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Starfish Software Product License, Limited Warranty, and Limitation of Liability

This software is licensed to you for use by only one person at a time. You may copy this software for archive purposes, to protect
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If this software is an upgrade version of software that you previously acquired, you have not acquired two different rights to use this
software and its earlier version. This upgrade and the earlier version together constitute just one copy of the software and must be
used by one person at a time (or transferred together to only one person).

Other Limits on Your Use
Except as described in this license, you may not transfer, rent, lease, lend, copy, modify, translate, sublicense, time-share,
electronically transmit or receive, or decompile or reverse engineer this software or the media and documentation.

Limited Warranty
The outside of this product package may or may not include “Philippe’s Guarantee,” which for a period of time may entitle you to a
refund of the amount actually paid as described on the package.

Also, the physical media for this product provided by Starfish are guaranteed to be free of defects in materials and workmanship for
120 days from the date this product was originally purchased. If a defect occurs within this 120-day period, simply return the
defective media to Starfish along with a dated proof of purchase, and Starfish will replace it free of charge.

Starfish makes no representation or warranty regarding the content of this product, including its software and documentation. For
example, Starfish does not warrant that the software or documentation are "error-free" or will meet the needs and requirements of
a particular user. All information in the software and documentation is subject to change without notice. In addition, Starfish makes
no representation or warranty regarding products, media, software or documentation manufactured or supplied by others.

ALL OTHER WARRANTIES, REPRESENTATIONS, CONDITIONS, EXPRESS OR IMPLIED, INCLUDING ANY IMPLIED
WARRANTY OR CONDITION OF MERCHANTIBILITY OR FITNESS FOR A PARTICULAR PURPOSE ARE DISCLAIMED BY
STARFISH. ALL OTHER IMPLIED TERMS ARE EXCLUDED.

Limitation of Liability

The only remedy under this limited warranty or Philippe’s Guarantee is replacement of the defective media or refund of the actual
amount paid. Starfish disclaims any liability for damages arising from the use of this product or any other damages, including
(though not limited to) lost profits or data, special, incidental, or other claims, even if Starfish has been specifically advised of the
possibility of such claims. Regardless of the form of the claim, the only liability Starfish will have to you or any other person will be
limited to the amount actually paid for the product.

Miscellaneous

This license and limited warranty can only be modified in writing signed by you and an authorized officer of Starfish. If any part or
provision is found to be unenforceable or void, the remainder shall be valid and enforceable. If any remedy provided is determined
to have failed of its essential purpose, all limitations of liability and exclusions of damages shall remain in effect.

Use, duplication or disclosure of this software and documentation by the U.S. Government is subject to the restricted rights
applicable to commercial computer software (under FAR 52.227-19 and DFARS 252.227-7013). Sale of this software is subject to
the U.S. Commerce Department export restrictions. This software is intended for use in the country in which Starfish sold it (or the
EEC if first sold in the EEC).

This license and limited warranty shall be construed under the laws of California, U.S.A.
You have specific legal rights under this document, and may have other rights that vary from state to state and country to country.

Starfish reserves all rights not specifically granted. Starfish Software may have patents and/or pending patent applications covering
subject matter in this document. The furnishing of this document does not give you any license to these patents.

COPYRIGHT © 1984, 1995 Starfish Software. All rights reserved. All Starfish Software products are trademarks or registered
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| ntroduction

Welcome to Sidekick 95, the personal organizer that provides power
and simplicity to help you organize your life. Sidekick 95 has an easy
and familiar design, based on the model of a desk top. Using simple
clicking and dragging procedures, you can organize your schedule,
write |etters and other formatted documents, manage your contacts,
and much more.

What's new in  For users of earlier versions of Sidekick for Windows, this section
Sidekick 95 containsarundown on the new features of Sidekick 95.

The new features include the following:

0 New Expenseview There is anew Expense view for calculating
and printing expense reports. Click the Expense icon on the right
side of the Deskpad to open the Expense view.

0 New EarthTime view EarthTime provides aworld clock that tells
you the local time wherever in the world you have contacts and
connections. Click the EarthTime icon to see the display.

0 New Reminder view What was the cover page in earlier versions
now displays your appointments and other events for the current
day or whatever period you choose.

0 New PhoneDialer The feature formerly known as Speed Dial has
been replaced by the Phone Dialer, which lets you take advantage
of the Windows 95 phone support.

New in the Write Theview formerly known as Notes is now the Write view. A variety
view of word processing features have been added to this view

0 Full rich text formatting (RTF) capahility provides control of fonts
and type sizesin your documents. Use new Toolbar buttons to

Specify typeface and size for selected text

Add (or remove) boldface, Italic, underline and color to selected
text.

Change paragraph alignment (flush-left, centered, flush-right)
Create bulleted paragraphs.
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A ruler lets you set margins and tabs.

E-mail connection via your Microsoft exchange address book, s:
you can create a document and e-mail it directly from the Write
view.

Instant fax capability in the Write view lets you send a document
one person or a group in your cardfile.

New Quick Letter button makes it almost effortless to create a
letter to anyone in your cardfiles.

Full-screen Edit view lets you see the whole document as you
work. Or switch to the existing Indexed view for convenience in
locating your documents. To switch between full-screen Edit vie
and index-tab view, click the View button on the right side of the
Toolbar.

Spelling checker helps you find spelling and typing mistakes.

Cardfile selection button in the Viewport (formerly View-in-
View). Click the Cardfiles button at the bottom of the Viewport tc
choose a cardfile.

Import and export of rich text format (.RTF) and plain text (. TXT
files.

New in the These new features have been added to the Calendar:

Calendar view

6L

Time view shows all J
times
List view shows

busy times only
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Selectable cardfile in the Viewport (formerly View-in-View).
Click the Cardfiles button at the bottom of the Viewport to choos
a cardfile.

New List view shows only booked time, without empty time slots
Click the appropriate button in the upper right of the Appointmen
list.

New view area above the daily calendar for holidays, special da
and multi-day events.

The information almanac shows sunrise and sunset, phases of
moon, and other information.

Shortcut menu (right-click menu) lets you check off completed
appointments.

New consolidated Reminder view shows appointments, ToDos &
calls.



New in the
Cardfile

In this manual...

0 Automatic sorting of ToDos and calls moves checked-off items 1
the bottom of the list.

0 New .WAYV alarm sounds.

These new features have been added to the Cardfile:

0 Access to your Microsoft Exchange address book for e-mailing
documentOr import your Exchange address book as a cardfile.

0 Redesigned label and envelope printing dialogs. New step-by-s
dialog boxes clarify the process of designing labels or envelope
Wizard-style help panels have been added for creating the cont
Try them!

This User’s Guide and the online Help system are designed to ma
information about Sidekick easy to find and helpful.

To help you understand what you see, here are two conventions u
in this manual:

Multilevel menu selections are separated with a vertical bar ( | ).
So, where you see File|Save, you first open the File menu, and t
select the Save command in that menu.

When you need to type in some information, it's indicated in a
different typefacelike this.

Where to go for Your first source of help and information should be this manual an:

help
Online help

the online Help system.

The online Help system contains detailed information about Sideki
Help appears in a separate window with its own controls. Help top
that explain how to accomplish a task are in windows that you can
leave displayed while you follow the procedure.

To open Help, do one of the following:

0 PressF1. For help on a particular menu command, pFdssith
the command highlighted.

0 Click the Help button in a dialog box. For help about dialog box
controls, click the Help button in the dialog box (or prefs

0 Choose a command from the Help menu.

Introduction



ToolTips

Technical Support
options

If you need assistance, see the Help topic on how to use help.

If you pause while passing the mouse pointer over an object like a
icon or Toolbar button, Sidekick displays the name of the object. Tt
feature, called ToolTips, makes it easy for you to identify what you
see and find what you need.

In addition to extensive printed and online documentation, Starfish
provides other support options. Starfish Technical Support gets yo
help when you need it.

Fast Fax Information
Technical and product information sent directly to your fax machin
in just minutes, any time of the day or night.

800-503-3847

The Starfish BBS

Download the Technical Information notes you need, 24 hours a d
408-461-5930

Free online information services
Discuss your questions and problems with other users and Starfisl|
experts.

On CompuServe, Go Starfish

On America Online, use the keyword Starfish

On Microsoft Network, the Go word is Starfish

Be sure to visit our Web site for product updates, companions and
news (no technical support). http://www.starfishsoftware.com

Free up and running support

No-charge assistance for installation and initial configuration.
970-522-4610, 6 a.m. - 5 p.m. Pacific Time

Support hotline

All the help you need, at $2 per minute, first minute free:
1-900-555-1010, billed to your phone bill
1-800-953-9995, charged to your credit card
6 a.m. - 5 p.m. Pacific Time
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| nstalling and starting
Sidekick 95

Before you begin installing your new Sidekick 95, there are afew
things you should check:

0 Examine the contents of your Sidekick package (see the next
section).

0 Make sure you have the necessary hardware and software to run
Sidekick 95.

Once you have done these two things, you'll be ready to start the
installation program.

The Sidekick 95  vour Sidekick 95 package includes the following:

package o Thisuser's Guide
0 The Sidekick 95 software (3.5 inch diskette format).
O Your registration card. Be sureto fill in the card and mail it back to
Starfish.

Necessary To use Sidekick 95, you need
equipment o A computer running Windows 95

0 A minimum of 5 Mb hard disk space for installation (including 1
Mb on the same drive as your Windows directory).

The following equipment is optional but recommended to fully use all
Sidekick 95 features:

0 A mouse compatible with Microsoft Windows 95; the instructions
in this book assume you have a mouse.

0 A modem, to take advantage of the Sidekick Phone Dialer.

Installing and starting Sidekick 95



O A printer supported by Windows 95.

Windows 95 some of Sidekick's features require that you install specific Windov
features you 95 components.

need

Installing
Sidekick 95

B Chapter 1

To use the Phone Dialer you must install the TAPI communication:
feature. If you want to use the Microsoft Exchange address book f
e-mail, you must have Exchange installed (MAPI). To fax documen
you must have Microsoft Fax installed.

To add required software in Windows 95

1 Click Start on the Taskbar. Choose Settings, and then Control
Panel.

2 Double-click Add/Remove Programs.
3 Click the Windows Setup tab.

4 Follow the procedures in the dialog box to install the required
software.

Before you install, please take a moment to read the Product Licer
Limited Warranty and Limitation of Liability printed on the reverse
side of the title page of this manual.

To install from Drive A
1 Insert the Sidekick 95 disk into Drive A.

2 In Windows 95, click the Start button, and choose Run.

3 TypeA:INSTALL (typeB:INSTALL if you inserted the disk into drive
B) and pres&nter.

4 Follow the instructions as they appear on screen.

Or you can install using Add/Remove Programs in the Windows 9
Control Panel.

If you already installed an earlier version of Sidekick, it will be
retained in its original directory. Sidekick 95 will be installed in a ne'
directory called Sidekick 95. After installing, you can open your olc
files in Sidekick 95, and use Save As to save them in your
Sidekick95\Userdata directory. It is not recommended to install ove
earlier versions of Sidekick for Windows.



The README file

Starting
Sidekick 95

Uninstalling
Sidekick 95

Any last-minute changes or additions to Sidekick 95 are documen
in a file with the name README. When the installation program he
finished installing Sidekick on your hard disk, you will see the
README file. To view it later, click the README icon in the
Sidekick 95 folder (in the Windows 95 Start|Programs menu).

To begin working with Sidekick after you've installed it, open the
Start|Programs|Sidekick 95 menu, and click the Sidekick 95 icon.

This User’s Guideassumes you have a basic understanding of
Windows fundamentals—using the mouse or keyboard, working wi
windows, and so on. If you're new to the Windows 95 environment
refer to your Windows 95 manual, or take a few minutes to run the
Windows 95 Tour from the Start menu.

If you decide to remove Sidekick 95 from your computer, use the
Uninstall program.

To remove Sidekick 95 permanently from your system

1 Exit Sidekick 95.

2 From the Windows 95 Taskbar, click the Start button.

3 Choose Programs, and then choose the Sidekick 95 program gr
4 Click Uninstall.

Uninstall removes all Sidekick 95 program files, and removes
Sidekick from the Windows 95 Registry. It also gives you the optiol
of removing user data files. If you have personal files in the Sldeki
95 folder, Uninstall will not remove them. You have to remove thes
manually, and then manually delete the folders.

Installing and starting Sidekick 95 [ IEGIEIE
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Key features of
Sidekick 95

2

Overview

This chapter gives you an overview of the many features of Sidekick
that can help you simplify your life.

Sidekick consists of a number of views, each with abroad range of
capabilities. These views and other key features are listed below:

0 The Cardfile view helps you keep track of anything from your
address book to inventoriesto reference materials. Y ou can have as
many customizable cardfiles asyou like.

0 The Calendar view contains a calendar for scheduling
appointments and managing short and long-term tasks.

0 The Writeview lets you create all kinds of documents, which are
filed in folders. Y ou can apply formatting to your documents, and
create personalized documents by merging information from the
Cardfile.

0 Electronic mail using Microsoft Exchange is quick and easy from
the Write view, where you can instantly send your document, or
from the Cardfile.

0 The Expense view letsyou enter expense information directly from
your pile of receipts. It generates afinished expense report with the
information sorted and totaled, in an organized format you can
print out.

0 EarthTime presents information about the local time for cities
around the globe.

0 The PhoneDialer dialsyour callsand lets you make entriesin your
Contact Log.

0 The Reminder view summarizes your appointments and ToDos for
today, or for another time period you choose. Y ou can even

Overview



preview your list of things to do and Calendar events for
tomorrow.

Quick Lettertakes the name and address information from the
current cardfile card, and creates an instant letter to that person
complete with their address and today’s date. You can immediat
start typing to create the text of the letter.

Sidekick 95 also contains a powerful report view, which can
correlate and display information from your cardfiles and calend
Reports can include a wide range of ready-made and customize
formats for cards, labels, address books, calendars, envelopes,
documents.

The Sidekick 95 The major components of Sidekick 95 are shown in the following
screen lllustration, which shows the Calendar view and identifies the
features common to all views.

» Sidekick - C:ASKWIS\USERDATAVRHB [_ O] x]

Menu bar e Exit

Eil
I

View Calendar Phone Repoit Tools

Help

Deskpad

Toolbar

D= w3 4@ al % =] &

M1 w T F s A
-

i 15 14 15 Claire's hirthda,

R ’
6 I 9:30a

10:00a | @ /4.7 Review meeting

[ Status report
[# Create user database

[ Review phone capacity = 11008

Shaw by: Due Date 10:30a

11:30a
12:00p

[ Repart on support call volume 12:30p [@ lunch with Fran, 252-8908 — Deskpad
¥ [ Baviswphone-spstam-capaciy 1:00p Icons

1:30p

2:00p | /3¢ Managers' meeting
2:30p
3.00p

Calls

# Baiclay Global, Dimagaio, 454-521-4373 Acme Inc., Doan, 400-563-8322

5'3'6“‘1'5 Nuncio, 793:6722 Barclap Global, Dimagaio, 45414373
¢ KpleMiands, 2417637

Athabasca Corp., Diemell, 313-446-8574

=l EI Cards I \ Cardfiles

WEERLY | MONTALY | VEARLY
Status bar ——— guok - ok ISERDATARHE

— Viewport

TheToolbar buttons let you do certain tasks quickly, without using
the menus. The Toolbar and menu bar change with each view of
Sidekick.

Thestatus linedisplays information about the current view. For
example, if you are in the Calendar view, the status line displays tt
name of the current Calendar file.

The working area of the Sidekick screen is calleddfskpad and
looks very much like the blotter you might have on your own desk.
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make changes to the default deskpad colors and other display opti
choose Tools|Preferencé&ee “Setting preferencefdr more
information.

Deskpad ICONS Icons move you between each of the views in Sidekick. The views

Jul

Calendar

and how to use them—are described in detail in later chapters of t
book. You can save your work in all views at once by choosing File
Save All.

In theCalendar, you can schedule appointments, organize your dai
tasks in a ToDo list, and keep track of calls. You can print your
calendar in a variety formats, including page sizes suited to the mc
popular day planners, such as DayRunner, Day-Timers, and Frank
Planner. You can view your calendar in Daily, Weekly, Monthly, anc
Yearly views.SeeChapter For more information on the Calendar.

EarthTime tells you the current time in eight locations around the
globe, and provides other information such as time difference and
facts about each citfieeChapter #for more information.

TheCardfile can be used as an address book in which you store
names, addresses, and a variety of phone numbers. Or, you can k
records of any other type of information that can be broken down ir
common pieces. You can use the Cardfile with the Phone Dialer to
dial your calls, or merge card information into a letter using Quick
Letter. SeeChapter 4or more information on the Cardfile.

TheWrite view provides you with a place to create and format
documents. You can use Write for most kinds of letters and
documents. It lets you change fonts and format your documents, &
you can create form documents for merging cards from the Cardfil
SeeChapter For more information on Write.

TheExpenseview lets you enter information from your expense
receipts, and presents it in a finished expense report, ready for
signing. For detailsseeChapter 6

TheReminder pulls together all the information you need to be
reminded about: your calls, ToDos, appointments for today, this
week, or other period you select. The Reminder is discussed later
this chapter.

ThePhone Dialerlets you quickly dial a number stored in your
cardfile. Simply drag a card from the Cards list to the Call icon on tl
deskpad. Or you can just click the Call icon. (For this option to wol

Overview



you need to have a modem installed in your syst€ae)Chapter 8
for more information.

TheDeleteicon works just like you’d expect it to. To delete a card,
document, or calendar activity in Sidekick, simply drag it to the
Delete icon on the deskpad.

The Toolbar Each view in Sidekick 95 has its own Toolbar, which makes it quic
and easy to perform standard actions in that view.

Tools that are standard to all views appear toward the left on the
Toolbar. Tools that are specific to the current view are toward the
right. The Calendar Toolbar appears below.

Special  Quick

New ‘ Save ‘ ‘Cut ‘Paste ‘Day ‘Letter ‘Info ‘Calculator
! | | | | ! | |
Dlz|wls & sl L]« = o=@ o
Open Print Copy Find Multi-day Contact Add
event Manager new event

The Custom In addition to the Toolbar, you can display a Custom Toolbar if you
Toolbar find there are tools or functions you want to add.

You turn on display of the Custom Toolbar from the View menu. Th
Custom Toolbar appears by default at the right side the screen. Yo
can move it to another area, and you can create a different Custor
Toolbar for each of Sidekick’s views. If you want, you can leave yol
Custom Toolbar displayed, and turn off the standard Toolbar.

M=
— The Custom Toolbar

2[=@| o

——
Jarzola, 415-999-99: &

==

. =
ank

arzola

iles Manager
us and More
3T 120

‘44 Van Patten
renue

site 12-D

n Francisco

anhTime
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.
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-
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3
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i
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To add a button,

1 Click it in the Standard Buttons
list,

2 Click the Current Button you
want to add it before or after.

3 Click Add Before or Add After.

The Viewport

To move thc Custom Toolbar
Click it and drag it to any side of the screen. You also can make it
floating Toolbar that you can position wherever you want on the

deskpad.

