—or—
a. Double-click on the task.
b. In the Hotlist Task dialog box, click in the Priority field.
c. Type a priority or select one from the drop-down list.
3. Click on OK.

Building the Hotlist

By default, the Htist window always displays thtasks for today. You can
build a different Hotlistange which lets you see tasks from yesterdégpror
tomorrow, next week, or next month.

The new Hotlist build applies until you exit Maximizer Personal. When you
re-start the program, the default is once again displayed.

00 To build a new Hotlist
1. In the Hotlist window, dect Build Hotlist from the View menu.

Click on the Date Range button on the ribbon bar.
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The Build Hotlist dialog box appears.

= Build Hotlist
-Date Options -Range

@ Today Start Date :
® Lo [April 7. 1995
O Yesterday
O This Week End Date :
® Lzl April 7, 1995
C) Range

[X Cary Forward Unfinished Tasks

Lancel

2. Select an item from the Dateptions group box.

If you select Range, indicate a Start Date and End Date in the Range group
box. Drop-down calendars are available for these fields.

3. De-select Carry Forwardrifinished Tasks if you prefer.

When selected, this option lets you see incomplete tasks from earlier
dates.

4. When you are finished, click on OK.
Maximizer Personal creates athst for the specified dates.
NOTE
From time to time, you should go back and delete your old Hotlist tasks. To do
this, build the Hotlist using a range of earlier dates. Mark the old entries in the

Hotlist build and select Delete from the Edit menu. This periodic maintenance will
help free up your hard disk space.

Modifying a Hotlist Task

If you have to update a Hotlist task or change the date, you can use the Modify
option. Complete the following steps.

[0 To Modify a Hotlist task

1. Inthe Holist window, select the task you want to modify.
2. Select Modify from the Edit menu.
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3. Inthe Hotlist Task dialog box, modify tiesk.
4. When you are finished, click on OK.

Deleting a Hotlist Task

You may want to delete a Hotlist task once it is completed or if it is no longer
applicable. Complete the following steps.

0 To delete a Hotlist task

1. In the Hotlist window, dect the task you want to delete.
2. Select Delete from the Edit menu.

3. Inthe Delete Marked Activities dialog box, click on Yes to confirm the
delete.

If you click on Yes, Maximizer Personal permanently deletes the Hotlist
task from the database. If you click on No, the task is removed
temporarily from the Hotlist window. It will appear again if you rebuild
the Hotlist.

Completing a Hotlist Task

You should check off your étlist tasks as they are completed. When you
check off a task, it will continue to appear in the current day’s Hotlist. By
showing the completed tasks until the end ofdilv@ent day, you can see what
you've accomplished. You can also include these tasks in a final daily report.

Completed tasks will not appear in the Hotlist for the eyt Although they
disappear after the current day, they are still in your database (you need to
delete a task to remove it from the database). You can recover them by going
back and building a Hotligbr an earlier date.

[0 To mark a task as complete

1. In the Hotlist window, dect the task(s) you have completed.

2. Double-click in the check-mark column.

62



HOTLIST WINDOW n

Select Tag as Done from the Edit menu.

Maximizer Personal displays a dialog box asking if you want to schedule
a follow-up activity. Select one of the following options:

» Click on the Yes button to open the Add Hotlist Task dialog box.
» Click on the No button.

» Click on the No to All button, if you have marked more than one task
as complete.

A check mark appears in the completed column.

0 Tounmark a task

In the Holist window, double-click on the completed task.
In the Holist Task dialog box, de-select the Task is Done checkbox.
Click on OK.

Maximizer Personal removes the check mark from the task. This is a
useful feature if you incorrectly mark a task as complete.

Refreshing the Hotlist

The Hotlist doesn’t automatically update theeser each time you modify or
complete your tasks. You can use the Refresh feature to update lise Hot
Complete one of the following steps.

00 To refresh the Hotlist

* Select Refresh Hotlist from the View menu.

e Click on the Refresh button on the ribbon bar.

Maximizer Personal rebuilds the Hiet to reflect any recent changes or
additions.
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Using Alarms

Maximizer Personal lets you set alarms for yourlidbtasks. These alarms

will sound audibly at a prescribed time, reminding you to, say, attend a
meeting or make a call. To hear the alarm, of course, you need to have your
PC turned on and Maximizer Personal running.

Setting an A ppointment Alarm

You can set your btlist alams to go off up to many weeks ahead of time.
Complete the following steps.

[0 To setanalarm

In the Hotlist window, dect a task where you want to set an alarm.

Double-click on the task.

—or—

Click on the Edit button on the ribbon bar.

Dq 3. Inthe Hotlist Task dialog bosglect the Set Alarm checkbox.
Modify the alarm lead time in the Prior to Task field.

When you are finished, click on OK.
A bell icon appears beside the task to indicate that an alarm is set.

When an Alarm Goes Off

When an alarm goes off, you'll hear a beep. Once the alarm sounds,
Maximizer Personal gives you several options for responding to it. One
option is to ‘snooze’ athe alarms for a period of time; after the time interval,
the alarms sound again.
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[J To respond to an alarm

When an alarm goes off, the Hotlist Task Alarm dialog box appears.

=] Hotlist Task Alarm!
Details of Task : :
Personal Hotlist Task m
ol Home. e |
Tumn OFf
Scheduled at : 5:00 AM addiiollientitist
on : Monday 1995 March 13 Close I

Choose one of the following options:
* Click on the Snooze All button.
a. Inthe Snooze Time dialog box, select a time option.
b. Click on OK. After the allotted time, the alarm sounds again.
» Click on the Edit button.
* In the Hotlist Task dialog box, modify thedk. Then click on OK.

e Click on the Turn Off button to turn off the alarm and remove the alarm
icon.

e Click on the Add to Client List button.

This option highlights the associated Client in the Clients window. Itis
grayed out if it is a personal task or if you are in a dialog box.

Using the Activity Log
The Activity Log displays Hotlist tasks and afties for a particular Client.
This is a useful feature if you want to focus in on a customer, say, to find out

what needs to be done before a meeting or presentation. If you don't select a
Client, the Log displays a list of personal activities.

[0 To open the Activity Log

* Select Activities forlClient Namefrom the View menu.
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e Click on the Activity Log button on the toolbar.

i)

The Activities dialog box appears.

=] Activities for Cornwall, Gayle J.
richivitie:
Date Time I F'r.I Task I M ame I Compary I Fhone

[& June 19, 1996 A Fhone for Corrwwall, Adh Real Estate B04-123- 1234
appointment | GayleJ. Co.

M June 20,1336 A Meeting at | Corrwall, AdA Real Estate B04-1231234
10:00 Gayle . Co.

2 June 30, 1936 Canfirm Cornwall, B04-123-1234
understanding Gayle J.

| | [ | | | | [

[J To add an activity

1. Inthe Activities dialog boxglick on the Add button.

2. Inthe Hotlist Task dialog box, fill in the group boxes as pmafer.

3. When you are finished, click on OK.

[0 To modify an activity

1. Inthe Activities dialog boxglick on the Modify button.

2. Inthe Hotlist Task dialog box, modify the group boxes as yefepr

3. When you are finished, click on OK.

[0 To delete an activity

1. Inthe Activities dialog boxglick on the Delete button.

2. Inthe Delete Marked Activities dialog box, click on the Yes button to

confirm the delete.
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7 CALENDAR WINDOW

The Calendar is where you schedule business meetings and appointments.
You just select a day and time, and add your app@ntmThis information is
then displayed in the Calendar.

You can create an unlimited number of appointments in your Calendar, and
you have the option of setting priorities and alarms for them.
Opening the Calendar Window

To open the Calendar window, complete one of the following steps.

[0 To open the Calendar window

@ e Click on the Calendar button on the toolbar.

e Select Calendar from the Window menu.

You'll notice that holidays and weekends are indicated in red to assist you in
your scheduling. If you want to turn off this feature, see “Calendar
Preferences” on page 162.

Changing Calendar Views

By default, the Calendar displays the current month. You can change the
Calendar view so it displays a day, week, different month, or two-month
period. When you move from a monthly or two-month period to a daily or
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weekly view, be sure to click on the day or day in the week first. Then change
views.
[0 To change the Calendar view

e Select a Calendar period from the View menu.

Click on the Daily, Weekly, Mnthly, or Two-Monthly button on the
ribbon bar.

+H
S

Click on the right mouse button and select a view.

You can also display future or p&&lendar periods by completing one of the
following steps.

[0 To change the Calendar period

e Click on the Forward button on the ribbon bar to move ahead.

> —or—
e Click on the Backward button on the ribbon bar to move back.

< —or-

» Select Go to Day from the View menu. Then, type or select a date in the
Go to Calendar Date dialog box, and click on OK.

Making an Appointment

One of the most common tasks you'll do in your Calendar is make
appointments. Once you schedule an appointment, it appears in both the
Calendar and Hbst windows.

To assist you with your scheduling, you'll find color bars (in the daily and
weekly views of the Calendar) that indicate the status of each time period.
They are as follows:

e Green indicates that an appointment is booked.
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* Red indicates that a time period is double-booked with conflicting
appointments. When you see this bar, you should change one of the

appointments.

[0 To make an appointment
Calendar window 1. In the Calendar window, select a date.
2. Select Add from the Edit menu.
Click on the Add button on the ribbon bar.
] —or-
Click on the right mouse button and select Add.
The Add Appointment dialog box appears.

|=-| Add Appointment

-Scheduled Date and Time

Date : |1995 March 2
From : | 10:00 AWM Until : |1l]:3l] AM
[ Set Alarm I 10 I i (=] il Prior to Appoint

-Details of Appoint

Activity -

Priority : l— [ Task is Done
leon:| Y3 R EME DS

) Appointment with FFff

(8! Personal Appointment

| oK I| Find Time.__ I| Recurring. ... ” LCancel I

3. Fill in or modify the information in the Scheduled Date and Time group
box.
A drop-down calendar is available for the Date field.

4. Fillin the Details of Appointment group box.
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Drop-down lists are available for the Adty and Priority fields. Use the
Priority field to indicate the importance of the appointment. This priority
information only appears in thedtlist.

If you want to add a small graphic to the appointment, select an icon in the
Icon box.

Select the appropriate checkbox to indicate whether this is a Client-related
task or a personal task.

5. Click on the Find Time button to select an appointment time.
a. Inthe Find Free Time dialog box, click on the time you prefer.
Click and drag the cursor to include more than one hour. Click on the
right or left arrow buttons to select a different day.
Click on the Go to button or press Insert to select a spekifee In the
Go to Calendar Date dialog box, indicate a date and click on OK.
b. Click on OK.
6. When you are finished, click on OK.

The appointment is marked in the Calendar. It is also displayed as a task
in the Hotlist window; you'll see it when you reth the Hdist.

NOTE

In the daily view of the Calendar, Maximizer Personal displays a column of Hotlist
tasks. You can add, modify, or delete these tasks by clicking in the Hotlist column
and selecting the appropriate command from the Edit menu. For more
information on Hotlist tasks, see chapter 6 “Hotlist Window” on page 57.

[0 To make an appointment

Clients or Hotlist 1. In the Clients or Hotlist iImdow, drag a name to a datetive Calendar
window window.

In the Add Appointment dialog box, fill in the group box information.
When you are finished, click on OK.
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[0 To make an appointment

Actions Menu 1. From the Actions menu, select Schedule a Meeting.
2. Inthe Add Apointment dialog box, fill in the group box information.
3. When you are finished, click on OK.

Making a Recurring Appointment

You may sometimes have a regular commitment, such as a staff meeting or
conference call that recurs every week or month. Instead of adding the
appointment each time, you can create a recurring appointment.

[0 To make a recurring appointment

1. Inthe Add Apointment dialog box, click on the Recurring button.
The Schedule Recurring Appointment dialog box appe

|=-| Schedule Recurring Appointment

Freq -y -0
@ Daily
) Weekly
) Day of Month [ Skip Weekends
) Monthly

) Yearly

D
Start Date : End Date:
{1995 March 20

Concel

2. Select a time period from the Frequency group box.

Use this option to set the frequency of the appointment. The default is
daily.

If you select Weekly, Day of hth, or Montly, a pop-up field appears in
the Occurrence group box. In this field, select the preferred frequency.
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For example, to schedule regular Tuesday meetings, select Weekly and
then select Tuesday.

Fill in the Duration group box.

Use this option to schedule when to start and end the recurring
appointment period.

Drop-down calendars are available for the Start Date and End Date fields.
When you are finished, click on OK.

The appointment is marked in the Calendar for each week or month in the
specified time period.

Finding the Client Associated with an Appointment

%
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From the Calendar, you can quickly find the Client record associated with an
appointment. This is useful if you want to check an address or phone number.
Complete the following steps.

[0 To find the Client associated with an appointment

1.

In the Calendar window, select an appointment.

If you don’t have the Calendar set to the daily or weekly view, double-
click on the appointment. Maximizer Personal changes to the daily view.
Select the appointment again.

Select FindClient Name&rom the Search menu.

Click on the Add to Client List button on the ribbon bar.
Click on the right mouse button and select Put into Client List.

Maximizer Personal highlights the Client associated with the appointment
in the Clients window.

NOTE
This procedure doesn't apply to personal appointments.
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Modifying an Appointment

If your meeting or appointment is moved or changed, you can use the Modify
feature to update it. Complete one of the following procedures.

[0 To modify an appointment

1.

In the Calendar window, select the appointment you want to modify.

If you don’t have the Calendar set to the daily or weekly view, double-
click on the appointment. Maximizer Personal changes to the daily view.
Select the appointment again.

Select Modify from the Edit menu.
In the Appointment dialog box, modify the appointment.
When you are finished, click on OK.

[J To move an appointment

Change to the daily or weekly Calendar view.
Select the appointment you want to move and drag it to a new day or time.

Drag to the right of the Calendar to move ahead one day or week. Drag to
the left to move back one day or week. Drag up or down to move to a
different time of the day.

The appointment appears in the new time slot.

[0 To modify a recurring appointment

W DN PR

Select the recurring appointment you want to modify.
Select Modify from the Edit menu.
In the Appointment dialog box, click on the Recurring button.

In the Schedule Recurringpfointment dialog box, modify the recurring
appointment.

When you are finished, click on OK.
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This only changes the current appointment. Repeat the procedure for each
recurring appointment in the series.

Completing an Appointment

74

As with Hotlist taks, you can check off your appointments as they are
completed. Completed appointments appear in both the Calendaptisd H
windows.

When you complete an appointment, it will continue to appear in the current
day’s Hotlist. It will not appear ithe Hotist for the next day.

Although completed appointments don’t appear in the next day’s Hotlist, they
are still in your database (you need to delete an appointment to remove it from
the database). You can recover them by going back aluihigua Hotlist for

an earlier date.

[0 To mark an appointment as complete

1.

In the Calendar or Hiist window, find the appointment you have
completed.

Double-click in the check-mark column.
Select Tag as Done from the Edit menu.

Maximizer Personal displays a dialog box asking if you want to schedule
a follow-up acivity.

» Click on the Yes button to open the Add Appointment dialog box.
* Click on the No button.

A check mark appears in the check-mark column and also appears next to
the appointment task in the Hotlist window.

NOTE
The check-mark column only appears in the daily view of the Calendar.
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[0 To unmark an appointment

Double-click on the completed appointment.

In the Appointment dialog box, de-select the Task is Done checkbox.
Click on OK.

This option is useful if you incorrectly tag an appointment as complete.

Deleting an Appointment

If you cancel or complete an appointment, you can delete it from your
Calendar. Complete the following steps.

[0 To delete an appointment

1.

In the Calendar or Hotlist window, select the appointment you want to
delete.

Select Delete from the Edit menu.

If you are using the monthly or two-monthly view, the Delete
Appointments dialog box appears.

a. In this dialog box, change the Start Date and End Date to delete all
appointments within the specified period.

—or—
Leave the default dates as is.

b. Click on OK.

In the Maximizer dialog box, click on OK to confirm the delete.

Maximizer Personal deletes the appointment(s) from the database.

NOTE
Deletions are permanent and can’'t be undone.
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Using Alarms

You can set alarms for your Calendar appointments. These alarms will sound
at a prescribed time to remind you of a meeting. To hear the alarm, of course,
you need to have your PC turned on and Maximizer Personal running.

Setting an A ppointment Alarm

You can set your appointment alarms to go off up to many weeks ahead of
time. To set an alarm, complete the following steps.

[0 Tosetan alarm
1. Inthe Calendar window, select an appointment where you want to set up
an alarm.
2. Double-click on the appointment.
Click on the Edit button on the ribbon bar.

4 If you don’t have the Calendar set to a daily or weekly view, Maximizer
Personal changes to this view. Double-click again on the appointment.

3. Inthe Appointment dialog box, select the Set Alarm checkbox.
Modify the alarm lead time in the Prior tgpointment field.
When you are finished, click on OK.
A bell icon appears beside the appointment to atdithat an alarm is set.

When an Alarm Goes Off

When an alarm goes off, you'll hear a beep. Once an alarm goes off, you can
respond in several ways. One option is to ‘snooze’ all alarms for a period of
time; after the time interval, the alarmeund again.
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[J To respond to an alarm

When an alarm goes off, theppointment Aarm dialog box appears.

= Appointment Alarm!

Detailz of Appoi

bloggs inc
Meet with Fred @ his office.

Turn OFf

Scheduled at : 10:00 AM to 10:30 AM £t i (Bt Lt

on : Tuesday March 28. 1995

[ e
[ twmon ]
[ =
[ oo ]

LCloze

Choose one of the following options:

Click on the Snooze All button.

a. Inthe Snooze Time dialog box, select a time option.

b. Click on OK.

Click on the Edit button.

a. Inthe Appointment dialog box, modify the appointment.
b. When you are finished, click on OK.

Click on the Turn Off button to turn off the alarm.

Click on the Add to Client List button.

This option highlights the associated Client in the Clients window. It is
greyed out if it is a personal appointment or if you are in a dialog box.
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WRITING LETTERS

Maximizer Personal provides mail-merge cafigbfor supported word
processors. Using this capability, you can print hundreds or thousands of
personalized letters to any or all of your Clients.

NOTE
Maximizer Personal currently supports Microsoft Word 6.0 or higher and Corel
WordPerfect 6.1 or higher.

Creating and Printing Mail-Merge Documents

To generate a mail-merge, you first select the Clients you want letters for.
Then use your word processor to type the form letter and insert Maximizer
Personal merge codes where you want names and addresses to appear. Whe
you print the letter, a letter is created for each entry you selected with the
appropriate name and address.

[J To create and print a mail-merge
1. In the Clients windowselect the entries you want to include in your mail-
merge.

2. Click onthe Word Processor button. For example, if your word processor
is Word, click on the Word button.

3. Type your letter or document. When you want to insert a Maximizer
Personal field, click on the Maximizer Merge button.

The Select Merge Field dialog box appears.
4. Select the field you want to insert and click OK.
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The field from the current Client appears in your document.

When the document is complete, click on the Maximizer Print Merge
button.

The Print Merge dialog box appears.
Select one of the items in the Print group box.

To print the document for Click
All Clients currently listed in the Clients window Current Lis
Clients currently marked in the Clientsndow Marked List

Currently hghlighted Client Current Client

In the Note field, type a comment if you prefer. What you type will
appear as a Note for each Client included in your print merge.

Click List Document in Note if you want this document’'s name to appear
in a Note for each client included in your print merge.

When you are finished, click on OK.

Maximizer Personal displays each document with the merge codes
replaced by the appropriate fields from your current Client before printing
the documents.

Solving Mail Merge Problems
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If Microsoft Word is your word processor:

Check the version of Microsoft Word you are using. Only version 6.0 or
higher is supported.

Ensure the file, TML_LITE.DOT, is in your Word STARTUP directory.

If the Maximizer Personal Print Merge toolbar does not appear when you
start Microsoft Word, you can link the template to your document. From
View, select Toolbars. Click on TeamMate Link Lite and click on OK.

When doing mail-merges, Maximizer Personal response may slow if both
Maximizer Personal and Word windows are open. You can improve
Maximizer Personal response by changing the merge codes from hot links
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to cold links. This means each time you move to a different Client, you
must press F9 to update the fields.

To change hot links to cold links, edit the TML_LITE.INI file in your
Windows directory. Then under the [Misc] section, add DDEAuto=No as
shown below:

[Misc]
DDEAuto=No

If Corel WordPerfect is your word processor:

Check which version of WordPerfect you are using. Only version 6.1 or
higher is supported.

Ensure the file, MAXWP.WPT, is in your WordPerfect TEMPLATE
directory. A backup copy of MAXWP.WPT is in your Maximizer
directory if the template is accidently deleted from your WordPerfect
directory.
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MAKING PHONE CALLS

Maximizer Personal provides a phantdity that lets you rake calls from any
window. The program finds the phone number for the current Client and dials
it for you.

All your calls are automatically logged in the Notes window and the Phone
Log so you can keep track of calls made and received.

Making a Call

You can make two kinds of calls: a regular call and quick dial. Regular calls
allow you to select a subject each time and to choose the phone number you
want to use (you can have up to f@imone numbers in your Clientagrd).

With regular calls, you can algdone aseries of Clients.

Quick dial is faster but gives you fewer options. You don’t add a subject, and
the first phone number in the record is dialed by default. You can only call
one Client at a time.

[0 To make a single call

1. Inthe Clients, Htlist, or Calendar (daily view) window, select an entry.

2. Click on the Phone button on the toolbar.
< —or—

Select Phone from the Tools menu.
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The Phone dialog box appears.

=‘| Phone |L|
Subject : I
Name : ABC Company
Select Mumber to Dial
@® 1 510-866-9142
= A

In the Subject field, type a subject or select one from the drop-down list.
If you call from the Hdist, the current task is displayed in this field.
A drop-down list is available for this field.

Any text you add in this field appears with the phone call information in
the Notes window.

Select a phone number from the list in the Select Number to Dial field.
Select an alternate format for the number in the Phone field if you prefer.
Change the field if you need to, say, include an area code or prefix.
Click on the Dial button.

The Phone Call dialog box appears.

= Phone Call
| Lift receiver and dial "564-7899" [99] | Cancel |
| :'3,."3 d I | Meszage I | Mo Anzwer I ‘ Buszy I ‘ Re-dial I

Maximizer Personal dials the selected number or asks you to dial the call
yourself.

NOTE
How Maximizer Personal handles a call depends on your call setup. For more
information, see “Modem Preferences” on page 162.
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7.

If you don't reach the party you dialed, click on one of the following
buttons:

* Message

« No Answer

e Busy

The Phone dialog box re-appears and displays the results in the Last
Result field.

If the party answers, click on the Answered button.

The Phone timer dialog box appears.

Phone - 00:00:30 -

Subject : I

Lancel

HNote : ABC Company

2]

a. Click on the Hang Up button when you finish the call.

In the Phone Call Result dialog box, select a Results field item.

To add a Results item, click on the Add button. Type an item and click
on OK.

Click on OK to end the call.

The Phone dialog box re-appears and displays the Results field item in
the Last Result field.

When you are finished with the call, click Cancel to close the Phone
dialog box.

Maximizer Personal automatically logs yqurone call activities in the
Notes window.
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You may want to work through a list of Clients, calling each one in turn.
Complete the following steps.

To make a series of calls

In the Clients or Hotlist imdow, select an entry.

Click on the Phone button on the toolbar.
In the Phone dialog box, select a number and click on the Dial button.
In response to the call, click on one of the following buttons:

e Answered
« Message

* No Answer
* Busy

When you complete the first call, click on the Next button to move to the
next Client in the window.

Click on the Previous button to move to the previous Client.
The next or previous Client is displayed in the Phone dialog box.
Repeat steps 3-5 for each call in the series.

When you are finished making calls, click on Cancel to close the Phone
dialog box.

[0 To do a quick dial

In the Clients or Hotlist imdow, select aentry.

Drag the Client to the Phone button on the toolbar.
—or—

Select Make a Call from the Actions menu.

The Phone Call dialog box appears. Maximizer Personal dials the first
number in the phone list or asks you to dial the call yourself.
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3.

In response to the call, click on one of the followingdnst

 Answered
* Message

e No Answer
e Busy

Maximizer Personal automatically logs the phone call activities in the
Notes window.

Receiving a Call

You can also keep track of incoming calls. When you receive a call, just click
on the Phone button. You can then search for the associated Client. When
you complete the call, the information is attached to the selected Client and

logged in the Notes window.

0 To receive a call

1.

Click on the Phone button on the toolbar and then click on the Incoming
button in the Phone dialog box.

Select Receive a Call from the Actions menu.

In the Phone timer dialog box, type a Subject for the call and any notes if
you prefer.

If the caller is a Client, find and select their name in the Clients window.

For information on searching for Clients, see chapter 10 “Lists and
Searching” on page 93.

Click on the Hang Up button when you finish the call.

In the Save Note dialog box, select the Client where you want to save the
phone notes and click on OK.

In the Phone Call Result dialog box, select an item in the Results field.
Click on OK.
Maximizer Personal logs the call in the Notes window.
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Using the Phone Log

90

The Phone Log lists all incoming and outgoing calls for the current day. This
gives you a quick overview of your daily phone activities.

[0 To view the Phone Log

e Click on the Phone Log button.
—or—

e Select Phone Log from the View menu.
The Phone Log appears.

|=-| Phone Log
-Phone Log
Time | Name | Company || Phone No. || Duration]|  Result |
+
| 6:19 PM |ABCI: pany |ABCI: pany | | ing Call | l]l]:l]1:2l]| i |
| 6:20 PM | FFFF | FFFF Incoming Call | l]l]:l]l]:l]?| i |
| 6:20 PM | FFFF | FFFF | Incoming Call | | Busy | 5
-Details of Call -Phone Log Options
Phone Call : ABC Company + )
Number Called : 866-9142 Date : |1995 March 13 +

Result : No Answer
Modify List : () Add to List ® Beplace List

| Phone I | Print.._ I | LCancel I

By default, the Phone Log displays the current date. You can change the date
to review past or future time periods. Complete the following steps.

[0 To change the Phone Log date

In the Phone Log, go to the Date field.
Use the up or down arrow to select a different day.

Use the drop-down calendar to select a day from a different month or year.
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Making Calls with the Phone Log

You can use the Phone Log to find and redial any calls that were not
completed. Complete the following steps.

[0 To make a call using the Phone Log

In the Phone Log, select one or more entries.
Select Add to List to add the entries to the existing Client list.

Select Replace List to replace the existing Client list with the selected
entries.

3. Click on the Phone button.

Maximizer Personal adds the selected entries to your Client list and
displays the Phone dialog box.

In the Phone dialog box, select a number and click on the Dial button.
5. Inresponse to the call, click on one of the followingdnmst

 Answered
« Message

* No Answer
e Busy

6. When you complete the first call, click on the Next button to move to the
next Client in the window.

The next Client is displayed in the Phone dialog box.

91



MAXIMIZER PERSONAL USER S GUIDE

92



Chapter

10 LISTSAND SEARCHING

Maximizer Personal provides a powerful set of searching tools that you can
use to quickly find any information in your database. For maximum
flexibility, the program allows you to search Client records and Notes entries
in a wide variety of ways.

Using Lists

The list utility lets you work with lists of Clients. This means you don’t have
to open or view your entire database at one time. Instead, you can view a
subset of database entries.

A list can include one or all of your Clients. You can add or remove entries
from the list, and you can save any of your lists for future reference.

Showing All Clients
If you want to display all the Clients in your database, complete the following
steps.
[0 To show all Clients

1. Click on the Clients window to make it active.

2. From the View menu, select All Clients.
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Clearing a List

You can clear a list at any time. This removes all the Clients from the Clients
window. However, it doesn’t mean the Clients are deleted. They still reside
in the database. You can retrieve them again by building another list.

0 Toclear alist

* |n the Clients window, select Clear List from the View menu.

Maximizer Personal clears the list that is curredifyplayed in the Clients
window.

Marking and Narrowing a List

Once you display a list, you can narrow it further by marking some of the
entries and rebuilding. This allows you $ay, set up a pre-selected mailing
list.

You can also mark lists in other Maximizer Personal windows. This allows
you to, say, select a group of Notes entries which you could then delete or
print. To use the marking feature, complete the following steps.

00 To mark entries in a list

In the Clients window, select an entry to mark the beginning of the list.
2. Shift+drag over the entries you want to mark.

—or—

Select Mark One from the Edit menu for each entry you want to mark.

Maximizer Personal highlights your marked entries.

[0 Tounmark an entry in a marked list

1. Select the marked entry.
2. Select Unmark One from the Edit menu.
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00 To unmark all entries in a marked list

e Select Unmark All from the Edit menu.

Creating a List

After you mark the entries, you can display them in a new list. Maximizer
Personal also lets you save your new list in a catalog, which you can retrieve
later on. Complete the following steps.

[0 To display a new list

1. In the Clients window, create a marked list.
2. Select Make Marked List Current from the Edit menu.

Maximizer Personal displays the marked list in the Clients window.

0 To save a new list

1. In the Clients window, create a marked list.
2. Select Catalog of Saved Lists from the View menu.
3. Inthe Client List Catalog dialog box, click on the Add button.

= Client List Catalog

Saved Client Lists :

Retrieve

Change...

Delete

Lancel

[T Use Client List on Startup

4. Inthe Name of Client List dialog box, type a descriptive name for the list.
5. When you are finished, click on OK.

95



MAXIMIZER PERSONAL USER S GUIDE

Maximizer Personal creates a catalog for the saved list.

Retrieving and Modifying a List

96

Once you have saved one or more of your own lists, you can quickly retrieve
and use them again. Maximizer Personal also lets you modify the list names
or delete any lists that are no longer applicable.

To retrieve a saved list

1. In the Clients window, select Catalog of Saved Lists from the View menu.

2. Inthe Client List Catalog dialog box, select the catalog you want to
retrieve from the Saved Client Lists field.

3. Click on the Retrieve button.
Maximizer Personal displays the selected list.
Maximizer Personal doesn’t automatically update your saved lists as you work

on them. So to update any entries you've added or removed, you must re-save
the list.

To re-save a list

1. Inthe Client List Catalog dialog box, select the existing list in the Saved
Client Lists box.

2. Click on the Save button.

To modify a Client list name

In the Client List Catalog dialog box, select the list you want to modify.
Click on the Change button.

Type a new name.

Click on OK.

W DN PR
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0 To delete a list

In the Client List Catalog dialog box, select the list you want to delete.
Click on the Delete button.
In the Maximizer dialog box, click on OK to confirm the delete.

Maximizer Personal deletes the list. This command doesn’t delete any
entries from the database.

Setting Up a Default Startup List

Any saved list can be assigned as your startup list. The startup list is the
default list displayed in the Clients window when you start the Maximizer
Personal program. If you prefer, you @so display an empty list on startup.
Complete the following steps.

[0 To select a list for startup

In the Clients window, select Catalog of Saved Lists from the View menu.

In the Client List Catalog dialog box, select a catalog name from the
Saved Client ists field.

Select Use Client List on Startup.
Click on the Close button.
The selected list is displayed each time you start Maximizer Personal.

[0 To select an empty list for startup

W DN P

In the Clients window, select Clear List from the View menu.

Select Catalog of Saved Lists from the View menu.

In the Client List Catalog dialog box, click on the Add button.

In the Name of Client List dialog box, type a descriptive name for the list.
An example of a list description might be ‘Startup.’

Click on OK.

Select Catalog of Saved Lists again from the View menu.
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Select the empty startup list you just created.

Select Use Client List on Startup.

Click on the Close button to close the dialog box.