To change the buttons on the Custom Toolbar
Choose Tools|CustomToolbar Setup. The following dialog box

appears:

Standard buttons:
] Mew Calendar =
Add After
[#] Open Calendar
§4 Save Calendar Add Before
23 Save Calendar 4
= Bemove
O3 saveal
=
Separator >

Current buttons:

& Undo

- Separatar -
#p| Delete Activities
E Calendar Setup
- Separatar -

ﬁ, Print Sidekick Forme ;é" Preferences

E_ Fun =

ﬂ Frint DayTimers Fun;l

To remove a button,
1 Click it in the Current Buttons list.
2 Click the Remove button.

To add a separator,

1 Click the button in the Current list
you want the separator before.

oK | Cancel |

dop | 2 Click the Separator button.

In the lower right corner of the Cardfile, Calendar, and Write views
you'll find the Viewport window. The Viewport lets you work with a

p
e

art of another view without having to leave the one you're in. For
xample, while working in the Cardfile, you can enter or edit your

appointments, calls, or ToDo items without switching back and fort

b

etween the Cardfile and Calendar.

The Viewport gives you powerful connections between different

\Y

d

iews. Here are some examples:

You can mail-merge one or more cards with a document by just
dragging the name from a cardfile in the Viewport to a documen
in Write.

You can create an appointment with someone in your cardfile b
dragging the cardfile entry in the Viewport to a time slot in the
Calendar.

Like appointments, you can create a Calls list (or ToDo list) entt
by dragging a cardfile name from the Viewport to the Calls list.
You can then place a call by simply dragging it from the Calls lis
to the Call icon on the deskpad (assuming you have modem dial
enabled on your system).

Overview



You can drag a cardfile
entry from the Viewport
to the Appointments,
Calls or ToDo lists to
create a new entry.

Activities created this
way, or which contain a
phone number, can be
dragged to the Call icon
to place a call.

In the following figure, a Cardfile appears in the Viewport.

+ Sidekick - C:A\SKW95\USERDATA\RHB
File Edit “iew Calendar Phone Report Tools Help

ST YR T
nF'iday M T T F 3

LT Juk [ 52 Claire’s bithdy

A% D P x x| 9w B} e
10:00a | & 14 ¢ Review meeting Dunm interview

Showby: _ DueDate | 1030

iew phone capacity ﬂ 17:00a

11:30a

12:00p

12:30p | lunch with Fran, 262-8904
1:00p:
1:30p

2:00p |,[3 ¢ Managers' meeting

230p

o3| &

Appointments @Ql

25 23 B0 1

- Drag up or
P e down to
resize the
Viewport.

me |ne., Doan, 400-563-8322
Athabasca Corp., Dremell, 313-446-8574
Barclay Global, Dimagaio, 454-521-4379

(Cards Gardfiles

+ Barclay Global, Dimaggio, 454-521-4379
o Claudia Nuncio, 733-6722
P Kylebliranda341.2697

WEEKLY | MONTHLY

Sidekick - CASKWISAUSERDATANRHE

Click to closeI | Click to choose | Click to

or open the what to display select a
Viewport. in the Viewport. cardfile

The information you can display in the Viewport changes dependir
on which view of Sidekick you’re working in.

0 From the Calendar, the Viewport displays the Cardfile, the Cont:
Log of the current card, or the Goals list.

0 From the Cardfile, the Viewport displays your appointments, call
ToDo items, goals, or the selected card’s Contact Log.

0 From the Write view, the Viewport displays the Cardfile, any list
from the Calendar, or the Goals list.
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The Reminder the Reminder view summarizes your appointments and activities |
vieyy today or some other period.

Click the column head to —/] 7%

sort on that column

The Calculator

To save the result of a
calculation, highlight it and
drag it to any card, document,
or calendar item in Sidekick.

To resize the calculator, drag
any edge.

-2+ Robert's Reminder For Tt | Click here to
Date | Activity | Desciiption | Details change the date
VAU Cal Steve at Weltschmer Co 4238850 range.
Call Barclay Global, Dimaggio, 454-521-4373

74890 Todo Meeting report

748795 Todo Draft new ad copy

749795 Todo Get budget data

Print | Go to |

After you schedule activities, the Reminder view lists the first
activities scheduled for the current day in the Calendar.

Sidekick comes with a tape calculator for performing simple
calculations. You can show or hide the calculator at any time by
choosing Tools| Calculator or by clicking the calculator button on tt
Toolbar.

4.456.34 +

b.A66.08 +
486831 -
4,622, =

You can customize up to three function keys for
special operations.

To set up a function for the calculator,

1 Click one of the function keys: F1, F2, or F3.
2 Type avalue.

3 Click an operator (%, /, -, or +).

To use a function key, click its button or press Ctrl
and the corresponding function key on your
keyboard.

To reset a function key, press Shift and click its
button or press Shift and the corresponding
function key at the same time.

Shortcuts sidekick has other features that simplify the work you can do with

your computer:

0 Launch Bar. Launch any application from within Sidekick.

Overview



0 Shortcut menus Perform actions in Sidekick quickly by right-
clicking.

0 Drag and drop. Copy or move items using your mouse.

The LaunchBar The LaunchBar lets you start any Windows application right from
Sidekick.

v Sidekick - CASKWIDAUSERD. . ABUSINH

File Edit “iew Cards Phone Report Tooks

The Launch Bar ——

IS T E R L

| Laok Far: I

_+] [ Brooks, Webber & Field, Honcho, 5
Cable Vector, Dubrovnik, 804-6765
Cars and More, Garzola, 415-
Compusystems, Gregorio, 435-998-¢
Cornway Supply, Sanbaorn, 305-882-
David & George, Muncio, 403-776-2

To set up your own LaunchBar
1 Choose Tools|LaunchBar Setup.

2 Search the File List for applications you want to add to the
LaunchBar.

3 Select the file you want and click Add to add it to the LaunchBal

4 To remove an application from the LaunchBar, select it and clicl
Delete.

5 When the LaunchBar contains the applications you want, choos
OK.

The LaunchBar appears at the left side of your screen. You can dre
to another position if you want to. You can show or hide it at any tin
by choosing View|LaunchBar.

Shortcut menus From several locations in Sidekick, if you right-click an object such
as a card or activity entry, a context-sensitive Shortcut menu appe
These menus offer basic commands such as Cut, Copy, Paste, or (
commands specific to that object or view.

For example, you can highlight some text in a document or an activ
from the Calendar, right-click the mouse to open the Shortcut men
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Drag and drop

choose Cut, move the insertion point to a new location, right-click
and choose Paste.

NOTE When moving activities to a different type of list, only the text
description, attached document, and completion status check mark are
retained. For example, the time and duration of an appointment are lost if
the appointment is moved to the ToDo list; similarly, ToDo attributes cannot
be moved with an item to the Appointments list. (Exception: you can move
entries between the ToDo list and the Goals list and retain all the entry
information.)

Drag and drop is one of the easiest ways to move and copy entrie
from one area of the program to another.

Several of the objects on the deskpad are drag and drop “targets.”
example, you can drag a card, call, appointment or ToDo containin
telephone number to the Call icon to dial the number. You can drag
entry you want to delete to the Delete icon.

To drag and drop a card or a document

Point to it, hold down the left mouse button, drag the pointer to the
place you want to drop the object, and release the mouse button. |
the Cardfile, point to the index line in the Card list; in Write, point tc
the subject line in the Documents list; in the Calendar, point to an
activity’s icon. Many of these items can be selected as a group, as
described in later chapters.

In the Cardfile
In the Cardfile you can

0 Drag cards to the Delete icon to delete them.
0 Drag a card to the Phone to quickly dial a phone number on car

0 Drag a card to a calendar list in the Viewport to insert informatic
from the card’s index.

0 Drag cards to cardfile tabs to move them from one open cardfile
another. Hold down the Ctrl key as you drag to copy the card
instead of moving it.

In the Calendar
In the Calendar you can

0 Drag an activity to the Delete icon to delete the item.

Overview



0 Drag an activity to the Phone to quickly dial a number in its
description text.

0 Drag an activity to another list in the Calendar.

0 Drag a card from the Viewport to a calendar list to insert
information from the card’s index.

In Write

In the Write view you can
0 Drag documents to the Delete icon to delete them.

0 Drag documents to folder tabs to move them to a different folde
Hold down the Ctrl key as you drag to copy instead of moving.

0 Drag a card from the Viewport to a blank document to insert the
data from the first 10 fields on the card.

0 Drag a card from the Viewport to a merge template document tc
create a mail merge or form letter.

Setting You can customize Sidekick by setting its preferences. Choose To
preferences Preferences. The Preferences dialog box appears.

Preferences

Select which view of Sidekick____Seetmemn | 4
you want to be the default. L

— Set options as desired.

!

|;

¥ Stait Masimized (e

i Deskpad lcons On . . .
Pey— - (oot o] Choose options for the different views
Choose where you want the——+ . s S i of the Calendar (for details, see
de‘Skpad icons. € Hide Deskpad loons ™ Show Animation T Chapter 3)'

N .
Choose the key that moves the Passuord, ) Change the View colors.

The Key Maves Between Fields in Card Entiy N . .
cursor to the next field in the—ff- . & EnterKa —Y‘ Change the display fonts for the Cardfile
Cardfile. = e == _\|  and Wit views.

— Set a password.

When you're in the Calendar, you can also set its preferences by
choosing Calendar and the Setup command for the view you are il
(Daily, Weekly, Monthly, or Yearly).

Chapter 2



Using password You can set a password so that no one but you can open Sidekick
protection Choose Password in the Preferences dialog box (described in the
preceding section). The Password Setup dialog box appears.

Password Setup

@ 1/d Password 1
Mew Pagsword: |7 ~
Bepeat Password: [ -

Cancel |

~

Type in your old password (not needed if
this is the first time you are creating a
password).

Type in your new password in these two
boxes.

NOTE Passwords are case-sensitive. Be sure to enter your password
using exactly the same capitalization each time.

Overview
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I ——— 3
The Calendar

The Sidekick Calendar is a powerful tool for helping you organize
your appointments and activities. You can use the Calendar to
schedul e appointments and reminders, keep a ToDo list, and keep a
list of callsto make. You can merge information from a Cardfile to
insert a name and phone number in your Calendar item, and you can
even have Sidekick automatically dial the number for you.

— To switch to the Calendar, click the Calendar icon on the Deskpad, or
14 choose View|Calendar.

Calendar

This chapter explains how to

O

Enter appointments, ToDos, and calls

Use the different Calendar views

Schedule special days

Set up multi-day events

Reconcile appointments between two Calendar files

O o0oodg
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The Appointments

list shows all the
Sidekick - C:\SKW95S\USERDATANRHB SChedU/ed
Eile Edt “iew Calendar Phone Bepot Took Help appOIntments for
today.
ST e L =]
5 W A = Calend:
n Friday 4 = : .
The ToDo st F ¥ : : ﬁ.ma‘.es bithday L2 Speqlal days and
G 1995 [ 7% E | 930 “aadll - Multi-day events
ShOWS the [aSkS 10:00a | L4 Review meeting appear at [he to
you need to To Do Show by Due Date | 10:302 el pp p
. — [ Review phone capacily = 1100,
aCCOfTIp/ISh [ Status report j 11-30:
[oday—[ncludlng [ Create user database 12:00p
any you didn’t £ Fiepotl on support cal vokme 12:30p [ Tunch with Fran, 2628304
complete S I
yestel’day 2:00p |,_l}§ Managers' mesting
2:30p
%00p
ale p— fsome Inc... Doan, 400-563-8922 T-he Viewport
The Calls list = gigﬁ‘i ﬁf:l D;;”;_gé';;s"'sm 437 ibabaser Corp. Diemal. 313 446.6574 displays another
ShOWS the Ca//S v " - Barclay Global, Dimaggio, 454-521-4373 = Cal Sldeklck view.
you need to make ’ _ caties || [N
today.
Sidekick - CASKWIB ISERDATANRHE )
\ Click a tab to select
the view of the
Calendar you want.
Special ' .
New Save Cut Paste da uick Letter Daily Info Calculator
y
AElE o=@
] Ly
Dlem|s| olm] @l %] = =@
Open Print Copy Find Multi-day event Contact Add
Manager new event

Appomtments Enter your appointments and scheduled events on the Appointme
list. You can have any number of appointments scheduled through
the day (up to a maximum of 288 per day!), and up to three
overlapping appointments starting at the same time. Like ToDos,
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appointments can be checked off when completed, by right-clickin
and choosing “Check as Completed” from the shortcut menu.

Create an appointment by typing ~ [Apointments le ]
in empty time slot. Or double-click —T 55— -
the starting time. e . - ; ; ; ;
Y B Dunn mtwew__-l-— Overlapping appointments appear side-by-side.

. . . :00a

Double-click the appointment ICOH—/E o
i ) o

to Ed’[ Its detalls' 12:30p with Fran, 262-8304

1:00p

Edit an appointment by clicking once in the text
and typing.

Click an appointment and drag its bottom edge
\ to change its ending time.

Icons indicate an alarm, Regarding To change an appointment’s starting time, drag
notes, or unconfirmed activity. its clock icon up or down.

Bk
) ) 00, 3 # Managers' mesting
You can display or hide the exact—"] ?Z |\ ’ ’
IOp ﬁ_v

starting and ending times.

To create an appointment

Click in the Appointments window on the time you want to start yot
appointment. This creates a blank appointment, in which you can
immediately type a description. When you're done typing, [Eeiss

Or you can drag a card from the Viewport to the Appointments list
(displayed in Time view, not List view). The three card fields show
in the Viewport will appear in the appointment. If the card includes
telephone number, you can drag the appointment to the Call icon 1
dial the number (assuming you are using modem dialing).

To edit an existing appointment’s description or time

Click anywhere in the appointment text to type or revise the
description. You can change the starting time by dragging the
appointment icon up or down in the appointment window. Change t
ending time by dragging the bottom edge.

To specify time more precisely, add a detailed note, or set an alarr
you use the Appointment dialog box, described in the next section

Sidekick automatically places an appointment icon to the left of the
appointment text. You can use drag and drop to move the
appointment; simply drag the icon to the new time.

To check off a completed appointment

Right-click the appointment’s icon and choose Check as Complete
from the Shortcut (right-click) Menu. Completed appointments are
marked with strikethrough.

The Calendar



To go to today

Click the Calendar icon on the deskpad. If you've changed to anotl
day and switched to another view, clicking the Calendar icon once
returns you to the Calendar view, and you can click it a second time
go to today.

List view and Time You can switch between two views of your calendar:

VIEW  Time view shows the full view of your day, with booked and
empty time slots displayed.

List view shows booked time only.

To switch between Time view and List view
Click the icon for the view.

Time view icon,  List view icon

&
elt—

Appointments
8:30a
9:00a (& Jermy, Frieda schedule meeting
9:30a

10:00a Staff meeting

10:302

11:005

—— Time view

11:302 List view

12:00p

12:30p |@ lunch, Victoria and Salvatore -
1:00p Appointnients : E"ﬁ[
1:30p (&3:002-9:30a Jemy, Frieda schedule meeting

@10:002-11:00a Staff meeting
\@&12:30p-2:00p lunch, Victoria and S alvatore
(@&3:00p-3:30p Rick Leavesley, 409-352-9876

2:00p

2:30p

3:00p Rick Leavesley, 409-352-9876

3:30p

A0 =l

Changing the Tosetor change the details for an appointment

appointment Double-click an appointment’s icon, or click in the text area and
details choose Calendar|Appointment|Daily. The Appointment dialog box
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appears. If no appointment is selected when you open this dialog
you can use it to create a new appointment.

Appointment
Predefined activities: i wihen L If needed, Change the da[e [he
[ o [ s B H'ZI’ appointment occurs or the start and
Enter or edit the appointment’s Teat =N end times.
text. = |Review mesting =] | Start Time:  [10:00 &M E ] ]
| vt [P0 & Detek T— Click to make current settings the
Begarding Blam— Setup. j defau”
Enter nOtes abOUI the = [See the agenda Polonius ’|7 Alarm Play \ C/ICk [0 Set Up personal /ISIS (See
appOIn[ment distibuted. Present i Recurming...
budget rumby Lead time: m page 38) .
Set an alarm and its lead time. ——1 o T [ Click to create a recurring
Choose a tone Ifyou Want to hear ™ Unconfimed [~ Completed __Enter in contact log Help i
a sound. I I b | appointment.
Click to display the | | Click to check off a Click to save the
Unconfirmed icon on the completed appointment to a card
appointment. appointment. history.

The following choices are available for each appointment:

0 Alarm. You can set a visual reminder to pop up when it's time fc

your appointment. You can also choose to play an alarm sound
and specify when each alarm goes off. An appointment with an
alarm displays a bell icon to the left of the text. You can specify
WAV sound to play when the alarm goes off (WAV files are
stored in your Windows 95 Media folder.)

Sidekick notifies you when an alarm goes off, even if you're in
another program.

The alarm dialog box includes these options:
GoTo takes you to the appointment’s entry in Daily view.

Snoozesets the alarm to repeat in 5 minutes, or when you
specify.
Closeturns off the alarm sound and closes the message box.

0 Regarding notes.You can save additional details about an

appointment, up to 640 characters. An appointment with
Regarding notes displays a paper clip icon.

0 Unconfirmed. An unconfirmed appointment displays a question

mark icon.

Exact starting and ending timesYou can specify these times to
the minute. You can also choose to display these times in the
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Appointments view by checking the option in the Daily Setup
dialog box.

0 Enter in Contact Log. Setting this option copies the date, time,
and description text from the appointment into the Contact Log «
the current cardsee “Using the Contact Log” on page 64 for more
information onthe Contact Log.

0 Recurring. You can make any appointment recurring, so that it
automatically appears on your Appointments list at specified
intervals. An icon appears for recurring appointmedts page 32
for more information.

You can use predefined activities to create an appointment using
information from a cardfile. For example, you can create an
appointment that automatically includes someone’s name and pho
number. For detailsee “Personal Lists” on page.38

TODOS You can enter tasks into Sidekick’s ToDo list, and check them off
when completed. Sidekick forwards any uncompleted tasks to the
next day. You can also give a ToDo attributes like a priority, catego
due date, and person assigned to handle it.

Bowir [0 0.0
BERAERL
[ we |7 reEms |

Click any blank line and begin ToDo shonty__piay ——— Click to specify what's displayed in the right

[yplng to create a hew ToDo’——-E-Status Report High il Column
[ Report on suppart volume High . i
Drag the icon to move the ToDO Up ———— Feven phone sapaciy Megium Double-click the right column to add or
or down in the list. Byite dhftof o copy Medim change the details for a ToDo.

| E)Setuimorionwihb-Clovie 4238282 High

Click here to check off ToDo items J
when completed.

To create a new ToDo
You can click any blank line in the ToDo list and begin typing. Whe
you begin to type a new ToDo, Sidekick places a ToDo icon in fror

of the text.

Or drag a card from the Viewport to the ToDo list. The three card
fields shown in the Viewport will appear in the appointment. If the
card includes a telephone number, you can drag the ToDo to the C
icon to dial the number (assuming you are using modem diafieg).
“Sorting the cardfile by index” on page 53 for more information on
the Cardfile index.
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You can also create a new ToDo by choosing Calendar|ToDo|Daily
which opens the ToDo dialog box. See the next section for more
information.