The empty list is displayed each time you start Maximizer Personal.

Combining Marked Entries
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When working with large lists, it's fairly easy to add an entry for a Client that
already exists. Maximizer Personal lets you check for duplicates quickly and
easily. If any are found, you can combine them into one up-to-date entry.
Complete the following steps.

To check and eliminate duplicates

1. Select Check for Duplicates from the Search menu.

Maximizer Personal displays any duplicate entries it finds in the current
Clients list.

Mark the duplicate entries.
Select the most up-to-date entry.
Select Combine Marked Entries from the Edit menu.

o > 0D

In the Maximizer dialog box, click on OK.

Maximizer Personal combines the entries into the selected entry.
Select Unmark One from the Edit menu.

Select Delete from the Edit menu.

In the Delete Client Information box, click on OK.

© © N o

In the Maximizer dialog box, click on OK again to confirm the delete.
Maximizer Personal deletes the marked duplicate entries.

NOTE
Deletions are permanent and can’t be undone.



LISTSAND SEARCHING

Searching

By Clients

Maximizer Personal lets you search your database in four ways: by Clients,
User-Defined Fields (UDF)s, or Notes. You can also find Clients from the
Hotlist window.

No matter what you need to find, the search process is basically the same.
You bring up a search dialog box where you add your search criteria. This
could be a last name, as&r-Defined Field item, or a particular date for Notes.
Once you adthis information, Maximizer Personal sehes the database and
displays the results in the appropriate window.

You can search two levels of Client information: main and secondary
information. The search function is virtually the same for both, though you
may find that searching by main Client information is faster in a large
database.

The search fields correspond to the Client record fields, such as Last Name
and City. To search by Client information, complete the following steps.

[J To search by main Client information

1. From the Search menu, select one of the faligw

e Last Name

» Company/Organization
» City

» State/Province

* Zip/Postal Code

e ClientID

e Phone Number 1
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The Search b¢lient Informationdialog box appears.

|=-| Search by Company f Organization

Company/Organization :I

Modify List—————————

ok
O Add to List
0 Marrow List
® Beplace List

2. Type a name or number in the search field.

NOTE
You can use wildcards in your search. Use a question mark (?) in place of a single
character. For example, “4?? Main Street” would find address numbers from 400
to 499 on Main Street. Use an asterisk (*) in place of a word or character string.
For example, “416*” would find all phone numbers with an area code of 416.

3. Select one of the listed items in the Modify List group box.

Use this group box to determine how to merge the Clients that Maximizer
Personal finds during the search.

If you select Narrow List, Maximizer Personal searches only the current
list in the Clients window, rather than the entire Clients database.

4. When you are finished, click on OK.

Maximizer Personal searches for the specified entry and displays a list of
matching Clients in the Clients window.

[0 To search using a range

1. Inthe Search bglient Informationdialog box, click on the Range button.
The Range dialog box appears.
2. Type the data range in the range fields.

As an example, if you were searching by last names, “aa” and “bz” in
these fields would find all people with surnames beginning with A or B.

3. When you are finished, click on OK.

In the Search b¢lient Informationdialog box, Maximizer Personal
displays the range information in the sgafield.
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[0 To search by secondary Client information

Select Other from the Search menu.
In the Other sub-menu, select one of the following:

» First Name

» Position

* Department

« Division

e Address Line1or?2
* Country

 Phone Number 2—-4
» All Phone Numbers
» Last Change Date

The Search blient Informationdialog box appears.
3. Type a name or number in the search field.
Select one of the listed items in the Modify List group box.
When you are finished, click on OK.
Maximizer Personal searches for the specified entry and displays a list of

matching Clients in the Clients window.
By UDFs

If you want to find any Clients attached to a UDF, you can search by that field.
Setting up the search criteria dake a little longer, so you also have the
option of saving the search information in a catalog. You can then retrieve the
catalog later on if you have to do the same kind of search again.

[J To search by UDFs

1. Select User-Defined Fields from the Search menu.
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2. Inthe Search by User-Defined Fields dialog box, click on the Add button.

\=| Search by User-Defined Fields

Jzer-Defined Fields for Search

Change. .. I | Rermave I | Mat Equal I
~Search Conditior todify List
aK
@ Must Match & Ll
st b atcl
O Marmow List
Match 0 M
) Match One or More ® Beplas Lis

3. Inthe Select User-Defined Fields for Search dialog box, select one or
more fields and click on OK.

|=-| Select User-Defined Fields for Search
Uszer-Defined Fields :

1.
. Do you use methodology? 0K

14 Mgt. needs pipeline info?

15, Have plans to automate?
16. Important Applications —

1992 Net Income [$000,000°s]
1992 Revenue [$000,000's)
Asszets [$000,000's)
Competitors

Current Rank

Current Status/Comments
Database Source

Date Opportunity Identified
Debt To Equity Ratio
Employee Count

Fiscal Year End

Industry 3

4. In the Select Items for Search dialog box, select one or more UDF items
and click on OK.
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|=-| Select ltems for Search

14 Mgt. needs pipeline info? :
Yes

H oK

A From/To dialog box appears when you select a Date, Alphanumeric, or
Numeric UDF.

a. Type the lowest value to search in the From field.

NOTE

If you want to search for an annually recurring date, don’t enter any year in the
From or To boxes.

b. Type the highest value to search in the To field.
c. Click on OK.

5. Inthe Search by User-Defined Fields dialog box, select one of the listed
items in the User-Definediélds for Search group box.

Select one of the listed items in the Searohditions group box.
Select one of the listed items in the Modify List group box.
When you are finished, click on OK.

Maximizer Personal searches the database and displays a list of matching
Clients in the Clients window.

[0 To modify or change search criteria for a UDF

1. Complete steps 1-5 above.

2. Click on one of the following buttons to change thaercle criteria:

103



MAXIMIZER PERSONAL USER S GUIDE

» Change. Click on this button to modify a User-Defined Field item.

« Remove. Click on this button to delete a User-Defined Field from the
search box.

* Not Equal. Click on this button to search for UDF items that don't
match the items you selected.

[0 To save the search criteria in a catalog

1. Complete steps 1-8 above.
2. Click on the Catalogs button.
3. Inthe Search Catalogs dialog box, click on the Add button.

|=-| Search Catalogs

Saved Search Catalogs :

Retrieve
Change...
Delete

LCancel

IIIIH lb
-9
=5

In the Name of Search Catalog dialog box, type a catalog title.
Click on OK.
Click on the Close button.

Once you save a search catalog, you can retrieve it by clicking on the
Retrieve button in the Search Catalogs dialog box. This brings up the
search criteria in the Search by User-Defined Fields dialog box.
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By Notes

You can search through all your Notes and find those that match a particular
string of text. You can also find all the Notes you creatihbinva specified

time period.

When you do a search, you need to specify the type of Note to look for. There
are six types to choose from:

All Notes Includes your own Notes and those logged by the
program.

Mail-Outs Notes logged when you print a label, an envelope, or ja
letter.

Phone Calls Notes logged when you dial a phone number.

Timed Note Notes logged when you use the Maximizer Personal
Timer.

Transfer Log Notes logged when you transfer Clients from MultiActive
Eagle.

Completed Tasks Notes logged when you complete an appointment or
Hotlist task.

[0 To search by Notes

1. Select Notes from the Search menu.
The Search by Notes dialog box appears.
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From the Hotlist

106

|=-| Search by Notes

Text Search :

Date Range———————  TypeofMaote—
FErom : @ AllNotes
June: 18,1336 ® i
O Phone Calls
Ui O Timed Nates
IJune‘IB,‘ISSB ) Transfer Log
O Completed Tasks
[T Search &ll Naotes
rModify List————————————
O Add to List
) Narraw List

® Replace List [Tor ) | gancell

2. Type a string of text to search for in the Text Search field.
A drop-down list is available for this field.

3. Indicate a calendar period or select All Notes in the Date Range group
box.

Drop-down calendars are availalide the From and Until fields.
Select one of the listed items in the Type of Note group box.
Select one of the listed items in the Modify List group box.
When you are finished, click on OK.

Maximizer Personal searches the database and displays a list of matching
Clients in the Clients window.

As well, a list of matching Notes is displayed in the Notes window. To
view all Notes again, go to the Notes window and select All Notes from
the View menu.

In Maximizer Personal, the Hotlist and Client windows are independent of
each other. This means if you are working on a Client-related task in the
Hotlist windowyou can't, say, directly access the Client record in the Clients
window. To find the associated Client in the Clients window, complete the
following steps.
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[0 To find a Client associated with a Hotlist entry

In the Holist window, select a task.
Select FindClient Name&rom the Search menu.

Click on the Add to Client List button on the ribbon bar.
‘B

Click on the right mouse button and select Put into Client List.

Maximizer Personal highlights the Client associated with the task in the
Clients window.

NOTE
This procedure doesn'’t apply to personal tasks.
Undoing a Se arch

Maximizer Personal lets you undo any of your searches. When you undo a
search, the search list is replaced by the previously displayed list. You can
undo up to eight previous searches.

0 Toundo a search

e Select Undo Search from the Search menu or ribbon bar.

Maximizer Personal clears the list of search items from the Clients
window and reverts to the previous list.
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11

Envelopes

Setup

PRINTING

Maximizer Personal lets you print all kinds of business-related items,
including reports, labels, and envelopes. As well, you can print Address and
Calendar reports that list all your Client addresses or appointments.

To print, you must have a printer installed and initialized for Windows. This
information is provided in youvlicrosoft Windows User’'s GuideOnce you

have a printer set up, you can adjust the settings, such as page orientation anc
paper size. Windows itself handles many of these settings, but yotilican s
make the adjustments fronithin Maximizer Personal.

In Maximizer Personal, you can print envelopes for some or all of your
Clients.

Before you print your envelopes, you should adjust some of the printer
settings. Many of these adjustments are optional, but you do need to specify
the paper source and size. Complete the following steps.

To set envelope preferences

1. From the File menu:
a. Select Print Setup.
b. Select Envelopes from the Print Setup sub-menu.
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a. Select Preferences.
b. In the Preferences dialog box, click on the Envelopes button.
2. Inthe Envelope Settings dialog box, adjust the group boxes as you prefer.

|=-| Envelope Settings
Marg | oK I
Left - 450 Right - | 50 — I
AR S
Measurements : (8 inch ) em I
= = Fonts...

-Printer Settings

Printer : I |£I

Paper Source :I |£I

-Ori

(@ Portrait ) Landscape

Specify the envelope and its size in the Paper Source and Paper Size
fields.

Click on the Setup button if you want to change any default printer
settings. This links you to the Windows Setup dialog box. For more
information, see the “Print Manager” chapter in yMicrosoft Windows
User’s Guide

Click on the Fonts button if you want to change the default font. This
takes you to the Windows Rts dialog box.

3. When you are finished, click on OK.

Print Envelopes
You can print envelopes from your Clients ortlisb window. Or, yowcan do

a quick print using the Actions menu. Each of these options is described
below.
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[0 To print an envelope

1.

S Y

In the Clients or Hitist window, mark the entries you want to print.
Leave the list unmarked.

Click on the Print button on the toolbar.
—or—

Select Print from the File menu.

Select Envelopes from the Print sub-menu.

In the Print Envelopes dialog box, adjust the Printiddg group box as
you prefer.

[~ All Caps. No Punctuation

|=| Print Envelopes
Print Options
| OK I
Humber of Copies :I 1
[ Draft Quality

LCancel

Meszage to Log to Hotes -

Type a description in the Message to Log to Notes field if yefepr
Make sure your printer is loaded with the appropriate envelopes.

When you are finished, click on OK.
The Printing dialog box appears if you didn't mark any entries.

» Select Current Entry Only and click on OK to print the current
selection.

» Select All Entries and click on OK to print the entire list.
Maximizer Personal prints the envelopes for your Clients.
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[0 To do a quick print

1. Inthe CLients window, select the Client you want the envelope for.

(=3 2. Select Print an Envelope from the Actions menu or ribbon bar.
3. Fillin the Print Envelope fo€lient Namedialog box.

|=| Print Envelope for ABC Company

Print Dptions
Humber of Copies :|_1
[~ Draft Quality
[ All Caps. No Punctuation m

Mezzage to Log to Notes -

4. When you are finished, click on OK.
Maximizer Personal prints an envelope for the current Client.

Labels

With Maximizer Personal, you can print labels for some or all of your Clients.

Setup

Before you print your labels, you should adjust some of the printer settings.
Many of these adjustments are optional, but you do need to specify the type of
label you are using. Complete the following steps.

[0 To set label preferences

1. From the File menu:
a. Select Print Setup.
b. Select Labels from the Print Setup sub-menu.
—or—
a. Select Preferences.
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b. In the Preferences dialog box, click on the Labels button.

2. Inthe Label Settings dialog box, adjust the group boxes as yiu.pre

|=-| Label Settings
Label Type : [Laser (2 5787 x 1 - 30/sheel] %) | 0K I
_M g
. -
Left - 10 HRight : 10
Fonts... I

O em

Measurements : (& inch

-Printer Settings

Printer : I

Paper Source : I

EED

-Ori

(@ Portrait

) Landscape

Select a standard label format from the drop-down menu in the Label

Type field.

If you select User Defined in the Label Type field, click on the

Dimensions button.

a. Inthe Label Dimensions dialog box, change the default information
fields to indicate the dimensions of your customized labels.

=] Label Dimensions - PRE-DEFINED
Label Di
Humber Across : |—3 Mumber Down : |—1|]
Top Margin : |—5|] Left Margin : |—19
Label Height - m Label Width - 262
Horizontal Gap : |—13
Measurements : @ inch O cm

b. Click on OK.

Click on the Setup button if you want to change any default printer
settings. This links you to the Windows Setup dialog box. For more
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information, see the “Print Manager” chapter in yMicrosoft Windows
User’s Guide

Click on the Fonts button if you want to change the default font. This
takes you to the Windows Rts dialog box.

3. When you are finished, click on OK.

Print Labels

You can print labels from your Clients ootiist window. Or, you can do a
quick print using the Actions menu.

One of the most convenient features about printing labels in Maximizer
Personal is that you can select any label to start printing from. This allows you
to finish a sheet of labels before starting the next one, saving unnecessary
waste and expense.

[0 To print a label
1. In the Clients or Hotlist imdow, markthe entries you want to print.
Leave the list unmarked.

2. Click on the Print button on the toolbar.
) —or—

Select Print from the File menu.
3. Select Labels from the Print sub-menu.
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4.

In the Print Labels dialog box, adjust the Print Options group box if you
prefer.

|=| Print Labels

Print Options

Mumber of Copies : I 1

[ Draft Quality

[~ All Caps. No Punctuation

Cancel
Meszage to Log to Notes : =

Type a description in the Message to Log to Notes field if yefepr

Click on the Set Start button if you want to specify a starting label other
than the default.

a. Inthe Start Label dialog box, click on the label where you want to start
printing.

=] Start Label
Start
| 0K I | LCancel I
b. Click on OK.

Make sure your printer is loaded with the appropriate labels.
When you are finished, click on OK.
The Printing dialog box appears if you didn't mark any entries.
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e Select Current Entry Only and click on OK to print the current
selection.

» Select All Entries and click on OK to print the entire list.
Maximizer Personal prints the labels for your Clients.

[0 To do a quick print

1. Inthe Clients window, select the Client you want the label for.

2. Select Print a Label from the Actions menu or ribbon bar.
3. Fill in the Print Label foClient Namedialog box.

|=| Print Label for ABC Company

Print Dpl;ulla

Number of Copies : I 1|

[~ Draft Quality

Set Start....

[~ All Caps. No Punctuation

Meszzage to Log to Motes : Cancel

4. When you are finished, click on OK.

Maximizer Personal prints a label for the current Client .

Reports
Maximizer Personal lets you print repofids your businesgelated actiities.

You can print reports from anyimdow. The window you select from often
determines the content of the report.
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Setup

Before you print your reports, you may need to adjust some of the printer
settings. Complete the following steps.

[0 To setreport preferences

1. From the File menu:
a. Select Print Setup.
b. Select Reports from the Print Setup sub-menu.
—or—
a. Select Preferences.
b. In the Preferences dialog box, click on the Reports button.
2. Inthe Reports Settings dialog box, adjust the group boxes as you prefer.

|=-| Reports Settings
M

Left : I Right :
& 1,00 ity I 1.00 Lancel

Top: 1.00 Bottom : | 1.00

Measurements : @ inch ) cm

Flel

Fonts...

-Printer Settings

Printer : IHP Laserlet 45i/45iMX PS5 600dpi on BEJH

Paper Size : ILellet 85=x11in |£I

-Paper 5

First Page : IDe[auIl Tray

El
El

Other Pages : IDe[auIl Tray

O Portrait @ Landscape

NOTE

By clicking on the Setup button, you can go directly to the printer driver’s setup
dialog box. For more information on Windows setup, see your Microsoft Windows
User's Guide.
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3. When you are finished, click on OK.

Client Reports

You can print several different Client reports. These reports can be very
useful for tracking your calls, researching your database, or analyzing your
business activities.

Column Report

A column report shows the same information you see displayed in the
window, such as names and addresses.

[0 To print a column report
1. In the Clients window, mark the entries you want to print.
Leave the list unmarked.

2. Click on the Print button on the toolbar.
) —or—

Select Print from the File menu.
3. Select Column Report from the Print sub-menu.
The Print Column Report dialog box appears.

|=-| Print Column Report
Report Title : | A=A
Frint Options———————————————— Report Options——————————————
Mumber of Copies : l_‘] @ Print Horizontally
[ Ciraft Quality 0 Priet Wertically
[ Suppress Heading [T Frirtt Colurnn Titles

Modify the default text in the Report Title if you prefer.
5. Fill in the Print @tions and Rport ptions group boxes as you prefer.
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6. When you are finished, click on OK.
7. The Printing dialog box appears if you didn't mark any entries.

» Select Current Entry Only and click on OK to print the current
selection.

» Select All Entries and click on OK to print the entire list.
Maximizer Personal prints the column report.

Detailed Report

A detailed report can include, for each Client, any relafggbintments, or
Hotlist tasks.

[0 To print a detailed report

1. Select Detailed Report from the Print sub-menu.

The Print Detailed Report dialog box appears.

|=-| Print Detailed Report
rReport Option: Frint Option:
Mumber of Copies : l_‘l
X Prirt Appointments [ Diaft Quality
% Frirt Hotlist Tasks [" New Page for Each Entry
[% Print UserDefined Fields I Suppress Heading
X Prirt Notes
@ Al Motes
O Most Recent Note Only I i3 l | . I | e I

Modify the Report Options group box if you prefer.
Fill in the Print Options group box as you fiere
When you are finished, click on OK.

Maximizer Personal prints the detailed report.

Name/Address/Telephone Report

A name/address/telephone report provides address and telephone information
for each Client. It is similar to a column report but is formatted differently.
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[0 To print a name/address/telephone report

1. Select Name/Addr/Tel Report from the Print sub-menu.
The Print Name/Address/Telephone Report dialogdupears.

|=-| Print Name/Address/Telephone Report
Frint Option:

Hurnber of Copies : I
[ Craft Quality

[ Suppress Heading
[ Mew Page for Each Entry

I Ok l | Frinter... I | Lancel I

2. Fill in the Print ®tions group box as yagorefer.
3. When you are finished, click on OK.
Maximizer Personal prints the name/address/telephone report.

Note Report

A Note report lists the Notes attached to your Clients. You can specify the
type of Note to print. There are six types to choose from:

All Notes Includes your own Notes and those logged by the
program.

Mail-Outs Notes logged when you print a label, an envelope, ora
letter.

Phone Calls Notes logged when you dial a phone number.

Timed Note Notes logged when you use the Maximizer Personal
Timer.

Transfer Log Notes logged when you transfer Clients from

MultiActive Eagle.

Completed Tasks Notes logged when you complete an appointment or
Hotlist task.
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[0 To print a Note report

1. Select Note Report from the Print sub-menu.

The Print Note Report dialog box appears.

|=-| Print Note Report
T fRepott—————
e
O Mail-Outs
:
O Phare Calls Date Rang
O Timed Naotes Erom :
O Transfer Log JJune 18,1336
Lrtil -
O Completed Tasks IJune 18,1996
Test Search : I
rReport Options———————————  Print Dption
(® Prirt Entire Note itlpolen f Capies I 1
I [ Craft Quality
Frint Abstract Onl
® [ Suppress Heading
[ Print Statistics [ Mew Page For Each Entry

Select an item from the Type of Report group box.
Indicate a calendar period in the Date Range group box.
Drop-down calendars are available for these fields.

4. Type a text string in the Text Search field if you prefer.

Filling in this field limits the number of Notes printed to those that match
the search criteria.

A drop-down list is available for this field.

Fill in the Report @tions and Print Options group boxes as yaafen
When you are finished, click on OK.

Maximizer Personal prints the Note report.

Note Reports

A Note report is similar to a Client column report. This type of report shows
the information you see displayed in the Notes window.
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[0 To print a Note report
1. Inthe Notes window, mark the entries you want to print.
Leave the list unmarked.

2. Click on the Print button on the toolbar.
) —or—

Select Print from the File menu.
The Print Report dialog box appears.

3. Fillin the Print @tions and Rport ptions group boxes if yoprefer.
When you are finished, click on OK.

5. The Printing dialog box appears if you didn't mark any entries.

» Select Current Entry Only and click on OK to print the current
selection.

» Select All Entries and click on OK to print the entire list.

Maximizer Personal prints the Note report.

Hotlist Reports

A Hotlist report shows you a list of current tasks and activities. To print a
Hotlist report, complete the following steps.

[0 To print a Hotlist report
1. In the Hotlist window, markhe entries you want to print.
Leave the list unmarked.

2. Click on the Print button on the toolbar.
) —or—

Select Print from the File menu.
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3. Select Hotlist Report from the Print sub-menu.
The Print Report dialog box appears.
Fill in the Print Options and Report Options group boxes if yofepre
When you are finished, click on OK.
The Printing dialog box appears if you didn't mark any entries.

e Select Current Entry Only and click on OK to print the current
selection.

» Select All Entries and click on OK to print the entire list.
Maximizer Personal prints the Hotlist report.

Calendar
You can print a copy of the Calendar in the daily, weekly, monthly, or two-
monthly view. Complete the following steps.
[0 To print the Calendar
1. Inthe Calendar window, select a Calendar period from the View menu.

2. Click on the Print button on the toolbar.

L

Select Print from the File menu.
3. Select Appointments fromhe Print sub-menu.
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The Print Calendar dialog box appears.

|=-| Print Calendar
rPrint Option
| ok I
MNumber of Copies : I
™ Dot Quaity
[T Suppress Heading l—l
- Lancel
rReport Option: [ate Range

(® Prirtt as Chart FErom :
O Prit Sumrnary I
O Frint Full Details Until-
™ Include Mame/Addr Tel [

Fill in the Print Qotions group box as yoprefer.
Select an item from the Report Options group box.
When you are finished, click on OK.

Maximizer Personal prints the Calendar.

Phone Log

The Phone Log provides a list of your daily phone callvdits. You can
print the Phone Log by completing the following steps.

[0 To print the Phone Log

1. Inthe Phone Log, click on the Print button.
The Print Phone Log Report dialog box appears.

|=-| Print Phone Log Report

Frint Options——— RAeportOptions——————————————
Mumber of Copies : (® Prirtt List Only

C Print Full Details

[T Include Address/Tel #

[ Craft Quality

[ Suppress Heading

[T Include Statistics

2. Fill'in the Print tions and Rport ptions group boxes as you prefer.
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3. When you are finished, click on OK.
Maximizer Personal prints the Phone Log.
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¥4 TIMING TASKS

The Maximizer Personal timer is a convenient tool you can use to keep track
of the time you spend on your business tasks. It is especially useful for
lawyers and other professionals who bill their Clients by increments of time.

The timer keeps a running count of the minutes or hours you spend on an
activity for a selected Client. When you complete the task, a Note is added to
the Notes window showing the duration of time spent.

Using the Timer

With the timer, you start a stopwatch when you begin a task and turn it off
when the task is finished. You can time one activity or a series of activities.
Complete the following steps.

0 To use the timer

In the Clients or Hitist window, select an entry.
2. Select Time a Task from the Actions menu.
—or—
From the Tools menu:
a. Select Timer.
b. In the Timer dialog box, type a descriptive term in the Subject field.
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=] Timer - 00:00:18

Mame : ABC Company

Subject : ||
FPrevious Cloze

Stop

II 4

c. Click on the Start button.

A running stopwatch icon appears at the bottom of the screen.
Double-click on the stopwatch icon when you want to stop timing.
In the Timer dialog box, click on the Stop button.

Click on the Close button.

Maximizer Personal creates a timer Note for the selected Client in the
Notes window.

0 To use the timer for a series of Clients

In the Clients or Hotlist mmdow, select Timerrbm the Tools menu.
In the Timer dialog box, type a Subject and click on the Start button.

When you complete the task, double-click on the stopwatch icon and click
on the Stop button.

Click on the Previous button.

—or—

Click on the Next button.

The previous or next Client in the list is displayed in the Timer dialog box.
Repeat steps 2—4 for each task in the series.

When you are finished timing tasks, click on the Close button.
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13 THE TOOLBAR

You can make many adjustments to your workspace to suit your needs and
interests.For one, you can move the toolbar to a different area of the screen.
Oryou can set it up as a floating toolbar. If you prefer, you can also adjust the
size of the toolbar buttons. You can also add buttons to your toolbar to launch
other applications.

Maximizer Personal also gives you the option of turning off three default
features: the ribbon bar, status bar, and Balloon Help.
Changing the Toolbar

To move the toolbar or adjust the toolbattbns, complete the following
steps.
[0 To change the location of the toolbar

1. Select Toolbardm the View menu.

2. Inthe Toolbar Settings dialog box, select an item in the Location group
box.
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Toolbar Settings
-Button Size

-Location
() Bottom ) Small
O Right ) Medium
) Left
) Palette @ Large
) Mone

Ned Butt,

dd

Delete

il

3. Click on OK.
Maximizer Personal moves the toolbar to the selected new position.

[0 To change the size of toolbar buttons

Select Toolbar from the View menu.

In the Toolbar Settings dialog box, select an item in the B&itzergroup
box.

3. Click on OK.
Maximizer Personal changes the size of the buttons on the toolbar.

Changing the Ribbon Bar

The ribbon bar provides a sub-set of command buttons for each Maximizer
Personal window. You can toggle this feature on or off by completing the
following step.

00 To show/hide the ribbon bar

e Select Ribbon Bar from the View menu.

This toggles the view of the ribbon bar from visible to not visible.
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Changing the Status Bar

The status bar appears at the bottom of your screen. It displays information
about your current options in the program. Like the ribbon bar, this feature
can be turned on or off.

0 To show/hide the status bar

e Select Status Bar from the View menu.

Changing Balloon Help

When you move the mouse to a button, Balloon Help provides a brief
information ‘balloon’ that describes the command name and function. You
can turn this feature on or off.

[0 To show/hide Balloon Help

e Select Balloon Help from the View menu.

This toggles Balloon Help from visible to not visible.

Launching Applications

You can launch other applications, such as Microsoft Word for Windows,
from within Maximizer Personal. Maximizer Personal lets you launch an
application using either the toolbar or the Control menu. Both of these options
are described below.

[0 To launch an application

Toolbar 1. Select Toolbarrdbm the View menu.
The Toolbar Settings dialog box appears.
Click on the Add button in the Installed Buttons group box.
Fill in the Button Attributes group box.
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NOTE

If the filename includes a blank and you are running Maximizer Personal on
Windows 95, be sure to enclose the path in quotes.

Fill in the Select an Image for Button group box.

When you are finished, click on OK.

Maximizer Personal creates a toolbar button for the selected application
launch.

NOTE

If you have a standard VGA display, you can only add a maximum of three buttons
using the default toolbar button size (large). To add more buttons, either change
to a toolbar palette or select a smaller button size.

6. Click on the application button to launch the application.

[0 To launch an application

Control menu 1. Select Launch from the Control menu.

The Launch Application dialog box appears.

= Launch Application

Program to Launch :

|
Launch Options————

[ Minimize Maximizer

[ Minimize Application

[ Load New Instance Cancel I

2. Type the name (including pathname) of the application in the Program to
Launch field.

NOTE
If the filename includes a blank and you are running Maximizer Personal on
Windows 95, be sure to enclose the path in quotes.

3. Select an item from the Launch Options group box if you prefer.
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4. When you are finished, click on OK.
Maximizer Personal launches the application.

= /: HlNT
@ To access the Control menu from any of Maximizer Personal’s primary
windows, press Alt+spacebar.
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14

Tiling

CHANGING WINDOW
DISPLAYS

Maximizer Personal lets you customize your window displays in many ways.
You can tile and cascade your windows, minimize and maximize them,
change window fonts, and adjust the colors.

Once you set up your windows as you prefer, you can savedbtisgys so
they appear the same way each time you start the program.

When you open several Maximizer Personal windows at the same time, you'll
find they begin to overlap and obscure each other. With the tiling feature, you
can arrange the open windows so they are all visible at once. Or you may
choose to cascade théndows, so each overlaps thext with only their title

bars showing. These tigns are outlined below.

To tile windows vertically

e Select Tile Vertically from the Window menu.

To tile windows horizontally

e Select Tile Horizontally from the Window menu.
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0 To cascade windows

* Select Cascade from the Window menu.

[0 To close down all open Maximizer Personal windows

* Select Close All from the Window menu.

Minimizing/Maximizing

As in most Windows programs, you can minimize, maximize, or restore any
of your Maximizer Personal windows. When you minimize, you reduce a
window to an icon. Maximizing a window means to enlarge it to fill the
screen. When you restore, you bring a window back to its previous size before
it was minimized or maximized.

0 To minimize a window

e Click on the Minimize button in the top right corner of the window.

Maximizer Personal reduces the window to an icon at the bottom of the
screen.
[0 To maximize a window

e Click on the Maximize button in the top right corner of the window.

Maximizer Personal expands the window to fill the workspace area.

Changing Fonts

You can adjust the default fonts in the Maximizer Personal windows. You
may choose to use a different typed or select a larger font size bmtter
visibility.

You can change the fonts irsigle window or youan modify the fonts in all
your windows at once. Both of these options are described below.

138



CHANGING WINDOW DISPLAYS

[0 To change fonts in a single window

Click on a window where you want to change the display fonts.
Select Set Font from the Window menu.

Select Current Window from the Set Font sub-menu.

The Font dialog box appears.

|=-| Font

Font: Font Style: Size:

Avial Regular Fl]
T Algerian + Regular * 10 |+ _Cancel
T AmerType Md BT Italic 11 -
T Arabia Bold 12
g Arial Bold Italic 14

Arial MT 16 -

Effects 5 ampl.

[ Stiikeout
[ Underline AaBhYyZz

LColor:

I-Black |£I This is a TrueType font. This same font will be

uzed on both your printer and your screen.

4. Select the desired items from the drop-down menus in the Font, Font
Style, and Size fields.

Select an item in the Effects group box if you prefer.
When you are finished, click on OK.
Maximizer Personal changes the display fonts in the selected window.

= HlNT
@ You can also use the ribbon bar buttons to change window fonts.

[0 To change fonts in all windows

Select Set Font from the Window menu.
2. Select All Windows from the Set Font sub-menu.
The Font dialog box appears.

3. Select the desired items from the drop-down menus in the Font, Font
Style, and Size fields.

139



MAXIMIZER PERSONAL USER S GUIDE

4. Select an item in the Effects group box if you prefer.
5. When you are finished, click on OK.

Maximizer Personal changes the display fonts in all the windows.