To edit the text of an existing ToDo
Click in the text and edit as needed.

To drag and drop a ToDo
Grab its icon and drag it to the new location.

Setting ToDO You can set optional attributes for each ToDo.

attributes .
To set attributes for a ToDo

Double-click a ToDo's right column, or click in its text and choose
Calendar|ToDo|Daily. The ToDo dialog box appears.

Predefined Activities: Priri
low @ e | %1
Test WL e pebae || G Click to save the current settings
You can change the ToDo’s text. Stakus eport dvereed || r/ as default.
Regarding: ™ No Prigrity = . :
o — s L1 Click to set up personal lists (see

Type extra notes here.—— |—— page 38).

Click to create a recurring ToDo.

Assign

Click to start or stop the timer. ~_|

™ MoDueDate

e Choose priority. Choose Advanced
\:j e Bl and click the Advanced button to
Click to mark the ToDo completed ———L Eomele=d Doet [T002 ek | see more choices (A, B, C, and 1
through 6.

The attributes for ToDos are as follows:

0 Priority. Priorities are set by choosing Low, Medium, or High.
Click the Advanced button if you would like to set priority using
two levels: A, B, and C, and 1 through 6.

0 Category. Sidekick comes with three predefined categories:
Business, Personal, and Other. You can edit or create your owr
categories, as described‘iPersonal Lists” on page 38

0 Assign.You can assign a task to someone else. You can custon
the list of assignable people; s€ersonal Lists” on page 38

0 Enter date. If you use the ToDo dialog box, Sidekick
automatically remembers the date you enter a task. You can chc
to display the enter date in the ToDo list.

0 Due date If you assign a due date to a task, the ToDo turns red
not completed by that date.
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Calls

Click any blank line and begin

typing to create a new call. ——— 2 Euictend, O™eil, 5539057663

Sidekick inserts a call icon.

Check off calls when completed.

Chapter 3

O Timer. You can start a timer for a task any time after it has beer
entered. The timer stops when the ToDo is checked as complet
The total elapsed time is recorded and saved with the task.

0 Regarding notes.You can save detailed information about a task
up to 640 characters. If a ToDo has Regarding notes, a paper ¢
icon appears in its right column.

0 Recurring. You can make any ToDo recurring, so it automaticall
appears on your ToDo list at specified intervals. ‘S&szurring
activities” on page 32

NOTE You can use predefined activities to create a ToDo using
information from a cardfile. For example, you can create a ToDo that
automatically includes someone’s name and phone number. Then it's an
easy matter to drag the item to the Call icon to dial the number. Personal
lists are also used to define the items in the category and assign lists. For
details on personal lists, see “Personal Lists” on page 38.

If you prefer to keep your scheduled phone calls separate from yo
ToDo list, you can enter them in the Calls list. Like ToDos and
appointments, calls can have additional attributes—in this case, stz
and level of urgency.

Drag to enlarge or reduce the Call
window, or to close or re-open it.

Calls

= Double-click the right column to add or
/ change the attributes for a call.

 James DuPre 404-632-5555 ¥ Sale
kK + Dalberd BELADZ0

_/ - = If you assigned a status to a call, it
DAILY [ WEEKLY | MONTHLY |

T appears in the right column.
The exclamation point indicates that a
call is urgent.

To enter a call

Click any blank line in the Calls list and begin typing. When you
begin to type a new call, Sidekick places a call icon in front of the
text.

Or you can drag a card from the Viewport to the Calls list. The thre
card fields shown in the Viewport will appear in the call. If the card
includes a telephone number, you can drag the call to the Call icor
dial the number (assuming you are using modem dialtwg.



“Sorting the cardfile by index” on page 53 for more information on
the Cardfile index.

Or choose Calendar|Call|Daily, which opens the Call dialog box,
described in the next section.

You can also edit the text of existing entries in the Calls list by just
clicking on the text and typing.

Setting call To set call attributes

attributes Double-click in a call’s right column, or click in the call text and
choose Calendar|Call|Daily. The Call dialog box appears.

Call

Predefined Activities: Call Status:

| =] [Mane) I=| LI
Text: Pending ﬂ_—

James DuFre 4045325555 | |Retum cal Select a status.

Begarding:

Type notes about the call, ——fvants 5 uwerste —

license if terms are OK.

- - Click to check off as completed.
I Lopeea Click to display the Urgent icon.
i ﬁf‘ e play (Y

You can set the following attributes for each call:

0 Call status.If you assign a status to a call, it appears in
abbreviated form in the right column of the Calls list. The defaul
choices for call status and their abbreviations are

Busy

Call

Call Back (CB)

Returned Your Call (RYC)
Voice Mail Message (VMM)
Will Call Back (WCB)

You can create your own status choices, as descrilb@aiinonal
Lists” on page 38

0 Urgent. If you label a call as Urgent, an exclamation point appea
in the right column of that call in the Calls list.

0 Regarding notes.You can save additional information about a
call, up to 640 characters in length. If a call has Regarding note:
paper clip icon appears in its right column.
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Recurring
activities

You can right-click an existing
one-time activity, and choose
Recurring from the shortcut
menu.

Chapter 3

0 Recurring. You can make any call recurring, so it automatically
appears on your Calls list at specified intervals. See the followin
section for more information.

You don'’t have to type regularly repeated ToDos, appointments, at
calls (all known also as activities) individually. You can specify the
intervals and let Sidekick add these activities automatically. You ce
change a one-time ToDo, appointment, or call into a recurring one,
create recurring activities from scratch. Either way, the process is 1
same. Refer to the steps following this illustration.

Each Recurring dialog box is similar to the Daily dialog box for tha
same activity but with the addition of the recurring section. All
recurring activities have the same panel to control the recurring
interval, shown in the following illustration.

From: 'wed B/A14/95 E :I
To Fii  6/14/96 E :I

~ Recurring

C wesksofblonth & weekly =———— Click your choice in this panel...

£ Days of Month £ Daiy

e i S e e ...and then choose the interval in this panel (see “Picking
On W Mor [ Tue [ Wer the interval for recurring activities”).

T T MR Sa
™ Sun

To add recurring activities to the Calendar

1 Choose the type of activity you want from the Calendar menu in tt
Daily view: Appointment, Call, or ToDo, and then choose
Recurring.

Or, to change an existing activity into a recurring one, click the
Recurring button in the activity’s attributes dialog box.

2 Enter the description, Regarding notes, and other options the se
way you do for individual activities.

3 Set the range of days, weeks, or months that the activity will rec
on using the From and To dates.

4 Choose the interval you want (see the following section). When
you're done, choose Add.



Picking the You can pick one of four types of intervals for a recurring activity:
interval for weeks of the month, weekly, days of the month, and daily.

recurring activities \\.crs of the month

This option lets you set an activity to repeat on the same day of th
week every month or every number of months; for example, the fir
Tuesday of every month, or the third Friday every two months.

_EI/— Set the number of months between occurrences. The default is

Exvery |2 months 1 (eVery month), the /’mlt IS 12.

Onthe "f =t ,': e 1 Choose the week of the month for the activity. You can choose
e more than one week. 1st inserts the activity on the first

On [ Mon [ Tue I wed

o occurrence of the day, whether it's in the first full week or first
CThu iFn T Sat

partial week. Last inserts the activity on the last occurrence of

£ the selected day, whether it's in a full or partial week.
Choose the day of the week for the activity. You can choose
more than one day of the week, but at least one day must be
selected.
Weekly

This option lets you set an activity to repeat on the same day ever
week, every other week, or any other weekly interval; for example,
every Tuesday, or every third Friday.

ey o ——wes——— Set the number of weeks between occurrences. The
default is 1; the limit is 52.
On [ Mor T Tue [ owe
rt R RER T Choose the day or days of the week for the activity. At least
I sun one day must be selected.

Days of the month

This option lets you set an activity to repeat on the same date eve
month or every number of months; for example, the 1st and 15th c
every month, or the 25th of every other month.

By [T —pt—mene— Set the number of months between occurrences. The

Days default is 1 (every month); the limit is 12.
EN: - ¢ - - 7 . .
s oow0onow v ue— Salect the dates for the activity from the generic month grid.

WALl aST 5 Atleastone date must be chosen.
a0 sl 1z 5 4
s et o8 s ow o

[N LastDay olThe MOnth P——

- Click if the activity recurs on the last day of the month.
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Daily
This option lets you set an activity to repeat after a day or a numbe
days; for example, every day or every 10 days.

e - I Set the number of days between occurrences. The
By g e default is 1 (daily); the limit is 366.

NOTE You can change or delete recurring activities at any time, either
individually from the Daily view or globally through the appropriate recurring
activities dialog box.

Rescheduling You can reschedule a ToDo, call, or appointment to another date.
activities To reschedule an activity
1 Place the pointer over the event and right-click to see the Short
menu.

2 Choose Reschedule Activity. The Reschedule Activity dialog bo
appears.

3 Select the new date (and time, for appointments) for the activity
and click OK. The activity is moved to the new date and time in tl
Calendar.

The Almanac sidekick gives you solar and celestial information about the currer
day in its Almanac.

o | To see the Almanac for the current day
Click the Almanac Information button in the Toolbar.

Information Almanac
| Monday, July 24, 1995
Surrise: 2:58:00 &AM
Sunzet: 7:53:00 PM
Moon Phaze: Descendant Moon
Next Mooh Phage: New Moon
Zodiac Sign: Lea
Day of Year: 205/365

Other Daily There's more to the Daily view than scheduling appointments or
view activities listing ToDos. The following sections describe

0 How to select dates in the Daily view
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0 How to customize the Daily view

0 What appears in the Viewport

0O How to sort ToDos and the Goals list

0 How to set up and use personal lists

0 How to create Special Days and Multi-day Events

Selecting dates inin the Daily view, the selected date is highlighted in the mini-
Daily view calendar.

The current date appears here in the —+
Daily view. Click here to see the Info Wednesday
Almanac.

Change to the previous or next month A
or year by clicking the left and right
arrows.

T M T W T F &
ZF as @0 i1 1 & 3
ST IEN.
[ June [M] |1 13 5% &2 X ik
T aagr 25 26 27 28 29 30 |
198\ D] |T TV T YT ¢

Click the mouse on the month
or year to see a drop-down

selection list.

Click a date in the mini-calendar
to go directly to that day.

Customizing the You can customize your Calendar in many ways. You can resize tt
Dai|y view Appointments, Calls, and ToDo lists by dragging their edges. You ¢
even size the Calls list down to the point where it no longer appea
You can close the Viewport window the same way. The size and
position of each list is retained the next time you start Sidekick.

The Calls window has been
closed (some people prefer
to enter calls in the same
list as ToDos). Drag
upward here to reopen it.

M T W T
Ehris | el

16 17 18 19 20 21 2

23 24 25 26 27 28 29
[T 1385 o |5 5 % T Y T ¥

il
RN e

To Do
[# Review phone capacity
[ Status report
[# Create uzer database

Show by Due Date |

[# Repart on support call volume

7 ) Bevenpherssystem-capasily

I d

Appointments
9:00a

oL

=l
9:302

10:00a |¢@ 14 Review

Duniinterview
100:30a mesting

]].UU& _

12:00p

12:30p
1:00p
1:30p
2:.00p | 1#7 Managers' meeting
2:30p

3:00p

3:30p

4:00p

lunch with Fran, 262-8304

=

Cardfiles I

Drag the border to
change the width of
the windows.

Click to open and
close the Viewport.
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Set the beginning and ending
times, and the time increment to
display. The range is 12 a.m. to
11:45p.m.

Set the number of days Sidekick
should look back to check for
incomplete ToDos.

Set the time Sidekick waits before
repeating an alarm.

Check if you want Start and End
time displayed with appointments.

You also make additional changes by choosing Tools|Preferences
clicking the Calendar button. The Daily Setup dialog box appears.

Daily Calendar Setup
r~ Tim

—Wwork 5 pac
From: Tor ~ Top Left r~ Top Right
—— [Foo00AM E 300,00 P E  Appointments| | & Appointment:
Increment 15 < 50 B0 ® Gk ® s
i+ ToDo © TaDa
i~ Forward Incomplete [tem:
~ Bottam Left—— -~ Bottom Right——
¥ Cals ¥ TaDo W Goals List @ P
— futoFoward [0 [ Dapshead | || & Calls WViewport
" ToDo
Alarm shoozes for 5 E mintes
V¥ Display Appaintment Starting and Ending Time
_/CF _com | |

Set up the arrangement you want
for your work space.

The Vlewport In the Calendar, the Viewport can display the Card list, the Goals i
or the Contact Log of a specific card. (The Viewport was called Vie
In View in earlier versions of Sidekick.) Select what you want to
appear in the window from the list in the lower left corner of the

Click here
and choose what to display in
the Viewport.

TIP

Select a card in the Viewport.
Then create a calendar event.
Select a predefined activity in the
appointment, ToDo, or call dialog
box to merge information
automatically from the card.
“Personal Lists” on page 38

See

The Goals list
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Viewport.

Cards
Contact History

Goals List g
876-4952

Close. .. 93-E453

Cardfiles

If you display
Cards, click here to

change Cardfiles.

If you choose the Cards list, you'll see the index of the active

Cardfile. And just like in the Cardfile view, you can drag and drop
cards to the Delete or Call icons. You can also drag a card onto th

ToDo list, Appointments list, or Calls list to create a new ToDo,
appointment, or call containing the text from the card’s index line. |
the index line includes a telephone number, you can then drag frol
the ToDo list, for example, to the Call icon to dial the number.

If you display a Contact Log, you see the log for the currently
selected card in the Cardfile. You can edit the 18ge(The Contact

Manager” on page 58

You can set up the Viewport to display the Goals list. The Goals list

like the ToDo list, but for goals or tasks that don’t have specific dut
dates, are perpetually on the ToDo list, or have due dates in the dis



future. These tasks might not need your immediate attention, but \
don’t want to forget them.

You enter and edit goals the same way as ToDos: type directly ont
the list to edit or create them, and double-click the right column to ¢
attributes. You can also choose Calendar|Goals List.

Check off goals as completed.

Sorting ToDos
and Goals

| i =]
| Mew sales forecast 8/10/95 F—=i To edita gOﬁI’S attributes, double-
| MNew releaze plan B/25/95 click the ffgh[ column.

o [ Croaberevionp 74795 |
el 3| GoalsList | Due Date_—4 Click to choose which attribute to

display in the right column: Assign,
Category, Enter Date, Due Date,
Priority, or Timer.

Goals have all the same attributes as ToDos, except Recurring. F
detailed information on entering tasks and setting their attribades,
“ToDos” on page 28

If an item in the Goals list has a due date, Sidekick automatically
moves it to the ToDo list when that day is reached. In addition, yot
can move goals to the ToDo list manually when they need attentio
by dragging and dropping them.

You can sort the ToDo list and Goals list by any two attributes, in
ascending or descending order. You can also place completed iternr
the bottom of the list.

NOTE Completed ToDos are automatically moved to the bottom of the list
when you click in another part of the Calendar view. Similarly, completed
Goals are sorted to the end of the list. If you do not want this automatic
sorting to occur, uncheck the box at the bottom of the Sort dialog.

The Calendar



To sort ToDos or goals
Choose Calendar|Sort, then either Sort ToDo Items or Sort Goals |

Primary index: Secaondary index:
i A sign i |Aszign -
Select the primary and ———geas, B e
secondary indexes, meaning the Eler De EnletDate =
. o o
attributes you want to sort on. Timer Timer Help
i~ Order i
& pscanding € Descending Set aptions you want (see text).
& Blank indexes first
B -
Moves completed items to the Blank inceres s
end of the /’St ———— ¥ Sort completed items to battorn

Choose form the following options:

Ascendingarranges the list from lowest to highest value (A to Z,
to 6).

Descendingarranges the list from highest to lowest value (Z to A
610 1).

Blank Indexes First/Lastsorts cards whose Primary index field is
blank to the top or bottom of the list.

Sort Completed Items To Bottommoves all completed tasks to
the end of the list automatically as you work.

Personal ListS personal Lists can be a great time saver when you're creating
appointments, calls or tasks. There are several kinds of Personal |
items:

0 Predefined activities can save you steps when creating an
appointment, call, or ToDo. For example, you might create a
predefined activity that says “Call {Firstname} {Lasthame} at
Ifthe predefined activity includes {Phone}.” Then, to create a Call entry to phone someone, you
ia‘flh;’;;:s% g:’aug;;g‘#lc%gi make that person’s card active in the Viewport, and use the ToL
ar Eall e i El e, dialog box to create a ToDo using this Personal List item.

0 Call Status codes are selected in the Call attributes dialog box.
They appear in abbreviated form in the right column of the Calls
window. You can create or modify the Call Status codes by
checking Call Status in the Personal List Setup dialog box.

0 The Category and Assign lists are available in the ToDo dialog
box. You can create or modify the Category and Assign lists by
checking Category or Assign in the Personal List Setup dialog bc

Chapter 3



To set up Personal Lists

Choose Calendar|Personal List Setup, or click the Setup button frc
an activity’s dialog box.

Personal List Setup . .
Saup Qtons Select the list to set up in the Setup
’Vf: Predefined Activities " Call Status  Categoy  © Assign Opnons gmup
Field Names: Edit:
=] Jlurch with Fist Name} {Last Narne} For predefined activities, type text

L';"u T e e T (including spaces) and double-click the
Cal o Mgy e s Fhere field names you want from the list of
2 e Hame (Home Phane} fields. Choose Add to place the activity
Meet {First Mame} {Last Name} on [he predef[ned Ils[’

Office Extension =]

Add | ;hangel De\elel aK I Eancell Help |

Personal List Setup
Setup Option
’71" Predefined Activities % i Categomy 1 Assign
E:d"j“amfs- Edit For call status codes, categories, or
ess bt . . .
fddess 2 2 assign names, type a‘descr Ipt/pn
S T (up to 48 characters) in the Ediit box,
Courly Pending and choose Add to place it on the
eptiMail Stop Retum call N
Fax Sale IIS[
First Mame "will call back
Home Phone
|nterret
Dffice Estersion (=] Up to 127 entries can be added to
addl | [ Ghonce | | Deee | ok ]| cancel | Hep | each list.

The Weekly and The Weekly and Monthly views display appointments, calls, ToDo
Monthly views items, special days, and multi-day events in standard calendar

The Calendar



+* Sidekick - [Untitled) [ O[] |

File Edit “iew Calendar Phone Report Tools H

TUNE

== 28 27 2¢ = =

formats. Goals list items don’t appear in these views. Switch to the
Weekly or Monthly view in the Calendar by clicking their view tabs.

Change to the previous or next
week or month in the Calendar
using the left and right arrows.

Help A

T

3 a1
SdEdBuE
0 £1 22 2F 24 E% oz
=7 z¢ 2% @0 =1

July 1995

Sunday bdonday Tuesday

‘Wednesday | Thursday Friclay Saturday

1]

v Sidekick - [Untitled)

J _ File Edit Wiew Calendar Phone Repott Tools Help
: 3
TunE
| 8] s = 5 s s 82l
1112131!15161? i1 12 4= 1¢ 43
EEEE RN |4 Jul 10 - 16, 1995 - EREEREL]
5 10 |M0nday 11 ‘Tuesday 12 |Wednesday
@ [10:00a)Press conference @ [10:00a]Pearson interview & [9:00a]Dentist
@ [12:00p)Julic’s birthday lunch @ [12:00p]Ferrari, Hal lunch @[10:30a]Design presentation
@& [2:00p]Sales dept meeting & cal landecapat & [2:00p]Dept mesting .
JDV " . Jabbar & Fi HI Bn t Il purnhars fromn Habk af‘ 2 ro-hdags If‘ T tull . Double-cllcka
@ [10:00a]D¢ Honchy A4 & Sales masting follow up A15.000.000 H
ign plan 1€ |  Daslars Choice darkeuich, @ finish-prosentationrauisions — | day in the
E (| @ chacknvanton rapor Weekly or
Monthly views to
: quickly jump to
| DAILY 13 |Thursday 14 ‘Frlday 15 |Saturday that da
= @ [9:00a}erry, Frieds schedule @ [10:00a]Hank Trumbull @ [10:002]Golf: Maring, Jeff, Chip y
meeting @ [11:00a]Tearn D meeting
@& [10:003)5taf meeting @ [12:30p]lunch - Rivera Malohe
@& [12:30p]lunch, Victoria and &) Find vet
Salvatare © Sort database 16 |Sunday
& [:00p]Rick Leavesiay,
409-352-9876
< Call divisions
@research for trade shows

i DAILY

WEEKLY MONTHLY YEARLY

Setting up the To customize the information displayed and printed in the
Weekly and Calendar views
Monthly VIEWS I Choose Tools|Preferences. The Preferences dialog box appear

Chapter 3

2 Click the Calendar button and choose from Weekly View Setup
Monthly View Setup. The Weekly Calendar Setup or the Monthl
Calendar Setup dialog box appears. Both dialog boxes contain
almost the same options, listed in the next step.

3 Select the display options for that view.

0 View offers a list of what you can choose to display: multi-day
events, special days, appointments, calls, and ToDos.

0 Summary displays the daily totals for each type of activity,
such as the number of calls and ToDos.

0 Detail displays the following details (if they are selected) for
activities.

0 Regarding displays any comments attached to an activity.



Appointments With Duration shows the ending time for an

appointment. (Appointments always show their starting times

Leading Icon displays the ToDo, Appointment, or Call icon in

front of the description text for each activity.

Completed Itemsdisplays activities checked-off as completed

(incomplete activities always appear).

Wrap Text wraps the full description text for an activity onto

multiple lines, if needed. Otherwise, only as much text as fits «

one line appears.

Week Of Year/Day Of Yearshows the week of the year in the

Weekly view, and the day of the year in the Monthly view.

4 When done, click OK.

First Day Of Week lets you select the first day of the week
(only available in Monthly view).

The Yearly VIEW The Yearly view of the Calendar displays the months in either a
vertical or horizontal format, or as a yearly planner. Only multi-day
events, such as vacations and conferences, appear in this view. Sv
to Yearly view by clicking its view tab.

Change to the previous or next

year using the left and right arrows.

Double-click a day to quickly jump
to that day in the Daily view.

Drag the mouse over a range of

dates to schedule multi-day events.

When you point to a multi-day
event, its description appears on
the status line.

55 Sidekick - C:\SKW95BTAVUSERDATAVRHB
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YEARLY

Choose Calendar|Yearly Setup from the Yearly view to set the defe
display of the Yearly calendar. You can choose from a vertical,
horizontal, or planner format display.
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Entering Sidekick’s Weekly, Monthly, and Yearly views are referred to as
activities from glance views
glance VIEWS To schedule daily activities from the glance views

1 Choose Calendar|Daily Entry. The Add New Daily Activity dialoc
box appears.

2 Choose the type of activity to add: Appointment, ToDo, or Call.
When you click OK, the corresponding dialog box appeatrs.

Special days special occasions, like birthdays, anniversaries, or other events th
you want to be reminded of, can be added to the Calendpeaisl
days Special days appear on top of the appointments area in the D
view. You can add special days to each day of the calendar year a
set alarms to remind you several days in advance.

To add a special day
1 Click the Special Day icon in the Toolbar, or choose Calendar|
Special Day. The Special Day dialog box appears.

If the special day falls on the
Special Days List ~Iim same date every year, click Day
Choose a day from this list—F o] | DSfofMonth & Day ofWeek of Month and choose the exact
or enter a new special day here. —~Deseition Mo [ R D [i5 F date.
. . |Arnual meeting v Repeat Annually . .
Check if this day occurs annually. —ggee——x="_\ Ifthe special dayisona
) I Alam Py | [G Tt Co2nd O 3d O A O st | different date every year, click
_Setan alarm if you want to be—— g Vekbw Day of Week and specify when
reminded several days in advance. : Clsn CMan ©Tue O Wed the day occurs. This example
iz o] A e cri coa selects the first Tuesday in
sdd | Change | Delte |[ 0K | cancel | Hep | April

2 Enter a name of the special day into the Description text box, or
choose a predefined special day from the Special Days list.

3 Select the type of special day.

Day of Month is the month and day on which the special day
occurs, such as February 20.

Day of Weekis the week of the month and the day of the wee
that the special day occurs.

4 To add an alarm to the special day, check the Alarm box. You c
set a lead-time for the alarm of up to 31 days. Choose a tone for

Chapter 3



Multi-day events

Choose a multi-day event from

this list.

Or create a new one by typing it [iditer Tiade Show
hefe, ~Time Range————————————————— &I

alarm. The alarm sounds the desighated number of days ahead
when Sidekick is first opened that day.

5 Click Add to place the activity in the Special Days list.

Continue to add other special days following the same steps. All tt
special days are listed in the Special Days list.

To change the settings for a special day
Select the day in the Special Day list, make the changes, then clic
Change to save the changes.

To delete a special day
Select it from the list and click Delete.

You can schedule multi-day events such as conferences, all-day
meetings, or vacations. Multi-day events can be of any duration (e\
one day).

A multi-day event appears in the title bar of the daily Appointment:
list. In the Weekly and Monthly views, the multi-day event appears
a bar extending from the starting date to the ending date with the
description centered on the bar. In Yearly view, it also appears as
bar, but its description appears on the status bar in the lower right
the screen as you move the pointer over the event.

To create a multi-day event
1 Choose Calendar|Multi-Day Event. The Multi-Day Event dialog
box appears.

Multi-Day Event
MultiDay Events List:

f winter Trade Show I T W If you've created a new multi-day event,
Discrigtion: Charge_| add it to your list by clicking here.

Erom: Mon 1422/96 E :I oK |

Specify the starting and ending
dates of the multi-day event.

= [Fi 1re e _ Coreel|
e Choose the color of the event's bar in the

T —— glance views.

2 Type the name of the multi-day event in the Description text bo»

3 Select the month, day, and year for the starting and ending date
the event.

The Calendar



Searching the
Calendar

Select the range of dates to
search in the Calendar. The
minimum time period is one day.

Includs
Select the activity lists to include —’:IV Appointments [ Cals [ ToDaltems [ GoalsList

in the search.

Chapter 3

4 Select Full Day, AM or PM (visible in Yearly Planner), and a colo
for the event’s bar.

5 Click Add to place the event in the Multi-day events list.

To reschedule an event
Select the event from the Multi-day events list and change the setti
for the starting and ending dates. Click Change to save the chang

To delete a multi-day event
Select it from the list and click Delete.

To quickly schedule multi-day events from the Yearly view
1 Place the pointer on the date your event begins. Hold down the
mouse button and drag to the ending date.

2 Release the mouse button. The Multi-Day Event dialog box
appears.

3 Enter a description, choose a bar color for the multi-day event, &
click Add.

It's easy to find specific entries in your Calendar by searching for te
in the descriptions or Regarding notes.

To search the calendar
Choose Edit|Find from the Daily view. The Find dialog box appear

Find [x] .y
et _ Enter the text for the description or
e _ i Regarding note to find. If you enter
JEom on zives B te e text in both fields, only those
To  [sun 71685 ||| Regaing | entries that meet both criteria are
found. (See the note on search text
on page 59.)
Activities found:
07/ 2:30p] 304 [-] Select f the found activiti
0710495 & [1.1'30.3.]' Ll;?‘ihdzigiarkh:am elec one 0 e oun ac vities
A i Sl —— and click Go To to jump directly to
- that event. Choose Find, or click
[Fod | e | 6ol T the Find button, to return to this list.

When ready, click Find to search the Calendar. All activities that
match the search criteria are listed in the Activities Found box.
Double-click an activity in the list, or select the item and choose G
To to switch to it in the Daily view.



Working with
Calendar files

Deleting activities

You can keep multiple Calendar files in Sidekick to keep different
kinds of calendar information, although only one at a time can be
open. You might keep one calendar for yourself and one for your
manager, for example, or you might want separate calendars for y
business and personal use.

If you need multiple calendars, you can open and save them just |
any other files. Note, however, that a Calendar file is composed of
many as eight separate files. Sidekick uses part of the filename to
differentiate the different files.

Use the commands listed in the following table to work with Calend
files.

Task Command

Opening a Calendar Choose File|Open Calendar and select the appropriate user
name.

Creating a new Calendar ~ Choose File|New Calendar. Begin entering data.

Saving a Calendar Choose File|Save Calendar. Or, save changes to a new
Calendar file by choosing File|Save As, and entering a new
user name of up to four characters.

You can free up space in your Calendar files for new entries or cle
away information that is no longer needed. The activities that fall
within a range of dates you set are deleted.

To delete activities
1 From the Daily view, choose Calendar|Delete. The Delete
Activities dialog box appears.

2 Select the types of activities you want to delete. You can delete
appointments, calls, ToDos, or Goals.

3 Select the range of dates in the calendar from which you want t
delete all activities from the lists selected. One day is the minimt
time period allowed. You cannot delete the current year’'s Goals
list.

CAUTION Before you proceed, check your selections carefully. There is
no undo option.

4 Click OK to delete the activities you specified in the date range
you indicated.

The Calendar



Reconciling You can combine the appointments of two Calendar files, bringing t
appointments appointments of one into the other. Note that this is different from t|

Chapter 3

Backup and Restore feature, which overwrites one file with anothe
(SeeChapter 11, “Back Up and Restofet more information.)

To bring another Calendar file’s appointments into your current
Calendar file

1 Choose Tools|Reconcile Appointments. The Reconcile
Appointments dialog box appears.

2 Choose the Calendar file whose appointments you want to bring
into the open Calendar file, and click OK. The Reconcile Date
Range dialog box appears.

3 Select the desired date range and click OK.

Sidekick brings in all the second file’s appointments within the date
range into the open Calendar file.

If the second file has any appointments that are identical (same st
and end times, description text, and exact attribute settings) to
appointments in the open file, the identical appointments are not
added. However, if they are at all different, they are added as sepa
appointments.

NOTE Calendars can have up to three appointments starting at the same
time. Sidekick will add appointments for any block of time until this limit is
reached.



I ——— 4
The Cardfile

The Cardfile lets you store, manage, and retrieve all your personal
information visually and intuitively in the form of a collection of
index cards. Each card can contain full address information and
numerous other details about your contacts. Or you can use the
Cardfile to store almost any other kind of information, such asa
catalog of your CD collection or an inventory of your favorite wines.

To switch to the Cardfile view, click its Deskpad icon or choose View|
Cardfile.

This chapter explains how to

Create a cardfile and define fields

Add new information to a cardfile

Work with cards and cardfiles

Send e-mail, and import the Microsoft Exchange address book
Search for and extract information from a cardfile

Create a Sidekick cardfile from your Microsoft Exchange address
book.

Oo0oo0oogodg

Cardfile basics on theleft side of the view is the card list, your visual index to the
cardsin the active cardfile. To theright isthe current card in the
cardfile. You can review and edit the information in the current card
directly.

The Cardfile



The index line
determines the card
order in the card list
at left.

The current card.

The Viewport can display
Calendar information or
the Contact Log of the
current card.

Contact Add new

Cafdflle Toolbar I Sllc- E:\SHDTA\Cnlals.kald :
Eille Edit “iew Cards Phone Beport Tools Help
(see below) e
;
‘ ML EIE R EENEYED
Type Chi""aCfef sto £t =] Tars and More, Garzola, 415-999-9998 —
find a card. ﬂLAcms Inc.. Doan, 4005638522 & | saeation Al
- st Mame:
| Athabasca Corp., Dremell, 313-446-8574 J.B Last Hame Garzola
LBarcIay Global, Dimaggio, 454-521-4379 ' Pasition Sales Manager
| Brooks, Webber & Field, Honcho, 522-464-3 15 -|  Company Cars and More
The card list e e DO SO TESEE 17 R0 T2t Van Paton Avenue
: ars and More, Garzola, H | Addess 2 Suite 12D
ShOWS the Index LCUmpusys ems, Gregorio, 435-998-4543 J_‘ -| Cit San Francisco
lines of all the [ orway Supply, Sanborn, 305 8621190 1>< 1 Sate o e
Cards ,n the actlve LDavld&Ganrga Muncio : USA
dfl LDeaIers Choice, Markovich, 312-456-3721 J_N -| Office Phone  415-999-9998
cararie. | Drummand, Wales, Godine, Buitoni, 521-653 ] EH‘CE E:"E”S'D’ 1152322323
[ Dyna System Com  Vershel, 213562 8477 luj PG
| Elephant Storage, Jones. B56-442-7850 15 i
| Evro Visian, S anbom, 704-823-1332 7| [CALLECI771/35. 1115 am. Discussed leasing
LFauarsleln & Brooks, Haladine, 951-753-468. ,-l‘f d prnppsal Check finance rates and leaze terms for
[ Fonz Bros., Truett, 305-466-7878 Wl [resting en 711
| Freestyle Foods, Westbach, 332-451-7436 J_v 4
o T i Z|  Coptactlog | Mon 710095 =1
_ I
. . . .
Click a cardfile’s tab to Click to select Viewport contents
Switch to it.
Click to open or close the Viewport
New Save Cut Paste Find

manager cards

D] 5] [ B 21|a8] ]

Open

Print Copy

Sort

Quick
Letter

]

Calculator

Edit view (full-screen) or
Indexed view

Here are some of the key concepts of cardfiles:

Thecardfile contains customizable fields that you can use to
organize the information on the cards. Each cardfile can have uy
20,000 cards.

A cardfile consists dfields Each card can have up to 100 fields.

At the top of each card is tiredex line which can contain any

three fields in the card. Cards are sorted alphabetically (or revel
alphabetically) by their indexes. You can determine which fields
appear in the index.
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Opening,

Thefield namesiescribe the contents of each field. A field name
can be up to 39 characters in length.

On the bottom of the screen are tabs indicating which cardfiles are
currently open. The tab that appears to be on top of the others is t
active cardfile.

You can choose File|Open Cardfile to open as many cardfiles as y

closing and like. Each open cardfile appears as a tab at the bottom of the scree
1

saving cardfiles

Creating a
cardfile

there isn’t room for all the cardfile tabs, Sidekick displays scroll
buttons.

To go directly to any cardfile
Choose Edit|Go To Cardfile, or click its tab.

To reorder the cardfile tabs
Choose Cards|Reorder Cardfile Tabs.

To save a cardfile

Choose File|Save Cardfile. Or choose File|Save Cardfile As to sav
the file under a different name, or to save as a Sidekick 2.0 file.

NOTE Sidekick 95 cardfiles must have the extension .SKCard

To close the current cardfile

Choose File|Close Current Cardfile. Or you can close several
cardfiles at once, by choosing File|Close Cardfiles and choosing tf
files you want to close from the list that appears.

When you create a cardfile, first decide what fields you want on eg
card. You can create all these fields yourself, or you can use a
template—an empty cardfile that already has fields in place. You ce
even mix these two approaches by customizing a template, keepir
some of its fields and replacing the rest with your own. (If you're
creating a cardfile based on an imported file with its own fialels,
“Importing” on page 69

The Cardfile



To create a new cardfile

Choose File|New Cardfile. Choose the template you want from the
list that appears, as shown below.

) Cardfile Template: Click the arrow, and choose possible
NOTE If no cardfiles are open, A A— “by- i
use Cards{Define Cardiile . " . ok, templates one-by-one fr’om tﬁe list.

Fields to open this dialog box. = EidNames: Cancel | You can see the predefined fields for each
Salltation = template. When you find the best template for
Fist pame B your needs, click OK. If you want to define all
Pasitian your own fields, choose None from the list.
BZES;”Q“H Stop — The new cardfile contains the field names from
Address 1 =l Help the template, but no data until you add cards.

Sidekick - [Untitled)
File Edit View Cards Phone Repot Toolz Help

mE I ER R R EE

. Salutation

T First Mame

| LastMame

-| Position

- Company

-l Dept/Mal Stop
I Addressl

| Address2

J | Ciy

-| State

- Zip/Postal

-l Country

| Phone

| Fax

| Email

-|  Home Phone

L
L
L
L
L
L
L
L
L
L
L
L
L
L
L
L
N

Mo cards Cantact Log
T Bust =

untitled

You can use any of the cardfile templates provided with Sidekick o
created by you.See “Creating and editing cardfile templates” on
page 56) In most cases, you'll find it easiest to use or customize
existing templates, rather than using no template and creating all t
fields yourself.

If you want to change any of the fields after creating the cardfile, s
the next sectiorfCreating and changing cardfile fielddf'you're
ready to begin entering data into your new cardfile, refékdiding
cards” on page 52

If your template choice was None, the Define Cardfile Fields dialo
box appears. Create the fields you want as described in the next
section. When you're satisfied with your cardfile, begin adding card
as described opage 52
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Creating and The Define Cardfile Fields dialog box is where you create new fiel
changing cardfile for a new cardfile, edit existing fields that were provided by a
fields template, or change field names.

CAUTION Be careful when deleting a field; you'll delete the field itself and

any data contained in that field on every card in the cardfile. There is no
Undo when you delete a field.

To create or modify cardfile fields
Choose Cards|Define Cardfile Fields. The Define Fields dialog bo:

opens.

To add a field, type a name in the Field Name box, or
. L choose from the drop-down list. Then click Add, or click
[Pwe A e ] an existing field and click Add Before.

EetiEfTe To change a field name, first select it from the list. Then
it |G | type the new name and click Change.
Eﬂmpany_

Dept/Mai Stap ose 44— 7o delete a field, select it from the list and click Delete.

= < s —— Click Sort By to set which fields to sort the cardfile by. See
ok | cocd | hep | “Sorting the cardfile by index” on page 53.

When you're done defining fields, click OK to save the changes yc
made and update the cards in the cardfile.

Reordering fields

To change the order of the fields in a cardfile
Choose Cards|Reorder Cardfile Fields.

. . . Reorder Cardfile Fields
Double click fields in the order ¢t e

A Mew Order:
you want them, or click each—

Apartment/Ln Salutation
and then click the >> button. ==

First Name

— To rearrange fields in the New Order, click a

field and then click Up or Down to move it within
the list.

~~— Click Reset to return to the original order.
aK Cancel Help |

Repeating field data

When you add a new card, you can have a default value in any fie
For example, you can have Sidekick automatically enter USA in th
Country field for every new card added to a file. You can still chan

The Cardfile



Adding cards

4

Chapter 4

the information once it appears on a card, just like any other
information you’ve entered.