Changing Colors

140

Maximizer Personal lets you adjust the default colors in your Maximizer
Personal windows. You can change the colors in a single window, which is a
useful feature if you want a window to stand out from the others. You might
also want to modify the colors in all your windows.

If you decide you don't like the changes you have made, Maximizer Personal
lets you return your windows to the Windows default colors.

To change colors in a single window

N o g &

Click on a window where you want to change the color.
Select Set Color from the Window menu.

Select Current Widow fromthe Set Color sub-menu.
The List Colors dialog box appears.

|=-| List Colors

Clients Window Lizt Element:

i;l" hlighted Text |£I
Basic Colors:

N D o
[ I |
DO [ [ [ O
Lancel [ [ [ [ I e
|08 § § fmmf § |
| [ f o o

Text

Reszet to Windows Default

Select an item from the drop-down list in the List Element field.

Click on one of the Basic Colors.

Repeat steps 4-5 for each list element where you want to set a color.
When you are finished, click on OK.

Maximizer Personal changes the colors in the selected window.
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= /f HlNT
@ You can also use the ribbon bar buttons to change window colors.

[0 To change colors in all windows

Select Set Color from the Window menu.

N

Select All Windows from the Set Color sub-menu.

The List Colors dialog box appears.

Select an item in the List Element field.

Click on one of the Basic Colors.

Repeat steps 4-5 for each list element where you want to set a color.

o 0 M w

When you are finished, click on OK.

Maximizer Personal changes the colors in all the windows.

[0 To undo a color change

* Inthe List Colors dialog box, click on the Reset to Windows Default
button.

Saving or Restoring Changes

Once you have changed the window displays to suit your own preferences,
you can save them. This way, your new window setup will appear again each
time you start the Maximizer Personal program. If you make further window
modifications, you can save these changes as the new default.

If you change the window setup and then decide you don’t want to save it, you
have two options. You can revert to the system default setup or you can
recover the last saved window display.
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[0 To save your changes

» Select Save Settings on Exit from théndbw menu.

When you exit Maximizer Personal or close a window, this option saves
the current window colors, fonts, pitien, size, and column height and
width. You can toggle this option on or off.

To save the settings without exiting the program, press Shif aulole-
click on Maximizer Personal’s Control menu. Or press Shift+Alt+F4.

NOTE

If you minimize Maximizer Personal and then exit the program, your settings will
not be saved. You should restore the Maximizer Personal icon and then exit.

00 To revert to the default

1. Select Reset Default Workspace from the Window menu.
2. In the Maximizer dialog box, click on OK to confirm the reset.

Maximizer Personal erases your changes and restores the workspace to
the default setup.

[0 To restore last saved changes

» Select Restore Saved Workspace from the Window menu.

Maximizer Personal reverts to your last saved windows changes.

142



Chapter

15 MODIFYING COLUMNS

Each Maximizer Personal window includes various columns of database
information. These columns can be modified in a number of ways. You can
sort information by a different column, re-size your column widths, choose a
different column setup, and even create new column setups. All of these
options are described below.

Sorting

Information in each window is sorted by a default column. For example, the
Hotlist window is always sorted byae.

If you prefer, you can select a different window column to re-sort the
information in another way. This gives you several ‘views’ of your database.
In the Hotlist window, for example, you could sort the information by Name if
you wanted to quickly find a Client. Or you could select the Priority column
to determine what tasks should be done first.

00 To sort columns

Open or click on a window where you want to sort the columns.
Click in the title area of the column you want to sort by.

—or—

Select the column you want to sort by from the View menu.
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Resizing

You may sometimes want to increase or decrease the size of a column. You
can resize any window column using your mouse. Comgietéllowing
steps.

[J To resize a column using the mouse

1. Move the cursor to the column border you want to resize.
The cursor changes to a resize indicator.

2. Grab the vertical border of the column and drag it left or right to change
the width.

Grab the horizontal border of alamn entry and drag it up or down to
change the height.

Column Setup

Maximizer Personal provides a default column setup for the Clients window.
If you prefer, you can create your own column setup for this window. This
allows you to display different information fields in various combinations.

Creating a Column Setup

You can create as many column setups as you wish. When you want to use
one of them, you select it from a list. Maximizer Personal then reformats the
window according to your new column setup.

[0 To create a column setup

1. In the Clients window, select Column Setup from the View menu.

2. In the Column Setup dialog box, click on the Add button.
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|=-| Column Setup

Defined Yiews :

Address Inform.

Change...

Delete

LCancel

|

2 >
8 g
< ;
E

The Columns to Display dialog box aps.

|=-| Columns to Display
rDetails of Vie
Deszcription :
rColumns in Yie
Coaluran 1 Column 2 I Colurmn 3 I Colurmn 4 I Column 5 I Column & I Colurmn 7 I Calurnn|| *
Mame | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
| | | | | | | | |
- +][+
Ayailable Fields : Field Label :
;Ed-‘;nail Ad_dress ID_gntific:ation Fhone 3 _ | ok I I
ress Line 1 Initial Phone 3 Extensio

laddress Line 2 Last Mame Phone 4 o

City M/hds Phane 4 Extensio Bk lnlEobnn
Company/Organization M ame Position

Country Fhone 1 Prospect Add >

[ epartment Fhone 1 Extension Salutation
Civision Phone 2 State / Province

<- Remove
Firzt Mame Fhone 2 Extension Uszer Alpha =

1
- |:| Attributes. .. I

Type a description ithe Details of View group box.
Click on a column title button in the Columns in View box.

Click on the Attributes button to change the name of the column and click
on OK.

Select a field in the Available Fields box.
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These fields correspond to the information fields in the Client records.
For more information about these fields, see “Adding a Client” on
page 36.

7. Click on the Add button to add it to the current column.
8. Repeat steps 4—-7 for each field you want to add to the column setup.
9. Change the name of the field label in the Field Label box if you prefer.
10. When you are finished, click on OK.
Maximizer Personal adds the column setup to the list in the Column Setup

dialog box.
[J To select a column setup

In the Clients window, select Column Setup from the View menu.

In the Column Setup dialog box, select your preferred view from the
Defined Views field.

3. Click on the Set as View button.

Modifying a Column Setup

Maximizer Personal lets you modify the attributes of a column setup. You can
also delete any of your column setups. Remember, deletions are permanent
and can't be undone.

[0 To change a column setup

In the Clients window, select Column Setup from the View menu.

N

In the Column Setup dialog box, select the column setup you want to
modify.

Click on the Change button.
Modify the column setup attributes.
When you are finished, click on OK.

o 0 &~ w

Click on the Close button to close the Column Setup dialog box.
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[0 To delete a column setup

In the Clients window, select Column Setup from the View menu.

In the Column Setup dialog box, select the column setup you want to
delete.

3. Click on the Delete button.
In the Maximizer dialog box, click on OK to confirm the delete.

Maximizer Personal deletes the column setup.
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16 DATABASE MANAGEMENT

By default, Maximizer Personal automatically opens an empty database when
you start the program. As with any database application, you also need to do
frequent backups to preserve your data. Doing a backup is simple using the
built-in features of Maximizer Personal.

NOTE FOR WINDOWS 95 OR NT USERS
If you are a Windows 95 user, click on the Browse button to select a Maximizer
Personal folder or directory.

Closing and Opening Your Database

For some tasks, such as backing up your database, you need to close your
Maximizer Personal database. When youfenished, you will then need to
reopen the database.

0 To close a database

* Select Close Database from the File menu.

Maximizer Personal closes your Maximizer Personal database.

[0 To open a database

1. Select Open Database from the File menu.

Maximizer Personal opens your Maximizer Personal database.
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Backing Up a Database

A backup is another copy of your database which can be used if the original
copy on your PC is ever damaged. For example, yightraccidentally delete

part of a database or your hard drive might be damaged. If this happens, you
justrestore your backed-up files with no loss of time or information.

A backup also checks and cleans up your data, and compresses it up to 80 per
cent. This does take a little time, so you should allow a few minutes to back
up a large database. You can back up an entire database at once or just
selected files from it.

How Many Backup Copies?

While one backup copy is often enough, many people keep two or three copies
on a rotating basis. It's really up to you.

Also, if you plan to do some radical work on your database, such as purging
old Notes or deleting a large number of inactive Clients, you should make an
archive copy beforehand. An archive copy is simply a backup that you only
make once and then set aside without using again. This way, if you ever need
to restore anything you deleted from that time, you have the archive copy to
work from.

[0 To back up a database

1. Select Close Database from the File menu to close the current database.
2. Select Backup from the ilittes menu.
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The Select Maximizer File(s) to Backup dialog box appears.

|=-| Select Maximizer File[s] to Backup

rdwvailable File:
Records Saved Total Records
233

Al Files

U zer-Defined Fields
Hotlist
Colurnn
M otes
ppointments
Selected Mame
Ll zer
Crozs Reference
L atabase Control File

In the Available Files field:

[ e W e e e e e e
00 ORI DD L0 0L =

Select the individual files you want to back up.
—or—

Select All Files.

Click on the Backup button.

The Drive and Directory dialog box appears.

= Drive and Directory

Target Drive and Directory Path :

(=

Directory :

OK

]
y
¥
§
A

Click on OK to back up the database to drive A:\.

-

'=]

Type an alternate drive directory and click on OK.
In the Maximizer warning dialog box, click on OK to confirm the backup.

Insert a formatted disk in the appropriate drive and click on OK in the
Maximizer dialog box.
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Maximizer Personal backs up the selected database. If the database is
large, a Maximizer alert box asks for the next disk.

8. When the backup is complete, click on the Close button to close the Select
Maximizer File(s) to Backup dialog box.

9. Click on the Close button again to close the Backup Database dialog box.

P HlNT
@ Be sure to label each backup disk with the date and disk number. Store the
disks in a safe place, away from direct sunlight, magnetic fields, and dust.

Restoring a Database

Restoring means copying your backup file(s) from diskette back into the
working directories on your hard disk. Since it replaces all your existing data,
you should only restore files when you have lost or damaged your working
database.

Sometimes, you may also want to do a restore to ‘pack’ your data. For
example, if you delete six months of oldtHst entriesthe data files are still
quite lage. A backup/restore will compress this data and free up a lot of disk
space.

You can restore an entire database at once or just the selected files from it.

0 Torestore a database

1. Select Close Database from the File menu.
2. Select Restore from theilittes menu.

The Select Maximizer File(s) to Restore dialog box appears.
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Select Maximizer File[s] to Restore

Records Restored Records Read

L atabase Control File

Bestore... Lancel

In the Available Files field:

Select the individual files you want to restore.

—or—

Select All Files.

Click on the Restore button.

The Drive and Directory dialog box appears.

Click on OK to restore the database from drive A:\.

—or—

Type an alternate drive directory and click on OK.

In the Maximizer warning dialog box, click on OK to confirm the restore.

Insert the backup disk in the appropriate drive and click on OK in the
Maximizer dialog box.

NOTE
This command replaces your existing data with the backup data.

When the restore is complete, click on the Close button to close the Select
Maximizer File(s) to Restore dialog box.

Click on the Close button again to close the Restore Database dialog box.

155



MAXIMIZER PERSONAL USER S GUIDE

Recovering a Damaged File

On rare occasions, your Maximizer Personal data files may get corrupted
through unusual circumstances or computer probleFor example, a
database may be stored in an area of your hard disk that gets damaged.

In this case, you will see an error message telling you one of your Maximizer
Personal files is corrupted. If you receive an error message about a corrupted
file, stop what you are doing and note it down immediately. Then see
Appendix B "Btrieve Error Messages” on page 183 for information on Btrieve
error messages and what to do about them.

In most cases, you can uncorrupt a file by closing the database, backing up the
corrupted file, and then restoring it again. For faster results, it's better to back
up a directory on your hard disk instead of on a diskette.

If this doesn’t solve the problem, try the advanced procedure outleled.
If you still have the problem, please call Maximizer Customer Support for
assistace.

[J To restore a corrupted data file

Select Close Database from the File menu.

Select Backup from the llites menu.

In the Available Files field, select the corrupted file to back up.
Click on the Backup button.

a > wbd P

In the Drive and Directory dialog box, type a directory name on your hard
disk and click on OK.

In the Maximizer warning dialog box, click on OK to confirm the backup.

When the backup is completed, click on the Close button twice to close
the backup dialog boxes.

8. Click on the Minimize button to reduce Maximizer Personal to an icon.
9. Open the File Manager.

10. Find the corrupted file and rename it by giving it a .BAD extension.
11. Double-click on the Maximizer Personal icon.
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12. Select Restore from the Utilities menu.

13. In the Drive and Directory dialog box, type the backup directory name and
click on OK.

14. In the Maximizer warning dialog box, click on OK to confirm the restore.

15. When the restore is complete, click on the Close button twice to close the
restore dialog boxes.

16. Delete the corrupted file with the .BAD extension.
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IN4 scTup

Maximizer Personal sets up many system defaults which allow you to start
using the program right away. You can change some or all of these system
settings to suit your own needs.

Setting Up Security

You can set up security using the Preferences dialog box. Complete the
following procedures to enable security.

[0 To turn on security

Select Preferences from the File menu.
In the Preferences dialog box, click on the Security is Off button.
This toggles the button to Security is On.

3. Click on OK.

[0 To turn off security

1. Inthe Preferences dialog box, click on the Security is On button.
This toggles the button to Security is Off.
2. Click on OK.

Once you enable security, you have to log in each time you start Maximizer
Personal.
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Setting Passwords

Once you've set a password, you can change it at any time.

NOTE
Until you specify otherwise, the password is “Control”.
To change your password

1. Inthe Preferences dialog box, click on the Set Password button.

2. Inthe New Password dialog box, type the new password and click on OK.

In the Retype Password dialog box, re-type the same password and click on
OK.

Adjusting Preferences

Date Format

160

In Maximizer Personal, you can adjust all kinds of system preferences, from
modem settings to date format defaults. All of these adjustments are made
using the Preafrences dialog box.

If you prefer, you can adjust the default date format. Complete the following
steps.

[0 To adjust the date format

1. Select Preferences from the File menu.
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2. Inthe Preferences dialog box, select the appropriate item in the Date
Format group box.

Preferences
rSecurit
i | 3 I
[ setPassword.. |
rDate Format
@® June 18,199 O B/18/9%
rAddress Format
Zip Code Placement : (8 City, State, Zip
O Separate Line
C Zip, City, State
Paosition Placement : (8 After Name Line
) On Mame Line
) Do Mot Prirt e
Company/Organization : ® Below Mame
) First Lire
Country Placement : ® Same Line as City
O Separate Line
O Separate Last Line
Defaults... I

3. Click on OK.

Address Format

You can adjust the address fatnwhich determines where the address fields

appear when you print labels, envelopes, and reports.

[J To adjust the address format

Select Preferences from the File menu.

2. Inthe Preferences dialog box, adjust the default checkboxes in the
Address Format group box as you prefer.

3. When you are finished, click on OK.
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Calendar Preferences

O

Maximizer Personal lets you make several adjustments to the Calendar,
including showing/hiding holidays, turniraff conflict checking, and setting
default lead times for alars. Complete the following steps.

To adjust Calendar preferences

1. Select Preferences from the File menu.
2. Inthe Preferences dialog box, click on the Calendar button.

The Calendar Defaults dialog box appears.

|=-| Calendar Defaults
Drefault Setting: Drefault ies

Alarm Lead Time:l Iminute[s] :I C Daily O wieekly

Dgfaultlnterval:|30 :I minutes @ Morthly 0 Bitarthly

[ lgnore Conflict Checking
[ lgnore &1l Alams

[ Do Mot Display Holidays I_I
: m

3. Adjust the Default Settings group box as you prefer.

Use the Alarm Lead Time field to determine how much time in advance
your alarm goes off before an appointment otlidt task.

Use the Default Interval field to divide up the time periods in the daily and
weekly view of the Calendar. Time periods can be as short as five
minutes or as long as 60 minutes.

If you want Maximizer Personal to ignore any conflicts betweéstiag
appointments and any new ones you make, select Ignore Conflict
Checking.

Select the appropriate checkbox in the Default View group box.
5. When you are finished, click on OK.

Modem Pref erences
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Your modem preferences tell Maximizer Personal where your PC’s modem is
connected and how it performs. Some of these settings are more critical than
others. For example, if you set up your port incorrectly, your modem will not
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work at all; but if you set up your baud rate incorrectly, the modem will

operate, but at a slower speed.

If you need more information about modentisgs and options, you should

refer to your modem manual.

[0 To adjust modem preferences

1. Select Preferences from the File menu.

2. Inthe Preferences dialog box, click on the Modem button.

The Modem Settings dialog box appears.

Modem Settings
Baud Rate—— Dialing rStop Bit D ata Bit:
@® 300 @ Tone (ON] (el
O 1200 ) Pulse C 2 (OF:}
2400 Farity richive Prefis——  rActive Suffis—
O 4800 @ Mone @ Mone @ Mone
O 5500 I Even C Primary C Primary
) Odd O Alemiate O Alemiate
rPrefisdSuffi Digling Preferences
Phone Primary Prefis : I Local Area Code :l—
Phone &lternate Prefis : I
- Current Area Code :I
Phone Primary Suffi I
Fhone Alternate Suffis : I Long Distance Prefiy :|1
Hang-up Shing : IATHD
Modem Init Strina 1 : [a721~~
Modem Init String 2 : I

3. Adjust the checkboxes in the Port group box.

Leave the defautiption of None if you have no modem. This disables the
auto-dial feature of the Phone button.

Adjust the checkboxes in the Baud Rate group box.

5. Adjust the checkboxes in the Dialing group box.

Select Pulse for rotary dial service.

6. Adjust the checkboxes in the Stop Bits, Data Bits, and Parity group boxes.
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These three group boxes determine the stream of bits that your modem
sends to the outside world.

= /: HlNT
@ If you are using 1200 baud or higher, you can quickly check that you've
selected the appropriate options: count even and odd parity as one bit, and
then check that the stop bits, data bits, and parity bits add up to at least nine.

7. Adjust the checkboxes in the ActiveeRx and Active Suffix group
boxes.

A prefix is any digit you need to dial before a number, such as “9.” A
suffix is any digit that follows a number, such as an account number.

Fill in the Prefix/Suffix group box if you pfer.
Fill in the Dialing Preferences group box if you prefer.

When you travel, you can change the number in the Current Area Code
field to the area code where you are cutyelocated. If the Current Area
Code and Local Area Code are different, Maximizer Persofassthe
numbers you dial accordingly.

10. Adjust the fields in the Initialization group box.
By default, Maximizer Personal uses Hayes modem settings.

Use this group box if you need to use any special initialization strings. To
indicate a carriage return, type a vertical bar (]); to indicate a one-second
delay, use a tilde (~).

11. When you are finished, click on OK.
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History Preferences

History controls whether to create automatic Note entries fositeg, such

as making a phone call or printing a letter. The default is to log these activities
in your Notes window. You can change this default by adjusting the history

preferences. Complete tfalowing steps.

[0 To adjust history preferences

Select Preferences from the File menu.

In the Preferences dialog box, click on the History button.

In the History Settings dialog box, adjust the group box checkboxes as

you prefer.
|=-| History Settings

rLog Envelopes——  LogLabels——— Log Completed Tasks——
) Mone ) Mone ) Mone
@® Hotes ® Motes ® Motes

rLog Timers—— LogPhoneCalle—————

M
) Mone ®) 72
® ® Motes / Phone Log
Motes
X Wiew Fesult Table on Hang-up Eamee] I

If you want to turn off the automatic logging feature, select None.

De-select the View Result Table on Hang-Up checkbox to turn off the
Phone Call Result dialog box display after a phone call. For more
information, see chapter 9 "Making Phone Calls” on page 85.

4. When you are finished, click on OK.

System Defaults

You can adjust system defaults with the Preferences dimiog assignment
of Client ID numbers, accelerated access, and e-mail addressing.

By default, Maximizer Personal automatically assigns a unique ID number to
each new Client you create. You can change the system default if you want to

assign these numbers manually.
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By default, the accelerated access option is turned off.

By default, Maximizer Personal automatically creates a system-defined UDF
for recording E-mail addresses. This field is located on the User-Defined
Fields tab in Client window and is called *E-mail Address. You can disable
this feature if you want.

[0 To set system defaults

1. Select Preferences from the File menu.
2. In the Preferences dialog box, click on the Defaults button.
The System Defaults dialog box appears.

|='| System Defaults

~Sypatemn Default

Databaze D :

X System to assign 1D numbers
[ Enable &ccelerated Access

[ Dijsable Creation of E-mail UDF

3. De-select the System to Assign ID Numbers checkbox if you prefer.

Select the Enable Accelerated Access checkbox if you prefer.

5. Select the Disable Creation of E-mail UDF checkbox if you do not want a
field to record E-mail addresses.

6. When you are finished, click on OK.
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Using the Windows Control Panel

Maximizer Personal is affected by manytisefs in the Windows Control
Panel. In particular, the International option of the Control Panel controls the
formatting of your dates, times, numbers, and window color schemes.

To adjust any of your Control Panel settings, you should refer to the “Control
Panel” chapter of yolVindows User’s GuideOnce you've made your
adjustments, you should restart Windows. Any changes e mvill then
appear in the Maximizer Personal program and any other Windows
applications.
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18 IMPORTING AND EXPORTING
DATA

You can exchange data between Maximizer Personal and other software
applications using the program’s import and export features. (Some versions
of Maximizer Personal do not include the export feature.) This way, you don't
need to create data each time you use a different database product.

Windows 95
NOTE FOR WINDOWS 95 USERS
If you are a Windows 95 user, click on the Browse button to select a Maximizer
Personal folder or directory.

File Formats

Maximizer Personal supports several types of file formats for importing and
exporting data: comma-delimited, comma-separated values (CSV), or tab-
delimited. Comma-delimited is the most popular type of &irnit is widely
supported and practical for exporting Note text.

CSV is also widely supported, but it has some limitations when handling text
with commas. You will have to scan the data and take out any text commas
before importing/exporting with this format. Tab-delimited is an older format,
which is not as comonly used.
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Importing a Database

170

When you import a file, you bring information into Maximizer Personal from
another program.

Before you begin to import your file, you should consider a few issues. First,
dates must be in a compatible format in both programs. This means you
shouldreview your import file to check the date format. Then check your date
preferences in Maximizer Personal to ensure they are compatible. For more
information on preferences, see chapter 25 "Setup” on page 297.

Second, you should check your import file and note any User-Defined Fields
(UDFs) it contains. To capture these fields in Maximizer Personal, you need
to set up new UDFs that match those in the import file.

Finally, you should first back up the database.

[0 To import Client data

1. Select Import from the File menu.

The Import Clients dialog box appears.

=-| Import Clients
Select Import File
File Mame :
IE:\MAXLITE\ELIENTSZESV
rErmror Handling e :I Csv ) |£I
® Digplay Each Emor
O Wwhite Errars ta Fil
Mnte crrors o File ITI

a. Click on the Browe button

The Select File to Import dialog box appears.
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|=-| Select File to Import
File Hame: Directories:
=2 c:imatxlite
clients2 cs¥ + = eh +
[ data
Lizst Files of Type: Drives:
[csv EH =« 2

b. Indicate the import filename and path.
c. Click OK.
The Import Clients screen reappears.
Select the appropriate item in the Format field.
Select the appropriate item in the Error Handling group box.
Click on OK.
The Select Fields for Import dialog box appears.

|=| Select Fields for Import

Awailable Maximizer Fields : Order of Import : Fields fram File
CLIENTS2.C5Y :

< Skip Import
Address Line 1
Address Line 2 Lancel
City
Company/Organization e
Country =
Department
Division < Remaove
First Mame
Full Mame Catalogs...
|Dentification
Initial

Last Mame

Mrits

Mote

Phone 1

Phone 1 Extension
Phone 2

Phone 2 Extension
Phone 3

Phone 3 Extension 3

[T Convert to Name Case [ Skip First Record

5. In the Available Maximizer Fields box, select an item and click on the
Add button.
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Double-click on the item.
The item appears in the Order of Import list box.
Select <Skip Field> to skip any fields in the import file.

Repeat steps 7—8 until you have associated a Maximizer Personal field
with each field in the import file.

If you want to insert a new field between two fields in the Order of Import
list box, use the arrow to move to the selected line. Then add the field.

8. Select Convert to Name Case if you prefer.

Use this option if you want to convert any text that is in capital letters
(uppercase) to mixed case.

9. Select Skip First Record if you prefer.

Use this option to skip the first record in the import file if it contains field
labels or names.

10. When you are finished, click on the Import button.
Maximizer Personal imports the database file.

If you selected Display Eachrir in the Error Handling group box,
Maximizer Personal displays any invalid fields. Complete the following
sub-steps.

a. Inthe Missing or Invalid Field dialog box, enter a correction in the text
field and click on the Continue button.

Click on the Skip button if you don’'t want to import the record.
b. Repeat step a for each error display.

Click on the Abort button to cancel the rest of the import.
Exporting Data
When you export data from your Maximizer Personal database, you send it out
to another application. You can export all or part of your database. Be sure to

order the data exactly as you want it to appear in the export file. Complete the
following steps.
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[0 To export Maximizer Personal data

1.

w

N

In the Clients window, build a list of entries sorted in the order you want it
exported.

For information orbuilding lists, see chapter 10 "Lisaad Searching” on
page 93.

Select Export from the File menu.

The Export File dialog box appears.

= Export File

rSelect Export File

File M ame :

I | Browse. .. I

rExport Option
File Format :

Icomma-delimited [ :I % Include Field Mamnes

Indicate the export filename and path in the Select Export File group box.
Select the appropriate item in the File Format field.

If you select the CSV format, you must strip out any commas in address
lines or Notes before you export.

De-select the Include Field Names checkbox if you prefer.

This checkbox determines whether to export a first record showing all the
field names in your export file.

Click on OK.
In the Maximizer dialog box, click on OK to confirm the command.
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The Select Fields for Export dialog box appears.

Axailable M aximizer Fields : DOrder of Export Fields to
README . TXT:

L +
Address Line 1
Address Line 2
birthdays
City
Client Full Hame
Client Hame Add ->
Company/0 izati —
Country
Department <- Remove
Division
First Name
Full Hame
hobbies
IDentification
Initial
Last HName
MriMs
Motes [All)
Motes [Most Recent)
occupation
Phone 1 3

Lancel

Catalogs....

e

Select an item from the Available Maximizer Fields box.

Click on the Add button to place it in the Order of Export Fields box.
10. Select <Empty Field> to export a blank field.
11. Repeat steps 7-9 until you have all the fields you need in your export file.
12. When you are finished, click on the Export button.

Maximizer Personal exports the database to the selected file.

NOTE
Only Client information, User-Defined Fields, and Notes can be exported.
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Appendix

A KEYBOARD SHORTCUTS

This appendix provides a list of the keyboard shortcuts available in Maximizer
Personal. Remember, you can also find the shortcut for any menu item by
looking at the menu itself: the keyboard equivalent is listed next to the
command option.

General
The following keyboard shortcuts apply to the Maximizer Personal workspace
in general, which means you can use them in any window.
Windows
Press To
Alt+Spacebar,n Minimize Maximizer Personal
Alt+Spacebar,x Maximize Maximizer Personal
Alt+,n Minimize your current window
Alt+,x Maximize your current window
Alt+,r Restore your current window
Ctrl+1 Open Clients window
Ctrl+4 Open Notes window
Ctrl+6 Open Hotlist window
Ctrl+7 Open Calendar window
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Press
Ctrl+F4
Ctrl+Tab
Shift+F4
Shift+F5
Shift+F6
Tab

Menus

Press

Alt+underlined letter

underlined letter

Esc

Shift+F10

Dialog Boxes

Press

Tab
Shift+Tab

Enter

178

To

Close current window

Move between open windows
Tile all windows vertically
Cascade all windows

Tile all windows horizontally

Sort by next column

To

Select a menu
Select a menu option
Close a menu

Access right mouse menu

To

Move to next field or button
Move to previous field or button

Close a dialog box
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Entries

Phone Features

Other Tasks

Press
Home
End
Insert
Enter
Delete
Ctrl+Spacebar
Ctrl+/
Ctrl+\
Ctrl+=
Shift+,

Press

F7
Shift+F7
Ctrl+F7
Alt+F7

Press

F1
F9

To

Go to first entry in list
Go to last entry in list
Add an entry

Modify the current entry
Delete the current entry

Mark the current entry

Mark all entries

Unmark all entries
Reverse mark

Drag and mark entries

To

Use Phone features
Use Quick Dial
Use Phone Log

Receive a call

To

See Help

Use the Timer
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Press To
Ctrl+z Undo last search (up to last eight)
Alt+F4 Exit from Maximizer Personal

Drop-Down Calendars

Maximizer Personal provides keyboard shortcuts to use in a drop-down

calendar. These apply once you have accessed the calendar from a field using
the right mouse button.

Press To

! Move ahead one week

1 Move back one week
PageDown Move ahead one month
PageUp Move back one month
Ctrl+PageDown Move ahead one year
Ctrl+PageUp Move back one year

Navigating

You can use the following options in the Notes dialog boxes.

Press To

- Move right one character
- Move left one character

1 Move up one line

! Move down one line
Home Jump to start of line
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Press To

End Jump to end of line
Ctrl+Home Jump to top of document
Ctrl+End Jump to bottom of document
PageUp Move up one screen
Pag&own Move down one screen
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BTRIEVE ERRORMESSAGES

This appendix provides a list of all error messages produced by Btrieve,
Maximizer Personal’s database engine. If you see an error message, stop wha
you are doing and note down the number. Then try to solve the problem
immediately.

If you ignore an error message, you could end up with serious problems in
your database. If you can’t resolve an error message, please call Maximizer
Customer Support for assistance.

Data Manager Errors

Error code 02: 1/O Error

This error occurs during a disk read/write and indicates a damaged file. To
resolve the error, follow the procedure “To restore a corrupted data file” on
page 156.

Error code 03: File Not Open

This error indicates Maximizer Personal was not able to perform a successful
Open operation. For assistance, call Maximizer Customer Support.

Error code 04: Key Not Found

This message occurs when the specified key value in the index path is not
found and indicates a damaged file. To resolve the error, follow the procedure
“To restore a corrupted data file” on page 156.
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Error code 05: Duplicate Key Value

This message indicates that an attempt was made to add a record with a key
field containing a duplicate key value to an index that doesn’t allow duplicate
values. For assistance, call Maximizer Customer Support.

Error code 06: Invalid Key Number

This error may occur because your data is damaged. For assistance, call
Maximizer Customer Support.

The error can also occur if you attempt to restore data and abort the restore
before it is completed. If you abort a restore and then open a database, one or
more files will not have the index built for that file. Try the restore again.

Error code 07: Different Key Number

This error occurs when the key number changes before a Get Next, Get
Previous, Update, or Delete operation. Itindicates a damaged file. To resolve
the error, follow the procedure “To restore a corrupted data file” on page 156.

Error code 08: Invalid Positioning

This message occurs when an attempt is made to update or delete a record
without first performing a Get or Step operation to establish the current
position. It indicates a damaged file. To resolve thergiollow the

procedure “To restore a corrupted data file” on page 156.

Error code 09: End of File

The error occurs if you read past the end of the file, and indicates the file is
damaged. To resolve the error, follow the procedure “To restore a corrupted
data file” on page 156.
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Error code 10: Modifiable Key Value Error

This message occurs when you try to modify a key field which is defined as
non-modifiable. It indicates a damaged file. To resolve the doltow the
procedure “To restore a corrupted data file” on page 156.