NOTE If you already have cards in the cardfile, specifying this default text
won't add it to them. It only adds the text to any cards you create after
specifying the text.

To specify default data for a field

Choose Cards|Define Cardfile Fields. The Define Cardfile Fields
dialog box appears.

Define Cardfile Fields [%]

Field Mame:

Select the field and type a colon ( : ) followed by the
pidEsio | default information you want. In this example, “USA”
— will appear in the Country field of new records (you can
J _ G | change it for non-US addresses by typing over it).
Delete |

L Sort By... |

ok I Cancel | Help I

Apartrent/Unit #

To add a card to the cardfile
Choose Cards|Add Cards, or click the Add Cards button on the Cz

Toolbar. The Add Cards dialog box appears with a listing of the fiel
that are set up in the cardfile.

ad c‘. . Type the data for each field in the list. To move
Sotsion [l —= from one field to the next, use the up and down
Fisthame | arrow keys or either Tab or Enter (depending
Lt on what you specify in Tools|Preferences).
st Each field can hold up to 98 characters. If more
Compery [ than 10 fields exist for the current cardfile, a
semtiic s scroll bar appears at the right of the dialog box.
Address1 l—
Address2 l—
City l—
sl —————— Click Add to insert the card in the cardfile. You
can then click Close, or begin entering data in a
] [ _te | new card.




Sorting the cardfile Every card has aindex or title line defined for a cardfile by up to
by index three fields. For example, you could use Company, Last Name, ar
Office Phone fields for the index, as shown in the following figure.

v Sidekick - C:\USERDATA\Contacts skcard
File Edit “iew Cards

— e
s E TR S E Y ED

Phone Report Tools Help

F|< |£|
‘ Lock For: [ =] Cars and More. Garzola. 4159999998 —] This index...
. = G A Gt M. -
Card indexes jjl:i;wn;:;:; Eoﬂr?;?S:jf;giats-asm iéj Frtliane  Frank N
appear here. [ Barclay Global, Dimangio, #545214379 1 65 Fot e g:llez:laanagel\ ...Is composed of the

[ Brocks, Webber & Field, Honcho, 522-4649 | £ |

-6 78! G |
Cable Vector. Dubrovnik, 804-878-5252 : Aol addiess 1 1244 Van Patten Avenue
Cars and More. Garzola. 415-999-99¢ \J o Address 2 Suite 12D
Lﬁnmpusystams, Gregorio, 435-398-4543 i
L
| Conway Supply, Sanbom, 305-8821130 ] ¢
i

,-l I Ciw San Francisco
- State CA
o Zi 94115
| David & George, Nunci 1w EEUH“}' USA
Office Phore | 415-999-3998

[ Dealers Choice, Markavich, 312-456-3721 lE ]

Campany Cars and More

Depi/Mel Stop DPT 120 information from these

three fields.

Sidekick sorts the cards alphabetically (or reverse alphabetically, i
you choose) according to its index. If you choose Last Name,

First Name, and Company for the index line, the cards are arrange
alphabetically by last name, then first name, and then company nal

In addition to determining the sort order, the index determines whe
TIP appears in the left side of the screen, and in the Viewport of other
views. If you want to be able to see a telephone number for each c
You can dial a call by dragging a

: in the left side of the window, be sure to include the telephone field
card from the card list to the Call

icon. the index.
To define the index
A Choose Cards|Sort Cardfile By, or click the Sort button on the
24 Cardfile Toolbar. The Sort Cardfile By dialog box appears.
Field Mame: Sort By: (Up to 3 Fields]

1 Select up to three fields one- Firs Name: Last Name — 2 You can change their order by clicking
by-one and click >> to move Flien < | 10 Phere Cancel | one and using the Up and Down
them to the Sort By list. | T buttons to move it.

. r— 3 Choose the sorting order
P _— (alphabetically or reverse
Oifce Exsnsion [ g ] Hep | alphabetically) for the card list.

Using numbers in cardfile fields are text fields, not numeric fields. This means that whe
fields Yyou enter numbers, you should use leading zeroes if you want the
number to be sorted correctly by Sidekick. For instance, if you enter
numbers from one to twenty into fields, Sidekick sorts them as

1,10, 11, 12, 13, 14, 15, 16, 17, 18, 19, 2, 20, 3,4,5,6, 7, 8,9

The Cardfile



Editing and
viewing cards

Navigating
through the
cardfile

Click the index line to make select

If you use leading zeroes, they would sort properly:
01, 02, 03, 04, and so on.

If you want to use numeric dates in an index line for sorting, you
should enter them in year/month/date format, such as 95/10/14 or
06-19.

Once a card has been added to the cardfile, you can change or ac
information by typing directly on the card (for information on editing
a cardfile created by importing the Miscrosoft Exchange address
book,seepage 5.

To edit a card
1 Select the card by clicking its index line.

2 Click in the field you want to edit. Type new data or make
whatever changes you want.

When you have a large cardfile, there are several ways to navigat
through it quickly to find the card you want.

To move quickly to the first card beginning with a specific letter
Type the letter in the Look For box. The cursor jumps to the first ca
whose index starts with that lett&ee“Quick search to find a card”
on page 60

The navigation aids are shown in the following figure.

Look For. [€ |

2 [Aome e Dosn, A0SE3 0922 \lﬁ— Type the first letter to jump to the first card whose
J\Athahasca Corp.. Dremell, 313-446-8574 b IndeX S[arts Wlth tha[ Ie[[er

A
E
a Card LBarcIay Global, Dimaggio, 454-521-4379 E
: LBrooks, ‘Webber & Field, Honcho, 5224549787 | F - .
Scroll bar. Click the arrows, or drag [ ol Vacha, Dibravnl, B0 5785252 B Or you can click the letter you want, or drag the

the slider up or down to move
through the cardfile.

Chapter 4

| Cars and More, Garzola, 415-993-9958 marker up or down.
LCompusystems, Gregorio, 435-998-4543
Lﬁnnway Supply, Sanbam, 305-882-1150
| David & George. Nuncio

LDeaIers Choice, Markovich, 312-456-3721

LDlummnnd, ‘wiales, Godine, Buitoni, 521-B53-421

N S N s O

45 oTeTozz s

= | 9/18 cards




the Cardfile view.

v Sidekick - C:A\USERDATAAContacts_skeard

Changing the view There are several options for changing the way your data appears

File Edit Wiew Cards Phone Repot Toolz Help C/ICk tO SWItCh betWGen
s Indexed view
ISECTET EAEE] (shown)and Edit view
| Look For: | -] Cars and More, Garzola, 415-399-9398 (full screen).

ﬂ [ Aome Ins . Dioan, 4N6R-A322 1 5 =Salutation Mr. .
[ Athabasca Co. Dremell B854 B | 7 pome— calite
| Barclay Global, Dimaggio, 454-521-4379 J_D [ Pasition Sales Manager
[[Brooks, wabber & Fiad, Honcho, 5224649 | £ | | Campany Cars and More = Drag any of ff?ese
Cable Vestor, Dubrovik, B04-67845252 G| DepiMal Stop_DELLA———""" borders to adjust
Cars and More. Garzola, 415-999-99¢ | | - adgess 2 Suite 12D VIeWIn areas
| Compusystems, Gregorio, 435-338-4543 o Ciy San Francisco g :
L State CA

| Conway Supply, Sanbom, 3058821130 ] |- o 34115

LDawd & Gearge, Muncio
| Dealers Choice, Markovich, 312-466-3721 ’lp ]
LDrummund ‘wales, Godine, Buitoni, 521 5531'3:
| Dyna System Carp., Vershel, 213562-9477 J_S b
LE\ephanl Storage, Jones, B56-442-7330 lu -
LEurD Vision, Sanbom, 704-823-1332 i
| Feuerstein & Brooks, Haladine, 951-753-468, J_x i
[ Fonz Bioz., Truett, 305-466-7878 ’lz -

Bl | 618 cards

,]- Y County

usa
Office Phone | 415-999-9998
Oifice Extensior
Home Fhore  415-232-2323
Alternate Phore
Fax

o Spouse

Birthday

Contact Log
-

If you drag the divider between field names and data all the way tc
the left, you can completely hide the field names from view.

You can also change the fonts for various parts of the Cardfile viev
Right-click a text area, and choose Font.

Sending card You can send Cardfile information by electronic mail using Microso
data by e-mail Exchange.
To send a card by e-mail

Right click the card you want to send, and choose Send E-mail fro
the shortcut menu.

The Microsoft Exchange edit window opens, and you can complet
the addressing information. The card data is sent as text.

lmpOrting the You can open your Microsoft Exchange address book as a cardfile
Microsoft Sidekick 95. When you do, you can select cards from the importec
Exchange Exchange address book for sending e-mail.

address bookTo open your Exchange address book as a cardfile
Choose File|MS Exchange Cardfile. Choose the address book yol
want in the dialog box that appears.

The Cardfile



The Exchange address book appears as a tab in your current carc

To edit a card in the imported Exchange address book
Double-click any field in the card. The Properties dialog box for the
card opens, and you can make editing changes there.

NOTE You can edit imported Microsoft Exchange address data only for a
personal address list. The primary post office address list can be modified
only by the administrator.

Creating and
editing cardfile
templates

Cardfile templates help you create a new cardfile quickly and easil
(see“Creating a cardfile” on page %9Not only can you use the
templates that Sidekick provides, but you can also create your own
edit the existing ones.

To create or modify a template
Choose File|Setup Cardfile Template. The following dialog box

appears.

Setup Cardfile Template

LCardfile Template:

Type the name of the new template
here...

...or pick from the list of existing
templates here.

ool
Expenses Tracking
Hotels, Restaurants
Music/CD Collection

Personal Addiess Book

it |

[l

Cancel |

Delete

He |

Bename j—

o Click to define the fields of a new template.
|_—— Click to modify the fields of an existing template.

—— Click to rename the selected template to the name
you've typed.

Click to delete the selected template.

If you click New or Modify, the Modify Cardfile Template dialog box

appears.

Modify Cardfile Template

Type the name of a new field, and Eieid Hame

click Add to add it

...0r pick from the list of existing ——
fields.

Alias

phirst Name
Last Name
Company
Intemet
Compuserve

ok | Cancel |

B ke j—
= Delete j—

Up j’
= Doy ﬂ—_

Help |

Click to add the new field.
Click to delete the selected field.

Click to move the selected field up in the list.
Click to move the selected field down in the list.

The Cardfile in Your sidekick cardfiles are available in other views by means of th

the Viewport Viewport. This feature lets you use the information in your cardfile i
a number of different ways:

Chapter 4



Selecting and
working with
multiple cards

Marking cards

O In the Calendar, you can drag a card from the Viewport to an
appointment time, the ToDo list, or the Calls list to create an ent
using that card’s dat&ee “The Viewport” on page 36.

0 In the Write view, you can send electronic mail or fax a docume
to one or more cards selected in the Viewport. You can also cre
a merge template, and then drag a card form the Viewport to th
template to instantly create a letter or document that is
“personalized” to the person on the ca&de “Merging cards” on
page 85.

0 In any view, or in the cardfile itself, you can drag a card to the C:
icon to dial the first phone number on the c&de Chapter.8

In addition to editing the information in the fields on a card, you ca
perform various actions—like deleting—to the card itself. You can
even perform these actions on several cards at once, after you se|
them.

To select multiple cards, do either of the following:

0 Click a card’s index line in the card list, and then p&ssand
click another card’s index. The two cards and all cards between
them are selected.

0 PressCtrl and click several cards’ indexes in the card list. Only
those cards yoGtr-click are selected.

You can perform many functions on multiple cards:
0 Deleting
0 Printing Gee Chapter)9

0 Copying or moving cards from one cardfile to anotlsere(
“Moving cards between cardfiles” on page 65

0 Merging cards with Write documentsee “Merging cards” on
page 8%
0 Creating reportssee Chapter )0

0 Extracting 6ee“Extracting cards” on page $3

Marking cards gives you another way to specify a group of cards f
certain functions. It is more lasting than merely selecting multiple
cards, since marked cards will remain marked until specifically

The Cardfile



Deleting cards

Duplicating
cards

The Contact
Manager

Chapter 4

unmarked. Marked cards are distinguished by a red triangle on the
side of their indexes.

To mark the current card

Choose Cards|Mark Current Card, or pi@gsK, or right-click the
card’s index line in the card list and choose Mark Card in the ment

To unmark a card
Choose Cards|Unmark Current Card, pr&gsK again, or right-click
the index and choose Unmark Card in the shortcut menu.

To unmark all marked cards in a cardfile
Choose Cards|Unmark All Cards.

To delete cards

Select their indexes from the card list and drag the selected cards
the Delete icon. Or choose Cards|Delete Cards, to open a dialog t
where you can choose to delete the current card, selected cards,
marked cards, cards with blank indexes, or an index range.

Sometimes it is useful to make several copies of one card, and the
customize the information as needed. For example, if you are entel
information for several people who work at the same company, yo
can duplicate the shared company information, and then add the
individual name and phone information for each person.

To duplicate the current card
Choose Cards|Duplicate Card. Select the number of copies to mal
and choose OK.

Use the Contact Manager to search your appointments, calls, ToD
and Contact Log for all activities involving specific contacts, or
people in your cardfile. The Contact Manager displays all activities
involving a contact in one place for you to review. You can then
schedule new activities with that person using the Contact Manage

For example, if you search for a person in your cardfile, you might
find that you've made an appointment with him for tomorrow, calle
him twice last week, and have plans to send him a letter at the enc
next week. All the contacts that pertain to that person appear in th
Contact Manager dialog box.



Searching for
activities

=

The current card index is used for ———ieldissEar G and biore, Garzcla,

the Search. You can type other
text to search for here.

Click to specify where to search

Click to create a new
appointment, ToDo, or call.

To search for a contacts

Choose Tools|Contact Manager from the Cardfile view, or click the
button in the Toolbar. The Contact Manager appears, and it
immediately performs a search based on the fields in the current
card’s index.

! Contact Manager [%]

Dele Range: | Pick a date range A Specify the range of dates to search.

6/24/95  Call Cars and Mare, Garzola, 4 =]
71435 Call Cars and More, Garzola, 4
B/21/95  Appointment  Cars and More, Garzola, 4
£/28/95  Appointment  Cars and More, Garzola, 4
7/5/95

Lppointment  Cars and More, Garzola, 4

— Click to start new search after entering
ﬁ/_ﬂ new Contact text.
Search Setup. | Refresh

SchedusNew. | @0 J—waa |1 Click to go to the selected activity.

All activities found appear in the list, including appointments, calls,
ToDos, and Contact Log entries.

The broader your search is, the longer it takes to complete it. If yo
searches are very slow, use the Date Range and Change Criteria
options to narrow your searches to include only necessary
information.

NOTE A space in the search string indicates an “or” condition. For
example, if you enter Mary Smith, the search will find any record containing
either Mary or Smith (matching whole words only). If you want to include the
space in the search string, use quotation marks: “Mary Smith"—although
usually two names would be in separate fields.

Scheduling NEeW To schedule a new activity for a contact

activities

1 Click the Schedule New button in the Contact Manager dialog bc
The Schedule New Activity dialog box appears.

2 Choose the type of activity you want to schedule: appointment,
call, or ToDo.

3 Choose the date for the contact from the drop-down calendar.

4 Click OK. The dialog box opens for the type of activity chosen.

Enter the appointment, call, or ToDo as described earlier in this
chapter.

The Cardfile



Searching

Quick search to
find a card

Sidekick has several powerful tools for finding data in a cardfile. Yc
can search for simple text strings, such as names, cities, numbers,
so on, or specify conditions to search for in particular fields of a
cardfile. Sidekick displays the first card matching the search criteri
as the current card.

You can search the Card list for text contained in the index lines of
each card. As you type text into the Look For box, Sidekick display
the first card whose index begins with the text you're typing.

In the following example, typing “c” takes you to the first record
whose index begins with a ¢. Adding a second letter to make “co”
takes you to the first record whose index begins with “co”.

When you type Co in the Look For box,
Sidekick moves immediately to the first
record whose index begins with “co”.

Loak Far: I':d

jl [ Acme Inc.. Doan, 400-563-6922 ] .
18;

LAthabasca Corp., Dremell, 313-445-8574
LBarcIay Global. Dimaggio, 454-521-4379
LBrooks “webber & Field, Honcho, 522-464-3 ,I.F :
LCabIe ‘ector, Dubroynik, 804-678-5252 J_ b
J_\Ears and More, Garzola, 415-993-9938 I -
_[ Compusystems, Gregorio, 435-998—4?%; i
| Conway Supply. Sanbom, 305-882-1190 ] [ 7
LDavid & George, Muncio J_ M -

Al

UUUJ:D

If you press Enter after typing “Co”,
Sidekick displays the first 20 records
that contain “co” anywhere in their

index (to see this drop-down list, click
the down arrow button to the right of
the Look For box).

gDuna System En'er Vershel 213 582 9477
Hookstone Co., Dromgonle. 844-303- ?852

LCabIe ‘Yector, Dubrovnik, 804-678-5252 J_ G

Searching for text

within a card

B Chapter 4

| Cars and More, Garzola, 415-933-9332 J_I -

LCompusystems, Gregonio, 435-993-4543 J_ b
| Conway Supply, Sanbom, 3058321190 ] |7
LDavid & George, Muncio J_E -

You are not limited to searching card indexes. You can search all
information in the active cardfile for any text string. It can be any
letter, number, word, or combination of letters, numbers, or multipl
words. For example, you can find the card for the person whose
company name you remember but whose name you've forgotten, |
you can find all cards with the same city entry.



Teut ta Find: n
Type the text you want to find. You——fbeneer

can search for complete and partial
text matches, dates, or
combinations of numbers.

Finding conditions

To search for a text string in a cardfile
Choose Edit|Find|Text, click the Find Toolbar button, or type Ctrl+F
The Find Text dialog box appears.

Find Text [%]

Cancel |

R, Select the part of the cardfile to search for the
O Contact Le € e Cards e text.

Click Find to begin the search. Sidekick locates the first matching
card.

Choose Edit|Find Next or preB8to continue the search and go to
the next match. Choose Edit|Find Previous or pg&#sF3 to move
back in your search.

You can search the active cardfile for specific conditions. For
example,

0 You might want to find cards that show rates of more than $50 &
less than $100.

0 You might want to review records of customers living in either
Texas or California.

0 You might want to determine which customers are behind in the
payments by finding cards that have a balance greater than zer

To perform a conditional search
Choose Edit|Find|Condition. The Find Condition dialog box appeal

1 Select the first field to search in
Condtion 1.
i/ / 2 Select the operator you want from
foise llequno /DR B the operator list.
7 [state ] [Equalto ENE 3 Type the value you want to find in the
i selected field.
[ Cendkion2 For additional conditions, check the
fel]LosNome 5] {Feteen - i appropriate condition’s check box and
— - repeat Steps 1 through 3. See
B | Bl “Specifying operators” for an explanation
Carcel oo | of operators.

When you have specified all the conditions you want, choose OK.
The first card in the active cardfile meeting the specified condition:
appears.
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Choose Edit|Find Next or preB8to continue the search and go to
the next match. Choose Edit|Find Previous or pge#sF3 to move
back in your search.