Error code 11: Invalid Filename

This error occurs if you try to convert a database that contains an invalid path,
such as a directory that no longer exists. This may be a problem for users who
add/change databases frequently.

Error code 14: Pre-Image Open Error
This error indicates the pre-image file could not be created or opened. There
are three possible causes:

* Your hard disk directory is full. To resolve the error, delete any
unnecessary files to free up disk space.

» Both the file and its pre-image file have been erased or damaged. Try to
back up and restore the file. If unsuccessful, restore the file from its most
recent backup.

» The current user has no access rights to the pre-image file. Ensure the
current user has all the appropriate rights.
Error code 15: Pre-Image I/O Error

This message indicates an I/O error occurred during pre-imaging. It may
indicate the disk is full. Delete any unnecessary files to free up disk space.

The pre-image file could also be damaged. To resolve the failow the
procedure “To restore a corrupted data file” on page 156.

Error code 18: Disk Full

This error occurs when the disk is full and will not allow a file to be expanded
to hold an insertion. Delete any unnecessary files to free up disk space.
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This code may also occur on Novell network drives, where each file has an
owner name. If the owner of a particular Maximizer Personal data file is
deleted from the system, the error occurs when someone attempts to access
their database.

To resolve the error, the system administrator should assign a new owner to
the file using the Novell utilities. Alternatively, another usan copy the file
elsewhere and then back again. This process of copying will assign the user as
the owner of the affected file.

Error code 20: Record Manager Inactive

This message indicates Btrieve has not been loaded. For assistance, call
Maximizer Customer Support.

Error code 22: Data Buffer Length

This error occurs when the data buffer parameter is not long enough to hold
the data record. For assistance, call Maximizer Customer Support.

Error code 24: Page Size Error

To avoid this error, the page size must be 4096 Bytes. For assistance, call
Maximizer Customer Support.

Error code 25: Create I/O Error

This error indicates the specified filename could not be created. If the disk is
full, delete any unnecessary files to free up disk space. The disk may also be
write-protected. If so, remove the diskette’s write protection.

Error code 42: Incomplete Accelerated Access

This message occurs when you try to open a file that was previously accessed
in accelerated mode and was never successfully closed. The file may be
damaged. Restore the file from your most recent backup or follow the
procedure “To restore a corrupted data file” on page 156.
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Error code 43: Invalid Record Address

This error occurs when the address is outside the file's boundaries (i.e., it is
not on a record boundary within a data page or on a dg&.pahe file may

be damaged. To resolve the error, follow the procedure “To restore a
corrupted data file” on page 156.

Error code 56: Incomplete Index

This error indicates aupplemental index damaged. Restore the file from
your most recent backup or follow the procedure “To restore a corrupted data
file” on page 156.

Error code 58: Compression Buffer Too Short

This error occurs when the record manager attempts to read or write a record
that is longer than the specified value for the compression buffer.

This error can be caused by an incorrect setting of the compression buffer
parameter. This can be found on the Options line of BTI.INI or in the
Windows Registry. If you are a Windows 3.1 user, edit BTLINI in the
\WINDOWS directory, and add /U:2 to the Options= line. If you are a
Windows 95 or NT user, re-install Maximizer Personal.

Another possible cause may be a corrupted record. To resolve the error, follow
the procedure “To restore a corrupted data file” on page 156.
Error code 80: Conflict

This error indicates you can’t update or delete a record because it has been
changed by another workstation (applies in network configurations only).

To resolve the error, ensure NetBIOS is loaded owarkstations. If this
doesn’t work, your network may not be NetBIOS compatible. Contact your
network dealer.
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Error code 81: Lock Error

This error indicates the Btrieve lock table is full, indicating the locks
parameter is too low. For assistance, contact Maximizer Customer Support.
Error code 82: Lost Position Error

This message indicates a record being retrieved has been deleted or had its key
value modified by another application. The file may be damaged. To resolve
the error, follow the procedure “To restore a corrupted data file” on page 156.
Error code 84: Record in Use

This error occurs when you attempt to lock a record that is currently locked by
another workstation. Try again.

Error code 85: File in Use

This message occurs when the application attempts to open a file, lock a
record, or access a record while another handle holds the transaction lock on
the file or has opened it in accelerated mode. Try again.

Error code 88: Incompatible Mode Error

This message indicates that a file being opened is in an incompatible mode. If
the first handle to access a file opens in accelerated mode, all others must open
it in accelerated mode. Try again.

Error code 93: Incompatible Lock Type

This error occurs when the application attempts to mix single record locks and
multiple record locks. Try again.

Error code 94: Permission Error

This error occurs when you try to open or create a file in a directory where you
don't have sufficient rights. Ensure you have the appropriate rights.
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Error code 1002: A Memory Allocation Error Occurred

In this case, not enough conventional memory was made available before
running Windows (memory below 640K). You can free up more conventional
memory by loading fewer Terminate and Stay Resident (TSR) programs. Or,
try running the MS-DOS 6 Memmaker.

Error Code 2001: Insufficient Memory

This error occurs when the requester cannot allocate enough memory for the
parameters specified in the BRQPARMS environment variable. This error
may happen if conventional system memory is low.

To resolve the error, reduce the /D: startup option value when using
BREQUEST.
Error code 2003: No Local Access Allowed

This error occurs when the application attempts to access a file stored on a
local drive. To resolve the error, modify the BTL.INI file in your WINDOWS
directory. In the Btrieve section of the file, type local=Yes.

Other Errors

Error Code 105: Unable to load/start IS launcher.

This error code is often caused by a memory resident virus checker interfering
with the install program. To resolve the error, disable the virus checker, run
the install, and then re-engage the checker afterward.

OLE Storage returned an error code of 262. The current operation could
not be completed.

This message indicates there is no file locking system, such as SHARE.EXE
or VSHARE, currently is running on the machine that attempted to load
Maximizer Personal. The program will still execute, but to use OLE properly,
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you should load SHARE.EXE on the machine attempting to run Maximizer
Personal.

Error reading device when starting Maximizer for Windows.

When you run Maximizer Personal, the system checks to ensure that
SHARE.EXE or VSHARE.386 has been loaded. This check is made on all
drives that Maximizer Personal might access. It can cause a problem for some
removable disk systems. To bypass the check on a specific drive, add the
following two lines to your MAXWIN.INI file:

[SHARE]

Bypass Share Check on Drive=# Where # represents the
drive number to be skipped:

0=A, 1=B, 2=C, 3=D, etc.
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Application
Back up

Browser
Calendar

Cascade

Checkbox

Click

Client

Clipboard

Column setup

Conflict checking

Default

A program or software package.

The proess of preserving data by copying it from your hard
drive to diskettes or another hard drive.

See WWW Browser.
In Maximizer Personal, an electronic appointment book.

A way to arrange windows in Maximizer Personal so they
overlap with only the title bars showing.

A small icon in a dialog box, used to turn an option on or
off. An X appears in the cbhkbox when it is selected.

To quickly press and release the mouse button. Clicking
selects the item you are currently pointing at, such as a
menu.

A company or business you deal with.

In Windows, a temporary storage place for cut or copied
text.

A format for displaying Client fields and data in the Clients
window.

A Maximizer Personal feature that warns you when you
have overlapping appointments.

A setting that is used unless you tell the system otherwise.
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Default Client

Dialog box

Dialog box tab

Document

Double-click

Draft quality
Drag and drop

Drop-down list or
calendar

Eagle

Explorer

Font

Folder

History
Hotlist

Icon

A special Client record that is used as a template to copy
data into new Clients.

A temporary window where you can enter information. A
menu option followed by three dots (...) leads to a dialog
box.

A section of a dialog box, which is accessed by a tab button.

A text file created with MaxEdit or another Windows
application.

To quickly press and release the mouse button twice.
Double-clicking performs a certain action, such as starting a
program.

A printing option that prints faster but with less quality.

A way to quickly movaformaton from one window to
another. It consists of selecting an item, holding down the
mouse button, moving the mouse, and then releasing the
button.

A table that is accessed from a dialog box field using the
right mouse button.

An Internet database of North American residential,
business and demographic information

A program that comes with Windows 95 thdpblgou view
and manage files.

A design for displaying numbers and characters. Common
fonts include Times Roman and Helvetica.

A directory that can contain files, programs, and other
folders.

Logging of activities in the Notes windows.
A list of reminders and things to do.

A small graphic that represents an element of your computer
system, such as a disk drive or an application.
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Internet

Internet Provider

Login

Logging

Maximize

Menu

Menu bar

Merge

Microsoft Exchange

Minimize

MultiActive Eagle

Notes

Object

Port

A “network of networks.” It is composed of high speed
networks linked together around the world that contain vast
amounts of information that you can access.

A company that prdeis access to some or all types of
Internet informabon.

To access a program by using a password.
Automatic tracking of activities.

To enlarge a window to its maximum size. This is done
using the Maximize button at the right end of the title bar.

A list of available commands. A menu is opened by
clicking on it with the mouse.

The horizontal bar just below the title bar that contains
command menus.

To join a list of addresses with a form letter or fax.

A programhat comes with Widows 95. It is an advanced
application that retrieves messages into one inbox from
many kinds of messaging service provider, including your
MAPI-compliant mail system, Internet service provider, and
fax.

To reduce a window to an icon. This is done using the
Minimize button at the right end of the title bar.

An Internet database of North American residential,
business and demographic information. You can use your
Internet access and World Wide Web browser to transfer
prospective Clients from Eagle’s directories. You can also
import numerous business letters and fothad can be
easily modified and printed in Maximizer Personal.

A log of Client/Contact activities and personal comments.

An item—such as a spreadsheet, diagram, or document
from another application.

A socket on your PC where you connect other devices, such
as a printer or external modem.
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Preferences

Program Manager

Ribbon bar

Scroll

Scroll bar

SHARE

Tile

Title bar

Toggle

Toolbar

User-Defined Field
(UDF)

Utility

Wildcard

Setup options for various Maximizer Personal features.

A Windows tool you can use to start applications, or to
organize applications and files into logical groups.

The horizontal bar below the toolbar that contains buttons
for common window commands. Buttons change for each
window.

To move up or down in a window. You can scroll with the
mouse and the scroll bar or with the arrow keys.

The bar that appears along the right side of a window.

The DOS command that allows file sharing. It is required
for running Maximizer Personal.

To arrange your workspace sach whdow fills up an equal
part of the screen with no overlap.

The horizontal bar at the top of a window or workspace that
indicates the name of the window or database.

To flip from one state to its opposite, like a switch that turns
a light on and off.

The horizontal bar below the menu bar that contains
window and utility command buttons.

A tag used to classify a Client (by interest or type of
business, for example). Thesagdifications are useful for
sorting or grouping Clients.

A program or group of features that provide a particular
function.

A character that replaces another character or text string.
Maximizer Personal includes two wildcards that can be used
in a search. The question mark (?) replaces a single
character; the asterisk (*) replaces a word, phrase, or
character string.
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Workspace

WWW Browser

The main screen in Maximizer Personal where you use the
windows and command bars.

A program used to find, display, and retrieve information
from World Wide Web sites (home pages) on the Internet.
Examples of web browsers include Netscape, Microsoft
Internet Explore, and Mosiac.
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INDEX

A
Accelerated Access
enabling 166
Actions menu
Make a Cal] 88
Print a Label 116
Print an Envelopgl12
Receive a Cajl89
Schedule a Call59
Schedule a Meeting’1
Schedule a To-dd&b9
Time a Task127
Activities dialog box 66
Activities for Client Name comman®5
activity
adding to Activity Log 66
deleting from Activity Log 66
modifying in Activity Log, 66
Activity Log button (toolbar) 66
Activity Log, using 65
Add Appointment dialog ba»69, 70, 71
drop-down calendars j169
drop-down lists in70
Add Client dialog box37, 38
Add command
Calendar window69
Clients window 36
Hotlist window, 59
Notes window 54
Add Hotlist Task dialog boys8, 59, 63,
74
drop-down lists in58

Add Item dialog box?29, 45
Add Items dialog box45
Add Note dialog box54
drop-down calendars jib5, 58
Add User-Defined Field dialog bp»34
adding 43
activity to Activity Log, 66
alternate addressge38
Calendar appointments to Hotlisto
Client E-mail address38
Clients 36
drop-down list entry29
Hotlist tasks 57, 59
Notes 53
toolbar button for applicatiqri34
User-Defined field items45
address format, adjustin@61
addresses
adding to a Client37
setting the default40
adjusting
address formatl61
Calendar preference$62
date format160
history preferences 65
modem preferenced 63
alarms, appointment
adjusting 162
responding tp65, 77
setting 64, 76
All Windows comman¢g139, 141
Alternate Address dialog bp89, 41
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alternate addresses

adding to a Client38

deleting 41

modifying, 40
applications, launchingl33
Appointment Alarm dialog bax77
Appointment dialog box73, 75, 76
appointments

completing 74

deleting 75

making 68—71

marking as complet&/4

modifying, 73

unmarking 75
Appointments command 23
appointments, recurring

making, 71

modifying, 73
area codesl64
assigning priority to Hotlist task$0
automatic logging

Notes 55

phone calls87, 89

B
backup
directory, 153, 155 157
disks, using 153
of databasgl152
storing disks 154
using disks 155
Backup commandl52, 156
Balloon Help
showing/hiding 133
Balloon Help commandl33
baud rate163
bell icon, alarm 64, 76
Btrieve error message$83—-190
Build Hotlist commangd60
Build Hotlist dialog box 61
drop-down calendars ji61
building Hotlist, 60
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C
Calendar
adjusting preferenced62
deleting appointments¥'5
Hotlist tasks 70
making appointmen;68
modifying appointments73
printing, 123
views, changing67
Calendar button (toolbarp7
Calendar command7
Calendar Defaults dialog bpg 62
Calendar window
check-mark column in74
opening 67
calendars, ip-down see drop-down calendars
Cascade command38
Catalog of Saved Lists commarib, 96, 97
Change Item dialog bgx6
Change User-Defined Field dialog hato
changing
Calendar views67
column
names 145
setups 146
Phone Log date90
toolbar, 131
button size 132
location 131
changing windows
colors 140
undoing 141
displays 137142
fonts, 138, 139
restoring last sayel 42
reverting to defaujt142
saving 142
Check for Duplicates comman€é8
checking lists for duplicate 98
check-mark column
in Calendar window74
in Hotlist window;, 62
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City commang 99
Clear List command94, 97
clearing lists 94
Client ID commang99
Client List Catalog dialog bg»95, 96, 97
Client Name dialog bgx40, 41
Clients

adding 36, 38

copying 42

deleting 41

exporting 172

ID numbers 38

importing, 170

modifying, 40, 96

searching by99, 101
Clients button (toolbar)35
Clients command35
Clients window

exporting from 173

opening 35

printing from, 111, 114

timing tasks 127

using lists in 93
Clients, default

creating 49

deleting 49

modifying, 49
Clients, showing aJI93
Close All command138
Close Database commartb2, 154, 156
closing

all windows 138

databasgl51, 152

Maximizer Personal31
colors, windows 140, 141
Column Report command 18
column reports, printingl18
Column Setup command44, 146, 147
Column Setup dialog bgx.44, 146, 147
column setups

creating 144

deleting 147

modifying, 146

selecting 146
columns

changing name ¢fL45

re-sizing 144

sorting, 143
Columns to Display dialog bgx45
Combine Marked Entries commar@B
combining marked list98
Company/Organization comman@d
completing

appointments74

Hotlist tasks 62
Contents comman®6
copying

Clients, 42

dialog box fields 31
corrupted files 156
Create Duplicate Client comman?
Create Duplicate Client dialog bp#2
creating

column setupsl44

default Clients 49

lists, 95

mail merges81
CSV format

tab-delimited format169
CSV format, note aboutl73
Current Window command.39, 140
Customer Suppor28