Specifying operators

When searching for conditions on cards, the contents of the fields
compared to values you specify. The comparison is done with a
condition A condition is an equation consisting of a field name, an
operator, and a value.

For example, a simple equation might be State equal to TX. As
Sidekick searches the active cardfile, it compares data on each ca
with the equation. If the equation is true—when the State field on ¢
card equals TX—the card meets the condition.

Conditional operators can be used with letters as well as with
numbers. For example, finding a card with a name greater than Ba
would find the first name alphabetized after Baker, such as Bridge

Field name Operator Sample value Search result

City Equal to San Jose Any card with San Jose in the City field.

Country Not Equal to United States Any card that doesn't have United States in the
Country field.

Income Greater than 10000 Any card with a number greater than 10000 in the
Income field.

Age Greater than or Equal to 18 All cards with the number 18 or higher in the Age
field.

Investments Less than 500 Any card with a number smaller than 500 in the
Investments field.

Price Less than or Equal to 49.95 Any card with the number 49.95 or lower in the
Price field.

Last Name Between (range) Bas,Smi Any card with a last name entry that begins with
the letters Bas through Smi.

Zip Outside of (range) 91000,95000 Any card with a Zip code that is less than 91000
or greater than 95000.

Chapter 4

Keep these tips in mind when specifying conditions:

0 Don't use commas in numbers. They are reserved for ranges. T
enter a number like ten thousand, t¥p@00, not10,000.

0 When entering a range with the Between operator, separate the
high and low ends of the range with a comma. For example, to
indicate the range of years from 1956 to 1994, type 1956,1994.



Extracting cards

Extract on index
range

Extract on text

indicate the range of words from smi to tru, type smi,tru. Search
are not case sensitive.

0 Cardfile fields are text fields, not numeric fieldSeg*Using
numbers in fields” on page §Make sure to enter numbers with
leading zeroes (01, 02, 03, and so forth) if you want to be able t
sort them correctly.

0 Don’t use quotation marks around words unless the data in youl
fields have quotation marks as well.

0 Use <Any Field> to search all fields for text. For example, <Any
Field> Equal to SMITH searches for the cards in the cardfile tha
contain Smith regardless of the field it's in. <Any Field> works
only with the Equal To or Not Equal operators.

Extracting cards is a way of searching for cards and automatically
copying them into a new, untitled cardfile. All the types of searches
used above—finding text in an index line, Contact Log, or cards, o
searching for cards according to specific conditions—can be the be
for extracting cards into a new file.

To copy an alphabetical range of cards to a new cardfile

1 Be sure the field you want to use for the range is the first field ir
the index. If necessary, click the Sort button and change the ind

2 Choose Tools|Extract Cards|On Index Range.

3 Type the letters you want to begin the range in the From text bo
and the letters to end the range in the To text box.

4 Choose OK.

A new cardfile appears containing copies of only those cards from
original cardfile that were found within the alphabetical range
specified.

To copy all the cards in a cardfile that contain a specified text
string to a new cardfile

Choose Tools|Extract Cards|On Text. The Extract On Text dialog k
appears. Type the text you want to find and choose the part of the
cardfile you want to search.

When the search is complete, a new, untitled cardfile appears
containing copies of only those cards from the original cardfile that
were found with the text string specified.

The Cardfile



Extract on Extracting cards on condition is just like searching a cardfile for
condition specific conditions. The only difference is that instead of merely

jumping to the first card matching your condition, the Extract Card:
On Condition function creates a new cardfile contaimithghe cards
matching your conditions.

To copy any cards in a cardfile that meet certain conditions to a
new cardfile

Choose Tools|Extract Cards|On Condition. The Extract Cards On
Condition dialog box is similar to the Find Condition dialog box
discussed opage 61When the search is complete, a new cardfile
appears containing copies of only those cards from the original
cardfile that meet the conditions specified.

Using the vYou can display the Contact Log in the Viewport. The history of the
Contact LOg current card is shown.

Chapter 4

Sidekick - C:\USERDATA\Contacts. skeard [-[O][x]
File Edit View Cards Phone Repot Toolz Help

D= ﬁ§|.§6h|l§ leam

Cars and More. Garzola. 415-999-9998

+| [ Acme Inc.. Doan. 400-563-8922 1 galmtmﬂ lF"l- X
irst Name anl
| Athabasca Corp., Diemell, 313-446-8574 J_B Last Harme Garzola
LEarc\ay Global. Dimaggio, 454-521-4379 ’lD -l Position Sales Manager
[ Brooks, Webler & Field, Honcho, 522-4649 ] E gnmnfiiny_‘ s g-laers la;g More
G - ept/Mail Stop

Cable Vector, Dubravnik, 804-678-5252 nol Addess 1 1244 Van Patten Avenue

Cars and More, Garzola, 415-999-99¢ || | Address 2 Suite 12D
J_\Eumpusyslems, Gregorio, 435-393-4543 K o Ciy San Francisco

- L -| State CA

| Conway Supply, Sanbom, 305-882-1190 J_ 1 54115
| David & George, Huncio ’l | Courmy USA
LDeaIsrs Choice, Markovich, 312-456-3721 J_ F -| Office Phore  415-999-9998 Date
| Drummand, Wales, Gadine, Buitori, 521- 5531Hj | S[amp
| Dyna System Corp., Vershel, 2135628477 ’lS 9

-l [[CALLED] 71795, 11:154.m. Discussed leasing |
LE\ephanl Storage. Jones, B5E-442-7830 J-“ 2| lproposal Check finance rales s& berms for
LE ura Vision, Sanbarn, 704-823-1332 J_ -l |meeting on 741
LFEUEIS[EIH & Brooks, Haladine, 951-753-468; ’lx | [APPUWTMENT] 12/11/95, 3:.00 &, Cars and More?

[ Fonz Bros., Twuell, 906466 7878 27 [Garzola, 415935 5358 Wor 70 Bl Time

= 6718 cards L centegiog | stamp
I 1 untitled
Click to open or close Click here if Contact Log is not displayed,

the Viewport and select it from the list.

The Contact Log can store a great deal of additional information
about a card (up to 14k of data). You can save the following
information in a card’s Contact Log:

0 Additional comments about a card. Just type them in the Contac
Log window (although comments you type are not found by the
Contact Manager).



Moving cards
between
cardfiles

The cards are being moved from
the file BUSINESS.SKCARD,
which contains these fields.

Select a field from each file to
match, and click the Match button.

Click to have Sidekick use these

matches the next time it finds ¢ e e aiches

the same fields.

0 Phone calls that have been dialed or answered through the Spe
Dial feature. $ee “Entering information in the Contact Log” on

page 100.
0 Completed appointments that were saved to theJeg.page 28

0 Mail merges that have been performed with Write documesas. (
“Merging cards” on page 85 for more information roail
merges.)

The log of the current card is visible by default in the Viewport.

To stamp today’s date at the insertion point in the Contact Log
Right-click the mouse and choose Date Stamp from the Shortcut
menu, or pres§iri+D.

To stamp the current time at the insertion point in the Contact
Log
Choose Time Stamp from the Shortcut menu, or @&k3.

After a mailmerge, Sidekick stamps [DOCUMENT] to the Contact
Log along with merge information.

You can move a group of selected cards between cardfiles by
dragging them. (To learn how to drag casiss“Drag and drop” on
page 19 Dragging a group of cards onto another cardfile’s tab mov
those cards into the other cardfile. If you want to copy cards instee
of moving them, press and halit! while dragging and dropping.

When you move cards between two cardfiles that use different fiel
names, the Match Cardfile Fields dialog box appears. This dialog &
lets you choose how to map the different fields from one cardfile tc
another.

business. skeard personal.skeard

R — f’ Apartment/Lnit E4] 0K |
{Dept/Mail Stap Match Alternate Phone
Office Phone ro——

Nffice Extension x|

; The cards are being moved to the
- s =T file PERSONAL SKCARD, which

A Hiobby ] contains these fields.
o Frore e Frone) g e |

[County] [County] —+———— Maiched fields appear here.

Delete Match Fields.. | Help |

The Match Cardfile Fields dialog box automatically matches fields
that share the same name in both cardfiles. You can match other fit

The Cardfile



Merging two
cardfiles

B Chapter 4

manually, by selecting a field from each cardfile and clicking the
Match button. You can remove an incorrect match by selecting it a
clicking the Remove button. To change the list of remembered
matches, click Delete Match Fields.

The cards you dropped into the target cardfile now have that cardfil
fields. If you matched fields between the two cardfiles, information
moved accordingly. Information from unmatched fields will be
placed in the last field of the new card.

You can merge data from one cardfile into another. For example, y
might want to combine the addresses from your personal address
cardfile with your business address cardfile to create a single addr
cardfile. When you merge cardfiles, Sidekick adds the fields and tt
data from one cardfile into another.

CAUTION There is no undo option for merges. When you merge cardfiles,
the cardfile you add data to changes to accommodate the data and fields
being merged. If you want to keep a copy of the original cardfile, save the
merged cardfile to a different name. Of course, you can always discard the
merge result by closing the cardfile without saving.

To merge two cardfiles
1 Open the cardfile you want to add cards to. If the cardfile is alrea
open, click its tab to select it.

2 Choose Tools|Merge Cardfile. The Merge Cardfile dialog box
appears.

3 Select the cardfile you want to merge into the open cardfile, anc
click OK.

4 The Remove Duplicate Cards dialog box appears. Choose how
handle cards that have the same index line (see the following
options). Click OK when done.

0 Replace Cardsreplaces the cards in the open cardfile with the
cards from the second cardfile.

0 Retain Cardsretains the cards in the open cardfile and ignore
the cards in the second cardfile.

0 Do Not Remove Cardskeeps all cards, including any
duplicates.



5 The Match Cardfile Fields dialog box appears. Specify any
matches you want between fields by highlighting a field from eax
cardfile and clicking the Match button. Click OK when done. For
more information on the Match Cardfile Field dialog bexe
“Moving cards between cardfiles.”

The merge combines all of the information from the two cardfiles in
the open cardfile.

NOTE A cardfile is limited to 100 field names and 20,000 total cards. If the
number of cards resulting from a merge would be greater than 20,000, you
will see a message, and the merge will not occur.

Importing and You can import cardiile data from and export cardfile data to other
exporting applications. Sidekick supports the following file formats when

. importing to or exporting from a cardfile.
cardfile data

dBASE Il (.DBF) File format editable by most applications that can read dBASE.

dBASE IV (.DBF) File format editable by most applications that can read dBASE.

Paradox (.DB) Paradox 3.5 .DB format created or edited in Paradox. Also for files created by Sidekick 2.0 for DOS
(import only).

Spreadsheet Data File format editable by many spreadsheet and word processor applications. This format should not be

Interchange Format (.DIF)  confused with Navy Data Interchange (DIF), which is not currently supported.

Tab-delimited Text (TXT)  ASCII text file format in which each tab represents the end of a field. Tabs within quotation marks are
treated as normal characters and not delimiters. There should be an even number of quotation marks
in each line. A hard return represents the end of a record. The first line of the text file is used for
cardfile field names.

Comma-delimited Text Text file format in which each comma represents the end of a field. Commas within quotation marks

(.CSV) are treated as normal characters and not field delimiters. There should be an even number of
quotation marks in each line. A hard return represents the end of a record. The first line of text is used
for cardfile field names.

Microsoft cardfile (.CRD) File format created and edited by the Microsoft Windows 3.1 Cardfile application. See “Importing text
from the Microsoft cardfile” on page 69 for more information.

Since the Sidekick Cardfile is a text-only database, special fields
found in other file formats for dates, numbers, labels, and so on ar

The Cardfile



Importing

Select the source file to import, ——d

Two dots [..] means move up to—"

higher folder.

BCEI Chapter 4

converted to standard text fields on import. Some formatting for the
special fields might not be retained in the resulting cardfile.

NOTE When importing data from dBASE Ill, dBASE IV, and Paradox files,
the contents of memo fields, embedded graphics, and other binary objects
are not included in the resulting Sidekick cardfile.

These are the maximum values for importing and exporting cardfil
data:

0 Maximum number of characters in a field: 98.

0 Maximum number of characters per record or card: 5,000.
0 Maximum number of records: 20,000.

0 Maximum number of fields to a record or card: 100.

When you import data from other applications, Sidekick converts tl
data to the Sidekick cardfile format.

To import text data into a cardfile
Choose Tools|Import Cardfile. The Import dialog box appears.

Import Cardfile [ %]
— Sourcs —Target | " ; I
Irnport

I“ skeard
cihskwds

Type the name of the target
file you are creating. It must
o - have the extension SKCard.

samples]
termplate]
userdata)
-a]

cihskwdd

1 -
data]
samples]
template]

userdata)

Cancel |

-8 ]
b 5]
o] = el
-d]
Eile Types: File Types:
[dBase 11l (~.dbf) =l | | [sidekick. Cardie [~.skea x|

b |

Select the source and target files, and then click the Import button
The Field Selection dialog box appears, showing the fields availab
from the Source file.

Field S election
ek TR Select fields you want, and click the Select
selectbied | [~ O Field button.

Last_Mame . .
Fisl-Heme Select 4l —] Or click Select All button to move all fields
iy to the Target Fields list.

ate/Prov,
Postal_Code
Telephone
Discount_%

FRemave Field |
| |

R

Select a field in the Target list and click
Sort ﬁpll l— )4 Cancel

Sort By to specify the index field for sorting
the cardfile.




Exporting

Select the fields for the target file. You must select at least one field.
must also select a field in the list and choose Sort By to specify the
index line for sorting the cardfile. Later, after you've imported the
file, you can specify up to three fields for the index, as with any oth
Sidekick cardfile. Click OK to begin importing.

If no fields are available, you might need to open the file in anothe
application, such as a text editor, and add the field names you war
use in the cardfile before continuing with the import.

Importing text from the Microsoft cardfile

You can import text from the Windows 3.1 Cardfile application.
Choose Microsoft Cardfile (.CRD) as the file type for the source. A
Field Selection dialog box appears, displaying the data from the fir
record in the cardfile and automatically entering one field name for
each line in the Enter Field Names box.

The Field Names are listed as Field 1, Field 2, and so on. Edit eac
field name as necessary to label the data on each line of the Wind
card.

Each line of the Microsoft cardfile card is treated as a separate fielc
the Sidekick cardfile. You can use the First, Last, Next, and Previo
buttons to scroll through the available cards in the Microsoft cardfil
and make changes to align data with the field names.

The original index line of the Microsoft cardfile is automatically
imported to a field called Index in your new Sidekick cardfile.

NOTE Sidekick can only import text from the Microsoft cardfile format. Any
graphics or OLE objects must be removed from the Microsoft cardfile before
it can be converted to the Sidekick format.

When you export data from a cardfile to another application, Sideki
converts it to the appropriate file format. The Contact Log is not
exported with the card data.

To export a cardfile

1 Choose Tools|Export Cardfile. The Export dialog box appears.

2 Select the Sidekick cardfile (*.SKCard) you want to export from
the files list, switching directories as needed to find the file.

The Cardfile IR



3 In the Target group, select the file format to export the cardfile t
in the File Types list, and the target directory to which the export:
file should be saved. Give the new file a name.

4 Click Export. The Field Selection dialog box appears, showing tt
fields available for export from the cardfile.

5 Double-click the fields to export in the Source Fields list to place
them in the Target Fields list. Click Select All to export all the
fields in the same order as the Source Fields. At least one field
must be selected.

6 Click OK to begin exporting the cardfile.

Chapter 4
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The Writeview

The Write view gives you the key features of aword processor for
creating and formatting documents. Use the Write view to create
letters and reports, complete with font control and other formatting
options.

You can view your Write documents in full-screen edit view to make
writing and editing easy. Or switch to an indexed format, so you see
the titles of documents on the left and the text of the current one on
the right. Sidekick also makesiit easy to create aform letter and print
a copy whenever you need it, personalized for someone in your
cardfile.

To switch to the Write view
Click the Write Deskpad icon, or choose View|Write.

This chapter explains how to

Create and edit Writefiles, folders, and documents

Search Write documents

Use Write templates provided with Sidekick 95

Use drag-and-drop with your Write documents

Send electronic mail using Microsoft Exchange

Fax a document directly from Sidekick

Use Quick Letter and merge cardfile data into Write documents
Import and export from Write

Ooo0oo0oogoogoo

The Write view



+ Sidekick - C:\skw95\RB Department SK'wWrite

The Write Toolbar

(see below)’ | =[e8 | 4] F| = || o
710795 [NSaks
PR B SO
FastTrack Industries =
The document list 2254 West Locust Avenue
displays the subject Granville, CA94351
lines of all The currently
documents in the i M. John Peteatio selected document
current folder. ; T appears here.

Southhapmion, CA 99000

Dear Mr Petrolio:

Barclay Global, Dimaggio, 454-521-4373
Eronks. Webber & Field, Honcho, 5224649787

Cable Vectar, Dubrawrik, B04E78 5752 Drag a card from

Cars and More, Garzola, 415-933-9338 .
1 Compusystems, Gregono, 435-398-4543 the VIE'Wp0f[ [O
. 2/ Gnotes Cards Candiles | merge data into a
Dept documents Business letters Project specs Reviews lelete |} document See
page 85.
Click the tab of the
folder you want.
Under- Full-screen or

Spelling check ~ Font,  Bold line Alignment | indexed view

Dizw sy sle(eFlslB 7lup=alz] [@

Size' ltalic Color Find Quick  Contact Add
Letter ~ Manager document

Documents, Folders help you organize your documents by topic. A Write file ca
folders and files contain many folders. Each folder contains one or more document
Here's how the organization looks:
File (only one can be open at time)
Folder
Document
Document
Folder
Document
Document
Document
Folder

Chapter 5



Each folder in a Write file is identified by a tab at the bottom of the
Write screen. Using folders, you can organize documents accordin
projects, tasks, people, subject, or any other grouping. You can se
as many as 256 folders for documents, and add, rename, or delett
them at any time.

Creating A Write folder can contain as many documents as you want.
documents

To create a document
1 Click the tab of the folder where you want the document.

".":Il 2 Click the Add Document button or choose Write|Add Document
A new, blank document appears, with the insertion point in the

subject line.

3 Type a subject, and then prda$ or Enter to move into the body
of the document. Type whatever text you like.

When you create a new document——fsubiect Inqu.lry form letter sress—— The date the document was

you type its subject line first, g T FoT T grTTTTT T created appears here.
FastTrack Industries -
2254 West Locust
Granville, CA 94351

Salutation} {First Name} {Last Name} . .
Address 1} — Type directly in the document.

Address 21

City}, {Statel {Zip}
Country}

Cear {First Name} {Last Name}:
[Thank you for your inquiry regarding the FastTrack line of high

e are enclosing our latest product catalog and price list. We
questions, {First MName} {Last Name}, and we look forward to_r'd
ol | v

Using full-  You can edit documents in a full-screen view or in index view. The

screen editing indgxeq view_makes it easy to find a docur_nent title. Full screen
editing is easier when you have a lot of writing or formatting to do.