D
data
exporting
Clients 172
importing
Clients 170
Data Managerreors, 183
database
backing up 152, 153, 155, 157
closing 151, 152
management ¢fL51-157
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opening 151

recovering damaged file456

restoring 154
databases

storing backup disksl54
date format, adjustingl60
Day comman¢68
default

mailing addresses, setting0

windows setup142
default Clients, see Clients, default
Default Record command9
Default Record dialog bg»49
Delete Appointments dialog bpx5
Delete Client Information dialog bp»#1, 50
Delete command

Calendar window75

Clients window 41, 50, 98

Hotlist window, 62

Notes window 55
Delete key 30
Delete Marked Activities dialog bg¥2, 66
deleting 46

activity from Activity Log, 66

alternate addressesl

appointments75

Clients 41

column setupsl47

default Clients 49

drop-down list entries29

Hotlist tasks 62

lists, 97

Notes 55

User-Defined Field items47
Detailed Report command 19
detailed reports, printindl19
dial feature, disablingl63
dialing

phone numbets36, 88, 91

preferencesl164
direction keys, usingl79, 180
directory
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backup 153, 155, 157
disks
backup, storing154
using for backup153 155
displaying new lists95
Drive and Directory dialog bgx153, 155, 156,
157
drop-down calendars
available in
Add Appointment dibog box, 69
Add Note dialog box55, 58
Build Hotlist dialog box 61
Phone Log 90
Print Note Report dialog bgx21

Schedule Recurring Appointment dialog box

72

Search by Notes dialog bp%06

definition, 30

selecting dates irB0

drop-down lists

adding tg 29

available in
Add Appointment dibog box 70
Add Client didog box, 37
Add Hotlist Task dialog bax58
AlternateAddress dialog box39
Hotlist Task dialog box60
Phone dialog bax86
Print Note Report dialog bgx 21
Search by Notes dialog bp%06
Set Priority dialog box60

calling up 29

definition, 29

deleting entries in29

duplicates, checking lists fp88

E
Eagle
importing data from50-52
Edit menu
Add
Calendar window69
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Clients window 36
Hotlist window, 59
Notes window 54
Clear List 97
Combine Marked Entrie98
Create Duplicate Clientd2
Default Recorgd49
Delete
Calendar window75
Clients window 41, 50, 98
Hotlist window;, 62
Notes window 55
Group Edit 47
Make Marked List Current9s
Mark One 94
Modify
Calendar window73
Clients window 40
Hotlist window, 61
Notes window 55
Set Priority 60
Tag as Dong63, 74

Unmark All, 95

Unmark One 94, 98
editing

group, 42, 47
E-mail

adding addresse88
enabling

Accelerated Accesd66
Envelope Settings dialog bp%10
envelopes

printing, 111

setup for printing 109
Envelopes command 09, 111
error handling, imported data72
errors, Data Managefi83
Esc key, using178
Exit commang 31
Export commangd173
Export File dialog box173
exporting data

Clients, 172
file formats supportedl 69
exporting databases
CSV format, note abopfl73
note aboutl174
extension, adding to a Cliera7

F
fax
extension, adding37
file formats, supportedl69
File Manager 156
File menu
Close Databased 52, 154, 156
Exit, 31
Export, 173
Import, 170
Open Databasel 51
Preferences
date format 160
envelopes110
labels 112
reports 117
security, 159
system defaults166
Print
Calenday 123
column reports118
envelopes111
labels 114
reports 122
Print Setup 109, 112, 117
file, import, 171
files, damaged
recovering 156
Find Free Time dialog b9, 70
floating meny 25
Font dialog box 139
fonts
changing windows138 139
From/To dialog box103
function keys, usingl78, 179
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G

Go to Calendar Date dialog bo%9, 68, 70
Go to Day command8

Group Edit comman#7

Group Edit dialog box47

group editing 42, 47

H
hardware requiredl9, 20
Help menu
Contents 26
Search for Help On28
Help, using 26
hiding
Balloon Help 133
ribbon bar 132
status barl33
History Settings dialog bgx65
history, adjusting preferences65
holidays, adjusting Calendat62
Hotlist
finding associated Clieni07
reports, printing 122
Hotlist button (toolbar)57
Hotlist commangd57
Hotlist Report commandl23
Hotlist Task Alarm dialog bax65
Hotlist Task dialog box60, 62, 63, 64
drop-down Ists in 60
Hotlist tasks
adding 57, 59
assigning priority tp60
completing 62
deleting 62
in Calenday 70
modifying, 61
refreshing 63
unmarking 63
Hotlist window
adding Calendar appointments %D
check-mark column in62
opening 57
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printing from, 111, 114, 122
timing tasks 127
Hotlist, building 60

I
icon
bell, 64, 76
Maximizer Personall56
stopwatch 128
ID numbers
assigning to a ClienB8
Import commang170
import file, 171
importing data
Clients 170
error handling 172
file formats supportedl 69
initialization strings, usingl64
Insert key 29
installing Maximizer Pesonal 19, 20, 21
Internet access
setting up 21
Internet database
downloading demographic informatips0

K
keyboard shortcutsl 77181

L
Label Dimensions dialog bgx 13
Label Settings dialog bgx13
labels

customizeg 113

printing, 114

setup for printing112
Labels commandl12, 114
Last Name comman®9
Launch Application dialog bgx134
Launch commandl34
launching applicationsl33
letters, writing 81
List Colors dialog box140, 141
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lists
checking for duplicate98
clearing 94
creating 95
default startup97
deleting 97
displaying 95
empty, 97
marking 94
modifying name af96
re-saving 96
retrieving 96
saving 95
selecting for startu®7
showing

all Clients 93

unmarking 94
using 93

M
Mailing Address tap38, 40
mail-merges
troubleshooting 82
mail-merges, creating and printing1
Make a Call command8
Make Marked List Current commanés
making
appointments68, 71
recurring appointment§ 1
Mark One command4
marked lists
combining 98
creating 95
unmarking 94
marking
appointments as completés
Hotlist tasks as completé2
lists, 94
Maximize button 138
Maximizer Personal
icon, using 23, 156
installing, 7?21

Windows 95 and Windows NT hardware/
software requirement20

Maximizer Personal Help windav27
MaximizerPersonal

installing, 19—??

Windows 3.1 hardware/software requirements

19

maximizing windows 138
meeting, see Calendar
Minimize button 138
minimizing windows 138
Missing or Invalid Field dialog bgx172
modem

adjusting baud ratel 63

adjusting preferenced63

disabling auto-dial featurel 63
Modem Settings dialog b9xX63
modifying, 45

activity in Activity Log, 66

alternate addresse40

appointments73

Client list name 96

Clients, 40

column setupsl146

default Clients 49

Hotlist tasks 61

Notes 55

recurring appointment§’3

search criteria for User-Defined Fie|d<03

User-Defined Field items46
Month comman¢g68
mouse button, right

using to

call up drop-down calendar30
call up drop-down lists29

MultiActive Business Intelligence ServicB0-52
MultiActive Eagle

importing data from50-52

requirements fqr50

N
Name of Client List dialog bg»95, 97
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Name of Search Catalog dialog hd04

Name/Addr/Tel Report command20

name/address/telephone reports, printitiz

Netscape

connecting to MultiActive Eagle wittb0

Note for Client dialog box55
Note Report command 21
Note reports, printingl21
Notes

adding 53

deleting 55

logging of timer 128

modifying, 55

phone, saving89

purging 56

searching by105
Notes button (toolbayp3
Notes commands3, 105
Notes window, opening3

O
Online Help, using26
Open Database commantb1
opening
Calendar window67
Clients window 35
databasgl51
Hotlist window, 57
Notes window 53
Other commangd101

P
password
setting 160
Phonebutton (toolbar) 85, 88, 89
Phone Call dialog bgx86, 88
Phone Call Result dialog bp&7, 89
phone calls
automatic logging qf87, 89
completed 87
dialing numbers86, 88, 91
disabling auto-dial featurel 63

204

hanging up 87, 89
incomplete 87
quick dial 88
receiving 89
using
Phone Log 90
prefixes 164
suffixes 164
Phone command5
Phone dialog box86, 88, 89, 91
drop-down lists in86
Phone Log90, 124
drop-down catndars in90
Phone Log button (toolbgr0
Phone Log comman®0
Phone Log date, changing0
Phone Number 1 comman@9
phone numbers, adding to Clien&y
Phone timer dialog bg»87, 89
postal codes, adding to Cliens7
preferences
adjusting 160
Calendar, adjustingl62
history, adjusting165
modem, adjustingl 63
Preferences command
date format 160
envelopes110
labels 112
reports 117
security, 159
system defaults166
Preferences dialog box
address formatl61
Calenday 162
date format 161
envelopes110
history, 165
labels 113
modem 163
reports 117
security, 159
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system defaults166
prefix, for phone number 64
Print, 114
Print a Label command. 16
Print an Envelope command12
Print button (toolbar)111
Print Column Report dialog bp218
Print commang@122

Calenday 123

envelopes111

labels 114

reports 118
Print Detailed Report dialog bp219
Print Envelopes dialog be®11, 112
Print Label dialog box116
Print Labels dialog bgx115

Print Name/Address/Telephone Report dialog,box

120
Print Note Report dialog box 21
drop-down calendars jri21
drop-down lists in121
Print Report dialog bgx122, 123 124
Print Setup command 09, 112, 117
Print Setup sub-menu
Envelopes109
Labels 112
Reports 117
Print sub-menu
Appointments 123
Column Report118
Detailed Report119
Envelopes111
Hotlist Report 123
Labels 114
Name/Addr/Tel Report120
Note Report121
printing
Calendars123
column reports118
detailed reports119
envelopes111
Hotlist reports 122

labels 114
mail-merges 81
name/address/telephone reppft20
Note reports121
Phone Log 124
quick print 112, 116
Printing dialog box111, 115, 119
Program menu
Launch 134
purging
Notes 56

Q
quick dial 88
quick print, 112, 116

R
Range dialog bgx100
ranges, using in searchint00
Receive a Call comman&9
receiving phone cal|89
recovering damaged file456
recurring appointments, see appointments,
recurring
Refresh Hotlist comman®3
refreshing the Hotlist63
reports
setup for printing 117
Reports commandL17
Reports Settings dialog bp%17
reports, printing
column 118
detailed 119
Hotlist, 122
name/address/telephgn20
Note, 121
re-saving lists 96
Reset Default Workspace command 2
Reset to Windows Default buttph41
re-sizing columnsl144
responding to appointment alarn&s, 77
Restore command.54, 157
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Restore Saveworkspace command42
resbring

databasgl54

last window display142
retrieving

saved lists 96
reverting

to default window display142

to last window display107
ribbon bar

showing/hiding 132
Ribbon Bar ommand 132

S
Save Note dialog bg»89
Save Settings on Exit commanti?2
saving
lists, 95
phone Notes89
search criteria for User-Defined Field€4
windows display change442
Schedule a Call comman89
Schedule a Meeting commanidl
Schedule a To-do commansio
Schedule Recurring Appointment dialog b@x,
73
drop-down calendars ji72
Search by Client Information dialog bhak00, 101
Search by Notes dialog bp%05
drop-down calendars jr106
drop-down Ists in 106
Search by User-Defined Fields dialog bd02,
103
Search Catalogs dialog bok04
Search dialog bgx28
Search for Help On commana8
Search menu
Check for Duplicates98
City, 99
Client ID, 99
Company/Organizatigro9
Last Name 99
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Notes 105
Other, 101
Phone Number,199
State/Provincg99
Undo Searchl107
User-Defined Fields101
Zip/Postal Codg99
searching
by
Client, 99, 101
Notes 105
User-Defined Fields101
for annually recurring date403
from Hotlist, 106
undoing 107
User-Defined Fields
search criteria fqQri03, 104
using
range 100
wildcards 100
security
setting passworg460
turning off, 159
turning on 159
Select Fields for Export dialog bpk74
Select Fields for Import dialog bpg71
Select File to Import dialog b2 70
Select Items for Search dialog hd02
Select Maximizer File(s) to Backup dialog hox
153
Select Maximizer File(s) to Restore dialog box
154

Select User-Defined Fields for Search dialog,box

102
selecting
column setupsl146
empty list for startup97
list for startup 97
Set Color commandl40
Set Color sub-menu
All Windows, 141
Current Window 140
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Set Font commandlL39
Set Font sub-menu
All Windows, 139
Current Window 139
Set Priority commands0
Set Priority dialog box60
drop-down lists in60
setting
appointment alarms$4, 76
passwords160
system defaults166
setting up, Internet accesal
setup
column
creating 144
deleting 147
modifying, 146
selecting 146
envelopes for printingl09
labels for printing 112, 113
reports for printing117
system 159
Setup User-Defined Fields dialog haetd, 45, 46,
47
showing
Balloon Help 133
ribbon bar 132
status bar133
showing all Clients93
software requiredl9, 20
Sort by... commandl43
sorting columns143
Start Label dialog bgx115
starting Maximizer Persona?23
startup lists, default97
State/Province commané9
Status Bar command.33
status bar, showing/hidind.33
stopping
the timeg 128
stopwatch icon128
suffix, for phone numberd 64

system
defaults, setting166
setup 159-167
System Defaults dialog bp266

T
Tab key, using178
Tag as Done command3, 74
tasks, timing 127128
There 21
Tile Horizontally commangd137
Tile Vertically commang137
tiling windows 137
Time a Task command. 27
timer
logging into Notes128
stopping 128
using 127, 128
Timer commang127, 128
Timer dialog box 127, 128
timing tasks 127, 128
Today commangd68
toolbar
Activity Log button 66
adding
button for application134
Calendar button67
changing 131, 132
Clients button35
Hotlist button 57
Notes button53
Phone button85, 88, 89
Phone Log button90
Print button 111
Toolbar command131, 133
Toolbar Settings dialog box.31, 133
Tools menu
Phone 85
Timer, 127, 128
turning off security 159
turning on security159
Two Months commands8
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U
UDF Name dialog bax46, 47
Undo Search command07
undoing a seargh 07
Unmark All commang95
Unmark One comman®4, 98
unmarking
completed appointmentg5
completed Hotlist task$3
lists, 94
User-Defined Field items
adding 45
deleting 47
modifying, 46
User-Defined Fields43, 45, 46
adding 43
Clients window tab44
deleting 46
modifying, 45
searching by101, 103, 104
using 4247
User-Defined Fields commandO1
User-Defined Fields tai88
User-Defined Fields, types 042
using
Activity Log, 65
initialization strings 164
lists, 93
Online Help 26
range in searchind.00
the timer 127, 128
User-Defined Fields42—47
wildcards in a seargH 00
Utilities menu
Backup 152, 156
Restore 154, 157

Vv

View menu
Activities for Client Name65
Balloon Helpg 133
Build Hotlist, 60
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Catalog of Saved List®5, 96, 97
Clear List 94
Column Setupl44, 146, 147
Day, 68
Go to Day 68
Month, 68
Phone Log 90
Refresh Hotlist63
Ribbon Bar 132
Sort by.., 143
Status Bar133
Today, 68
Toolbar, 131, 133
Two Months 68
Week 68
viewing
Phone Log 90

W
Week command68
wildcards, using in a searchO0
window displays 137, 142
Window menu
Calenday 67
Cascade138
Clients 35
Close All, 138
Hotlist, 57
Notes 53
Reset Default Workspagé4?2
Restore Saved Workspack42
Save Settings on Exi142
Set Color 140
Set Fonf 139
Tile Horizontally, 137
Tile Vertically, 137
windows
cascading138
changing colors140, 141
changing fonts138, 139
closing all 138
minimizing/maximizing 138
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restoring saved changeki2
reverting to default displgyl42
saving changesl42
tiling, 137
Windows 3.1
Maximizer Personal hardware/software
requirements19
Maximizer Personal installation instructiqr)
Windows 95
Maximizer Personal hardware/software
requirements20
Maximizer Personal installation instructiqr)
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