The Write view



Sidekick - C:\skw3B\USERDATANhb [-[O]x] |

File Edit View ‘wite Fomat Phone Tools Help

Click to switch between Indexed
view (left) and full-screen Edit view

D@ 5| v %8 Fls]Br vl =[n & ZIEEI (below).

71319

----- o 1 g g g

|Lnnk For: Iﬁ,n B ISuhiecl: Greg's low-fat recipes

~| | Appetizers

Greg's low-fat recipes

Potato Chips 4‘

Preheat oven to 350 degrees. Slice 5 small potatoes very thin. Com
pepper sliced very thin, 1 small nninn sliced_2 th_halsamic vinenar
[LERIETGEERW BUNEY - Sidekick - C:AskwI5\USERDATANhD

single layer on baking t File Edit “iew “rte Fomat Phone Toolz Help
minutes, until chips are =

e

Banana Puddii
Flace 3 cups skim milk
cup maple syrup, 1/2 t
rinutes in refrigerator,
Brleak graham crakers i
F

ISuhiecl: Greg's low-fat recipes 743795

Ed

m
3
g

Potato Chips

A

- Preheat oven to 350 degrees. Slice 5 small potatoes very thin, Combine the sliced potatoes, 1/2 red bell Cardil
= T D F T — Cards epper sliced very thin, 1 small onion sliced, 2 th. balsamic winegar, a dash of cayenne in a bowl. Toss to
=l 47 & notes pepp ¥ q ¥

s R

coat potatoes with vinegar. Spray a baking tray with cooking oil spray. Place flavored potato slices ina
single layer on baking tray. Bake in oven for 20 minutes, then turn thern over. Bake about 10 more
minutes, until chips are golden brown and slightly crunchy. Remove from oven and let cool

Busingss letters Company reports Froject specs

Banana Pudding
Flace 3 cups skim milk in double boiler. Heat until almost boiling. Add 34 cup granulated tapioca, 1/2
cup maple syrup, 1/2 tsp. vanilla. Whisk 3 minutes, until thick. Remove from head and chill for 15
rinutes in refrigerator,

Break graham crakers into large pieces. Place on the bottorn of custard dish or red wine glass. Cover
with banana slices. Sprinkle with cinamon. Slowly add pudding on top.  Chill in refrigerator for one hour.

The index shows the
subject line of each
document in the folder.

Business letters Company reports Project specs Reviews Recipes

Fonts and The editing Toolbar provides options for changing type size and sty
formatting You can also change paragraph alignment (left-aligned, centered,
right-aligned).

To change the type size or appearance
Drag the mouse through the text you want to change, and then clit
the formatting button you want.

Under-
Font,  Bold |I/ne Alignment

|@| Fls-[B 7]u[s|

Size' ltalic Color |

e

To change paragraph alignment
Click in the paragraph, or drag through at least part of all paragrar
you want to change. Then click the Alignment button.
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To add a “bullet” to a paragraph
Click in the paragraph, or drag the mouse through several paragra
Then choose Format|Bullet.

Sending Once you have created a Write document, you can send it by
electronic mail electronic mail with the click of your mouse.

NOTE This feature requires that you use Microsoft Exchange for your
e-mail.

To send a document as electronic mail using the Microsoft
Exchange address book

Right click on the document, and choose Send E-mail from the
shortcut menu.

Microsoft Exchange opens. Click the To: button, and complete the
addressing information. Then click the Send button. Your documer
text is sent to the recipients you specified.

Using the You can send e-mail to people in your imported copy of the Microsc
imported Exchange address book. First you must import the address book &
Exchange addl’eSSS'dek'Ck cardfile ¢ee “Importing the Microsoft Exchange address

book” on page
book page 5p

To send e-mail to your Exchange address book cardfile

1 Inthe Write page, set the Viewport to display Cards, and select
cardfile that is your imported Microsoft Exchange address book.

2 Select one or more cards in the Viewport that you want to send
e-mail to. If you don’t make a specific selection, Sidekick uses tt
current card.

3 Right-click on the Write document you want to send, and choos
Send E-mail from the shortcut menu.

The Microsoft Exchange window opens with the addresses you
selected filled in, and the document in the text field.

The Write view



Faxing a

You can fax a document directly from Sidekick using the Windows ¢

document Fax capability.

Changing
margins and
tabs

Chapter 5

NOTE Your computer must have a fax modem, and you must install the
Windows 95 Fax software to fax documents. To install the Windows 95 fax
software, open the Control Panel and double click Add/Remove Programs.
Click the Windows Setup tab and choose Microsoft Fax.

To fax a Write document

1 Select one or more cards in the Viewport. (These cards must ha
field that includes the word fax in the field name, and there must
a fax number in the field.) If you don’t make a specific selection,
Sidekick uses the current card.

2 Right-click the document and choose Fax from the shortcut mer
The document is faxed to all cards you selected.

To change the cover page sent out with your faxes

1 Open the Windows 95 Control Panel and double-click the Mail at
Fax icon.

2 Select Microsoft Fax.
3 Click the Properties button.

4 Select a cover page from the list, and make any other changes
want in the fax settings.

Use the ruler when you want to change margins or set a tab stop.



To see the ruler, choose View|Ruler.

I....-"'

—
Y AR

Tab stop

Drag to change left margin for first line of paragraph

To add a tab stop: click on the ruler where you want it.
To move a tab stop: drag it along the ruler.
To delete a tab stop: click it, and drag downward, away from

the ruler.

Drag to change left margin paragraph after first line

— Drag to move both margin markers together

Finding text vou can search through the text of a document, or all documents i
folder, at the click of a button.

|

Type text to find

Check to match capitalization
Check to match only the whole word

Click to see lower panel of
Advanced Options (shown)

Optional: enter data range to search e, 7mes 23]

To find text in the current document using the Look For box

Type the characters in the Look For text box, and press Enter. To g
the next instance of the characters in the current documentfgress

| Laok Far: IDlan

ﬂ | Monday nates

LMalkel analysis

| Rieport cover note

| Corbinsky letter

["Mertinn reminders

]

The Find dialog box gives you more flexibility in searching for text. |
searches through all documents in the current folder, or in all folde

you specify.

To find text using the Find dialog box
Click the Find icon to open the Find dialog box.

— Click when ready to begin searching.

——

Find Tegt: ]meeting Find Mext j-
Match Casel atch ‘Whole Wword Only Cancel
Adwanced Options<< Help

- Date Rang: Select Folder
Range: IngDrE j Business letters
. Company reparts
Betare:
Project specs
Reviews
Recipes
I~ Al folders
And Find Text in Subject: —

Select document folders to search

- Specify text to find in the Subject

The default is to search the current document. Clicking Advanced
Options lets you choose other search ranges.

The Write view



The options available in the Find dialog box are

Match Whole Words Only. Find only if the characters you
entered appear as a separate word in the text.

Match Case Find only if the capitalization matches the charactel
you entered.

Date range Limits search to dates before a date, between two
dates, or after a date

Folders to search Specify all folders, or only certain folders.

Found text once you have searched using the Find dialog box, you can see &
instances that Sidekick has found of the text you entered.

To see all instances of your Find text
TIP Choose Edit|Found. You'll see the dialog box shown below, listing
: documents containing instances of the text you entered.
If you use any Advanced Options

in the Find dialog box, Sidekick .
automatlca”y OpenS the Found Inulry form letter slness Ietters

Glover letter Business letters

list to show you all documents Bandinski letter Business letters

Calvados letter Business letters

Where the text was found Piene response Business letters
Inquiry form letter Business letters
Chang offer letter Business letters
Donohiue letter Business letters
Greg's low-fat recipes Recipes

[ Fidnicn Click to go to the next instance of the found text,
Find e 7]
- in any of the documents.

Replacing text To find and replace text

Choose Edit|Replace to open the dialog box shown here.

Type the text you want to replace ——restm—iwirs Fing o JH— Click Find Next to go to the next instance.
and the replacement text, ———Pesemett—conizence | Replcs =—— Then click Replace to replace it, or Find Next to

Check box to match capitalization —— MsehEese J~ achwholewadons _Ferscedly skip it and continue search.

\_ )
Check box to find whole words only Close Click Replace All to automatically replace all

. instances.
Click to see lower panel of ———ere=dteiensc_| [ ] - oy
Advanced Options (g hown). ™ Check box to include subject in search.

Search Wwithin Folders:
Elusi I3

C Y ks
Project sp

Select folders to search, or check All Folders.

[ &l Folders
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Checking YOUT Sidekick's Spelling Checker can find your spelling and typing error

Spe”mg To check the spelling in a document

Choose Tools|Spelling Check. The spelling check begins at the st:
of your document. When an error is found, the Spelling Check dials

box opens.
Seel Theck Click to insert the suggested replacement.
Nl in Dictionary.  [homogenious Corest_47 |_— Click to replace all instances of the found
Charge to: homogeneous Canect Al :I' WOfd Wlth [he feplacement
hemageneous L.lmee o+ Click to ignore the found word and continue.
iwrors 4 $—— Click to ignore all instances of the found word.
Add to Dictonay x| & ++——Click to add the found word to your user
Cloze | Undo Last Carrect I Help I dlCtIOf'lal’y

The Spelling Checker comes with a dictionary of 90,000 words.
Using the Add button, you can create a personal dictionary of wort
and names that you want to be recognized as correctly spelled.

Counting words when you need a count of the words in a document, let Sidekick o
the work.

To count words in the current document

Choose Tools|Word Count. The Word Count dialog box appears w
the totals for your document.

Statisgtics———————————————
Woids: 285
Characters T4EE
Paragraphs: 33

Lines: 4

Using folders To create a new folder

and files 1 Choose Write|Folder|[New Folder. The New Folder dialog box
appears.

The Write view



2 Enter a name for the folder (up to 24 characters). Choose Add, :
click OK.

New Folder
Folder Mame:
Type the new folder name here. Toposals _&d Click to add each new folder to the Write file.

Current list of folders. [ Feiect shecs Carcel_|

Check to sort the folder tabs ——— sor Folders aiphabeticall telp |

alphabetically.

Folder List:
Business letters (0 |
Compary reparts

eviews
Recipes

To delete a folder
1 Choose Write|Folder|Delete Folder.

2 Select the folder from the list and choose Delete.
All documents contained in the folder will be deleted.

To change a folder’'s name

1 Choose Write|Folder|Edit Folder Name, or right-click the folder
tab. The Edit Folder Name dialog box appears.

2 Select the folder from the list, make any change to its name, cho
Change, and click OK.

To go to a folder without clicking its tab

1 Choose Edit|Go To Folder.

2 Choose the folder from the list, and click Go To.

This can be useful when you have a large number of folders.
To reorder the folder tabs

1 Choose Write|Reorder Folder Tabs.

2 Select each folder name and choose Up or Down to move it in t
list.

Creating, saving, A new Write file initially contains one unnamed folder, and no
and opening files documents.

B Chapter 5

To create a new Write file
Choose File|New Write File.



Working with
multiple
documents

Selecting
documents

Marking
documents

To save a Write file
Choose File|Save Write File, or click the Save All button in the
Toolbar.

If you want to save a file under a new name, choose File|Save As
specify the name.

To open an existing Write file
Choose File|Open Write File, and select the file.

In addition to editing the information in a document, you can perfor
various actions—Ilike deleting—to the document itself. You can als
perform these actions on several documents at once, after you sel
them.

To select multiple documents, do either of the following:

0 Click a document’s subject line in the Documents list, and then
pressShift and click another document’s subject. The two
documents and all documents between them are selected.

0 PressCtrl and click several documents’ subjects in the document
list. Only those documents ydiir+click are selected. Once you
have selected multiple documents, you can als@iselick to
deselect individual documents.

You can perform several functions after selecting multiple
documents:

0 Deleting (see below)
0 Exporting 6ee “Exporting documents” on page) 87
0 Printing Gee Chapter)9

0 Moving documents from one folder to anothszd‘Moving
documents between folders” on pagé¢ 83

Marking documents gives you another way to specify a group of
documents for certain actions, like deleting or printing. It is more
lasting than merely selecting multiple documents, since marked
documents remain marked until specifically unmarked. Marked
documents are distinguished by a red triangle on the left side of th
subject lines.

The Write view



Deleting
documents

Sorting
documents

Check Apply To All Folders to sort
all documents. Leave unchecked
if you want to sort only the
documents in the current folder.

Chapter 5

To mark a document
Choose Write|Mark Current Document, présK, or right-click the
document in the documents list.

To unmark a document

Choose Documents|Unmark Current Document, @P&k«, or right-
click it in the documents list.

To unmark all marked documents
Choose Write|Unmark All Documents.

You can delete a single document, selected documents, or markec
documents.

To delete documents

Select them from the Documents list and drag them to the Delete i
(see “Drag and drop” on page)1®r choose Write|Delete
Documents, where you can choose to delete the current documen
selected documents, or marked documents.

The indexed view contains a listing of document subjects in the
current folder. You can sort documents by subject or date created,
ascending or descending order, for the current folder or all folders.

To sort the documents in the current folder (or all folders at once)

Click the Sort button in the Toolbar, or choose Write|Sort Documen
The Sort Documents By dialog box appears.

Soit Documents By
(r‘ Subject & Dale Select either Subject or Date for the sorting.
Cancel
ﬁ_“:me”';'“ s Select either Ascending or Descending for
FCending * escendin
i i o the order of the documents.
— e




Moving

To move documents from their current folder to another

documents Drag the documents from the Documents list to the tab of the targ

between folders

Quick Letter

Creating a Quick
Letter

folder. Or choose Write|Move Documents, which displays the Mov
Documents dialog box.

Move Motes

)
— Choose which documents to
e | move.

) Gelected Hotes
Al Motes

Project spsc 7 SeIECt the deSIII’Ia[IOH fO/der

Reviews = Help |

Sidekick’s Quick Letter feature instantly creates a letter from
information in the current card, formatted and ready for you to just
type the text. Although Quick Letter operates in the Write view, yot
can activate it from Cardfile and Calendar views as well.

Quick Letter makes use of merge templates that specify where
different pieces of information from the card should be placed in th
document. Sidekick comes with pre-defined templates, based on t
fields used in the Business and Personal cardfile templates. You ¢
create or modify merge templates, and you’ll need to do so if you
want to merge using cards that are not in the standard Business o
Personal cardfile formatsde “Creating merge templates” on

page 84.
To create a Quick Letter

1 In the Cardfile, or with the Cardfile displayed in the Viewport,
click on the index of the card you want to address your letter to.

2 Click the Quick Letter button, or choose Tools|Quick Letter.

The Write view



3 From the dialog box, choose the template you want.

Create a Letter
Seects Lot Tsrlas. )/ Choose the template you want from the Create A Letter
; = x| dialog box.
i IR Cancel — The information from the current card is inserted in the
usiness Traditional .

Incgiy form leter template to create an instant letter.

Personal Modemn

Personal Traditional

Press Release

Erfpofflm - =l Help |5ub ect: c\skw9S\template\Business Thank You.rif 771149

W Show this dialog when clicking Quick Letter Button BN T 2 EEE S EE R
FastTrack Industries 2

2254 West Locust Avenue
Granville, CA94351

August 24, 1995

My, Frank Garzola

Sales Manager

Cars and More

1244 Van Patten Avenue
Suite 12D

Ban Franciseo, CA 94115

Dear Mt. Gatzola,
Tust a quick note to thank you for attending our 1994 Hew Products demonstration. In your capacity as

Sales Manager for Cars and Mote, you provided a unique insight into our development efforts -
| |

Creating merge A merge template is composedaoinstant texaindfields Constant
templates text, like “Dear,” or the text of a letter, remains the same on all the
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resultant merged documents. Fields, fikgst Name} , insert
different text into the merged documents depending on the
information in the cardfile. By combining both of these kinds of tex
you end up with, for exampl®ear Jennifer on one document
andDear Patrick on another.

To create a merge template
1 Write the constant text, such as the content of a letter, in a new
document.

Be sure to include such unchanging information as your return
address at the top. You can apply whatever fonts and formatting
you need for an attractive letter.



Merging cards

2 Insert fields from the active Cardfile where appropriate. To inser
fields, choose Tools|Create Merge Template. The Insert Card
Fields dialog box appears.

! Insert Card Fields B3

Field Mames:

First Mame
Last Marne:

Compay  ————— Double click a field, or...

[ —FT— ...Selectitand click Insert to insert the
Cose | Hep field into the merge template.

Inserted fields appear in the merge template between braces, like
{Last Name}

You can also insert the date or time a document was merged using
special fields. Typétdate} or {#time} in your document template to
insert them. Just type the charastd#date} or {#time}, and the actual
date or time will be filled in at the time of the merge.

| )
#date} Date field.

Salutation} {First Narme} {Last Name}
aoress 1T Fields from cardfile.
ress 2}

Cityl, {State} {Zip}
Country}

Dear {First Narme} {Last Name}

[Thank you far your inquiry regarding the FastTrack lme——— Constant text.
e are enclosing our latest product catalog and price lis

mlln:hnnc IFiret hlarmal Il act M:m:i'l and we lnnl an\j_'l
4 3

Sidekick makes it easy to create custom documents by merging al
number of cards from your Cardfile to create personalized letters.

Sidekick’s mail merge uses the same templates as Quick Letter. Us
a template, you can select one or many cards and drag them from
Viewport to the template to create personalized letters.

The Write view



Merging the cards when you perform a merge, the field names in the template are
replaced with the field information for one or more people in the
cardfile.

NOTE If there are no merge fields in the selected document, the contents
of the first ten fields on the card are copied into the document. If a field in
the template is not found on the card, the Fill In Information dialog box
appears prompting you for text to replace the empty field with.

To merge one or more cards
Drag the card or cards from the Viewport to the Write template. Or
you can choose Tools|Mailmerge.

1 Drag a card from the Viewport to
the merge template.

v Sidekick - C:\skw35\USERDATA\hb [_ O] =]
File Edit View “Write Format Phone Tools

D@l S| 5 || 8] Flsa[B]r vlo|=[a 2

Help

2 The Merge Card dialog appears.

ook For [Fn ] [subioct: Tnguiry form letter Ene/ Check Current Card if you want to
=] [Ty orm ot TA I R —— - merge a single card. Check other
j Glaver lefler FastTrack Industries g 9 '
2254 West Locust
Granille, CA 84351

Fang contract changes
Greentres revised proposal {#date}

Fendovsky proposal lettter

options you want.

Merge Card

- Merge
el 0.
& Curtert Card ) Marked Cards |_I

" Selected Cards ¢ All Cards Cancel |

Parts order fom letter {Salutation}{First Name}{Last Name}
Dubranski propozal letter {iggress 12}

Brochure form letter {Address 2} :

Trafad {City}, {State} {Zip}

{Country}

Diear {First Mame}{Last Mame}:

i~ Optiong
¥ Biint Merged Result
IV Stamp to Cards
¥ Save Merged Motes to Folder
“hich Falder:

Chang offer letter | |

Corso letter N\ Business = Help
Brooks, ‘wiebber & Field, Honcho, 522-464-978
Baywaler propsal leter Cable Vectar, Dubrovrik, B4-6755252
Cars and More. Garzola, 4 3
Donohue letter Compusystems, Gregorio, 435-998-4543 -

- Sidekick - C:\skw35AUSERDATA\rhb [-[O]x]
File Edit “iew “Write Format Phone Tools

D olw| =@ &[] FlsB 7o) fa 2 Bl @] &

|\=nnk For: | B ISuhiecl: Inquiry form letter 771479

4 '
FastTrack Industries =
2254 West Locust
Bandinsk leter Granville, CA 94351
Cabvados letter
s
document, or is
Fendovsky propozal lettter Wr. Frank Garzola L .
Patts order form leler 1264 Van Patten Avenue automatically printed for
- uite enze
Dubronski propozal letter San Francisco, GA 94115 yOU, or bO[h
Brachure form letter
usa
Draft ad copy
DearFrank Garzola
Time management 4
Chang offer letter
Brooks, Webber & Field, Honcho, 522-464-3787
Esble Vector Dubromis, 3 ;
Cenpusysien.

o 1/ 20 notes Cards Cardilles

4l

Busines:

Help

] o
E $ 3
S

o
E
5

i

3 The merged letter
appears as a new

o

Business letters Company reports Project specs Reviews Recipes
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Importing text
files

Choose each file you want to
import into the current folder.

These files will be imported into
the current folder.

Exporting

Use the options in the Merge Cards dialog box if you want to stam
the subject lines of these new documents to the selected cards’
Contact Logs.

To merge multiple cards using drag and drop, select or mark them
before you drag them from Viewport to the document window.

You can import any text file into a document, and you can import
several files at once. Imported text files are added to the current
folder.

To import a text file
Choose Tools|Import Files. The Import Files dialog box appears.

Import Files [ x]
File Hame: Directories:
[pent | cAMEMDS oK.
et j % w0 o
ggx:i E:: Netwark...
e |_— Click to add a file to the Import Files
List Files of Type: Drives: = LIS[
0 3 7] Delet j- . ,
I | CE = 222 T Click to remove a file from the Import
[ HEMOS e bt = Files List.

c:SMEMOS andrew? tat
c:\f bt

You can export the current document, selected documents, marke

documents documents, or all documents to an ASCI|I text file or rich text forme

(RTF) file.

To export a document
Choose Tools|Export Documents. The Export dialog box appears.

[ e
) D ts to Export Select Fold
Choose which documents 10 ———— e % | o
export " Found Documents ﬂl
£ blerked Dosuments Choose which folders to export from.
) ) , @ AlDocumerts Click to select each one.
Click to include the document’s ——— inciuds suiect I &l Folders

Subject.

Export Documents To :
Choose the eXpOr[ destination. __l’(_ Clipboard ' TextFile ¢ Rich Text Fils Help |

When you've chosen the documents to export, click OK. If you're
exporting to a text file, the Save As dialog box appears. Type a na
for your new text file and click Save.

The Write view



Combining 7o add to the open file all the documents and folders from
documents another file

Chapter 5

1 Choose Tools|Combine Write Files. The Merge With dialog box
appears.

2 Select the document file you want to merge with the open file, al
click Open.

Sidekick adds the second file's folders and documents to the open
file. If the second file has any folder names in common with the op
one, new folders are not added. Instead, their documents are adde
the open file’s in the folder of the same name.



The Expense view

The Expense
view

Enter or edit current expense
receipt information here.

The Sidekick Expense view makesit easy to enter information from a
pile of expense receipts, and create an expense report.

This chapter discusses

0 Entering information from your receipts

0 Using expense categories

0 Creating the expense report

To open the Expense view
Click the Expense icon on the Deskpad, or choose View|Expense

report.

v Sidekick -

File Edt “iew Espense Phone Took Help

Dﬁ‘r|ﬁ§ JG|E a4 | =4

Show By:

|Dale j

Summary of receipts entered.
Click a receipt to edlit its contents.

You can enter more information
about a receipt in the Remark
section

Erpense Type:

T

ﬂLﬂ Transportation Starfizh 18.00

FEA)
7r4/95 ]
7r4/95 ]
7r4/95 ]
7/5/95 ]

L] Business Meals Starfish 88.75
& & Fare Starfish 348 26

&8 Employee Meals Starfish 22 50
[ Parking/Talls Starfish 15.00

Date: 774795
City: Dallas
Descrption: cab from anport

&8 Employee Meals Starfish 12 80
Jsf Business Meals Starfish 88.50
Js Business Meals Starfish 111.56
i Gas Starfish 16.25

7/5/95 ]
7/5/95 ]
7/5/95 ]
76095 ]

Ty el

7796 ]
7796 ]
el
71195

Business Meals Starfish 132 45
Business Meals Starfish 15.75
& Car Rental Starfish 156.25
(& Lodging Starfish 210,81

1414 receipts

Currency: U.S5.%

Payment Type: American Express
Account: Starfish

Amount: 18.00

T Remark: Shared with Margie

The Expenseview [IEEIE



Entering and Creating an expense report usually begins with a pile of receipts.
editing receipts Sidekick lets you start entering directly from the receipts, without tt
need to sort or categorize first.

= To enter information from a new receipt
_I Click the Add Receipt button.

StatoRenat | 55| | it Click to add a new receipt.

Expense Type: [car Rertal IEl Click to choose expense type.
. . % Car R | Fri 7/7/95
Enter receipt information here. Most— 5 mres = .
fields include a drop-down list you City: Dallas
can select from to speed up you Rental Agency: Avon

data ent,y Currency: U.S5.§

Payment Type: American Express
Account: Starfish

Amount: 56.25

Remark:

To edit information in a receipt you've already entered
Click the receipt in the display window (left side), and then edit the
information in the entry window on the right side.

You can sort the display of receipts you've entered using the drop-
down list box in the display window. You can sort receipts by
account, cost, expense type, or date.

[ [oste =— Click to choose the sort
ﬂLﬂ Transportation Starfish 18.00 Tus ?f4!35]_ Ordef Of feCEIp[S
14 Business Mels Staifish 8875 Tue 7495 ]
| A sir Fare Starfish 348.26 Tue 7/4/95]
Click the receipt you Want_}g Employes Meals Starish 2250 Tue 7/4/35]
to ed/[ @ Parking/T olls Starfish 15.00 Wed ?fSJBEJ_

&= Employes Meals Starfish 12.80 Wwed ?fSJBEJ_
Business Meals Starfish 88.50 wed ?fSJBEJ_

114 Business Meals Starfish 11165 Wed 7/5/95]

% Gias Slarfish 16.25 Thu 7/6/35 ]

Entertainment Starfish 456.50 Thu ?fB./‘BEJ_
134 Business Meals Starfish 132.45 Fi 7/7/95]

1] Business Meals Starfish 15.75 Fi 7/7/95]
%% Car Rental Starfish 156.25 Fri ?fT./‘BEJ_
3 Lodging Starfish 210.81 Fri ?fT./‘BEJ_

[

1

To enter a cash advance
Follow the same procedure as for a receipt, but choose Cash Adve
as the expense type.

B Chapter 6



Viewing the The expense report view arranges the receipts you have entered |
expense reportdate and category, and totals them.

To see the expense report

®GotoR . .
R Click the Go To Report button, or choose View|Report view.
.
Click to change account ; e e —
displayed. e
i . piay . i7 @lﬁ Zp| Account Showed: [ JGota Receigt e
Click to edit na[nmfgr‘rarr)glz’;? Mame: John Doan ® Department Design — Click to go to

Double click an expense entry to
go to that receipt.

The tabs show weekly periods
covered by receipts.

| m Purpose of Trip: Dallas desian review Recelp[ VIeW
SUN MaN TUE WED THU FRI
DATE 7/2/95 | 7/3/95 | 74495 | 7/5/95 | T/E/95 | 77495 TOTAL
ibae 48.26 348.26
Car Aental 156.25 156.25
Transportation 18.00 18.00
Parking/Tolls 15.00
Mileage
Gas 1626
Lodging 210.81
PhonesFax
Emplayee Meals 35.30
Tips
Business Meals 437.01 S
Entertainment 45650 45650 If you have
Miscellaneous entered a Cash

TOTALS 207686 | 47275 | B15.26 1693.38 3 .
Less Amount édvanced 0,007 advance; It

Due Employee | 165336 appears here.
721795 - 747795 778795 - 7714795 7715795 - 7720795

QTHER | EMPLOYEE | TRANSPORTATI

NOTE The expense report is not directly editable. To change information,
return to Receipt view and make changes in the receipts.

Finding receipt To locate a specific receipt, use the Expense view’s Find function.

information
4

To find information anywhere in your receipts
Choose Edit|Find, or click the Find button in the Toolbar.

Find
I;ial,t— e Type the text you want to find, and
| click Find Next.

Expense reCEithse the Expense view Setup dialog to change options, such as
setup mileage rate and currency.

To change the Expense view setup
Choose Expense|Receipt setup.

The Expense view



Expense Receipt Setup

i~ Mileage Ral ~ Pick Li
Specify ; gfr% Lﬂzlfrgnelﬁggf oz i ISH'Ht — Select a field from the drop-down list.
) ©o pCwener St Then type names, such as hotels, and
Specify currency. — iz s add | Add click Add. Names you type while
Dobie ||| (o Eoaetae | Delots | entering a receipt are also added to
Rl Hanson these lists.
‘west Lodge
QK I Cancel Help |

Chapter 6



7
EarthTime

EarthTime displays a map of the world, and lets you seetimes at 8
different locations around the world. You can use EarthTimeto
calculate the difference in time between two locations, and you can
configure it to show both your home location and local time as you
travel.

The EarthTime when you click the EarthTime button, you see a map of the globe.
g| obe Light areas are in daylight, and the shading represents nighttime.

+ Sidekick - EarthTime
File “iew EathTime Phone Help

Tue.. 07/18/1995 Tue.. 07/18/1335
Loz éngeles, Ca, USA Mew York, N, LIS&

11:25:26 &k

Tue., 07/18/1995 Wwed., 07/19/1935
Albuguergue, M. LS Tokyo. Japan ushiz openhagen, Denmark

Sidekick - EarthTime

The shading that shows daylight and nighttime is updated
automatically on the first second of every minute.

Above and below the map of the globe are the names and local date
and time information for 8 cities, which you can choose.

EarthTime



Selecting the
cities

1 Right-click the city panel and
choose Change City from the
shortcut menu.

2 Choose a city from the list

Select City

You can specify a Counties:
country to choose
cities from. Cities:

You can select the cities shown along the top and bottom of the
EarthTime display. EarthTime has a database of about 300 cities y
can choose from.

To change one of the displayed cities

Right-click the panel containing the city you want to change, as
shown below. Or you can click the city panel, and then choose Eal
Time|Change City.

Sidekick - EarthTime
File View EarthTime Phone Help

A

Tue., 07/18/1995
Amman, Jordan

0:25
Tue., 071

8/1995
Los Angeles, Ca, USA MNewe ok, N, US4

Sat., 06/24/1335
Albuguerque, MM, LIS,

Albuguergue, MM

b Dhabi
Accra
Adamnstown
Addis Abada
e

ue, Ni

A lbuguer
Algiers
Alrna-Ata
Amman
Amsterdam
Ancharage, AK
Andona LaVella

Home Clock
and Local Clock

Changing the
Home Clock

Chapter 7

ﬁl Eacts about the City

LCancel
Help
i IEEER

Sidekick - EarthTime

EarthTime lets you designate the time where you live as your Hormn
Clock. Most of the time, the Home Clock will match the local time
where you are.

If you take your computer and travel to another time zone, you car
enter another time as the Local Clock. There are two reasons for
doing this.

One is so that EarthTime can display the current local time for you
The other is to change your computer’s system clock to match the
local time. If you don't do this, your alarms and other time-related
activities will be incorrect for the local time.

Your Home Clock should be set correctly automatically when you
first start Sidekick. Use the following procedure if you need to chan
it.



Home city icon

d 07:43:56 FM

Tue., 0741819335
Loz Angeles, CA, LISA

Changing the
Local Clock

! Local city icon

Tue., 071841995
London, United Kingdom

Time difference

Click to change city.

To change your Home Clock

1 Set one of the eight city panels to display your home city, as
discussed earlier.

2 Right click the panel containing your home city, and click Choos
As Home Clock from the shortcut menu.

An icon appears in the Home City panel.

When you travel to another time zone, update Sidekick and your
computer’s system clock to reflect the local time.

To change the Local Clock

1 Set one of the eight city panels to display the local city, as
discussed earlier.

2 Right click the panel containing the local city, and click Choose /
Local Clock from the shortcut menu.

NOTE When you see the message asking you to confirm the change of
local time, it is usually best to check the option to Adjust System Time. If
you do not check this option, EarthTime will not display correct information,
and your Sidekick alarms will not occur at the right time.

Time differences between any two locations can be displayed
graphically in EarthTime.

To see time differences

Right-click one of the city panels, and choose Time Difference fror
the shortcut menu.

Time Difference

City 2
+— Click to reverse the cities

Sun, 071091935 Sun, 07/03/1395 ] - in the Difference and
Amman, Jardan Mew York, MY, LISA Comparlson dISp/ayS
Close :
Bjowsle Cities ... | Browszla Cities | Help
] ] —

Difference

Amman, Jordan time is 7 hours later than Hew York, MY, LISA.

Comparison

Amman, Jordan
- 4
lam|

EarthTime



The City 1 displayed, by default, is the local city. City 2 is the city
you right-clicked to open the shortcut menu. You can change the
cities by clicking the Browse Cities button in either panel.

The Time Difference dialog box displays the difference in hours
between the two cities. It also includes a comparison that lets you

look up the time of either city in relation to a specific time at the
other.

Facts about the EarthTime stores facts about the hundreds of cities in its database

Clty To see facts about the current city

Right-click the city panel, and choose Facts About The City from tt
shortcut menu.

Facts about the City

City: Sydney
Country: Australia

Country code: B1

City code: 2

Population: 3,656,500
Currency: Australian D ollar
Languages: English

Configuration You can configure EarthTime according to your preferences.

options N
P To set configuration options
Right-click the city panel, and choose Clock Setup from the shortc
menu.
Clock Setup
—MNaming
€ Use City/Country Name ~Bastan, Ma, USA ;
= Use Alternate Hame [Cambridge, MA ;%gigéange the Clty hame, [ype
~ Calor
[ Choase Tex Cola.. ] Click to choose text color.
D Background  Choose Background Color i un._ltiti:v Click to choose baCkgrOUnd
Use Default Colors | Fambridge. 14 CO/OI’
r— Click Apply to see the result.
LCancel | Apply /

Choose the options you want to change from the dialog box. To re

the current city panel to its default color, click the Use Default Colc
button.
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3
The Phone Dialer

Sidekick’s Phone Dialer dials your voice phone calls using phone
numbers from your cardfiles or phone numbers you typein. The
Phone Dialer uses your modem to dial phone calls, using
sophisticated telephone technology known as TAPI (for Telephony
Applications Programming Interface).

The Phone Dialer can enter call information, including notes you
type, to the Contact Log for the person you called, so you can keep a
completerecord of your contacts. Even without amodem you can still
take advantage of the Phone Dialer’s call management features to
keep alog of calls made and received.

This chapter discusses the following subjects:

0 How to open the Phone Dialer

0 Selecting the card to dial

0 Setting up for your modem and phone information
0 Specifying the default cardfile field for the dialer

ReqU| rementS There are several requirements that must be met before you can use
for usi ng the the Phone Dialer to place your calls.

Phone Dialer [ Youmusthaveinstaled the TAPI optionin Windows 95.
See“Windows 95 features you need” on page 8.

0 You need amodem if you want Sidekick to dial your calls (you can
use the Phone Diadler for data entry without a modem; see Using
the Dialer without a modem” on page 102). Y ou need to provide
some information about your modem, your dialing preferences,
and your location. However, you might have already entered this
information in Windows 95; if so, Sidekick will find it, and you

The Phone Dialer



Opening the
Phone Dialer

information comes from the
current card.

Or you can type a phone
number in the Number field.

Name and phone number I:Name. |

You can leave the Dialer open
and click another card in the
Viewport or Cardfile, and its
information appears in the
Dialer automatically.

B Chapter 8

don’t have to enter it again. Otherwiseg“Setting up the Phone
Dialer” on page 100

0 You also need to specify which field in a cardfile contains the
telephone number, as discussetSpecifying the dialing field” on
page 100If you create cardfiles using the Business or Personal
templates provided, the appropriate phone field has already bee
selected.

To open the Phone Dialer, do any of the following
0 Click the red Call icon on the lower right of the deskpad.

0 Drag a card containing a phone number from the Cardfile or
Viewport to the Call icon.

0 Drag a call or ToDo that contains a phone number to the Call ic
0 Choose Phone|Call from the menu.

If your computer is configured for dialing, the Phone Dialer opens
with the current card’s information displayed, ready to dial the call.

[

Lall notes:

[6 o mh®m L

Humper. [Fhere 0535522 7] If the current card has more than one phone
number, click the arrow and choose the one
t.
you wan
Dial Redial Setup I

Sidekick takes the name and phone information from the current ¢
in the Cardfile. Or you can type a phone number into the Number
field and click the Dial button. You also can click the mouse pointe
on the Phone Dialer keypad to enter a number.



Selecting the To change to a different card

card to dial Leave the Phone Dialer displayed and change to the Cardfile, if
necessary. Then click another card or cardfile. The Phone Dialer
window remains on top of other Sidekick views, so you can switch
the Cardfile, click different cardfile tabs, and click different cards tc
change the information in the Phone Dialer.

You also can use the Phone Dialer to find the card you want, as she
in the following illustration.

Phone Dialer
Lall notes:
gt | — Sidekick finds the first
[& o mEE [ card that matches what
To search for a card, type part of ___ nane: |—_[wmg you entered.
the name or index and gﬁgf T — 6 o5 1
-EE Name:  [wong Printing, Hemarn 41— [f more than one card
a] [ | [rmo Mo, [612556 123 contains a match in its
GilE k index, click the arrow and
L] \_ select the one you want.
D E E . . . If the phone number
Dl | Eodl | sels | displayed is not the one
E E you want to dial, click the
2 arrow and select another
Dol | _flediel | _Sewp | number (if the card

contains more than one).

Dialing the call To dial the phone call
Click the Dial button in the Phone Dialer. When you see the Dialin
dialog box, pick up your telephone handset and click OK. Sidekick
disconnects the modem so you can use the telephone handset.

Phone Dialer
S . While you talk, you can type notes to be
oo ottt ———added to the information in the Contact Log.

When done, click to record the call
T we T information, and notes if you've entered any,

Start tlmer_/ fe = to the Contact Log.
Reset nmer ame: [wong Printing, Hemmann = ' ‘ '
Humper: [M128601238  —=— 0 Select a different card, just click the card
w5 | [ you want in the Cardfile. The Phone Dialer
remains open and the card’s information
appears in the dialing fields.
Click to dial the number. When the H EE
dialog box appears, pick up the E E E

telephone handset and click Talk:

Dial Redial Setup I
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Completing the when you finish the call, hang up the telephone handset.
call If the modem fails to disconnect, you can force it to hang up.
To hang up the modem

Choose Phone|Hang Up Modem, or click the Hang Up button (the
Dial button changes to Hang Up once the call has been dialed). C
you can close the Phone Dialer to disconnect.

Entering Sidekick enters the word CALLED and time and date information i
information in the _C_ontac_:t Log of_the card you called. T_his is followed by any
additional information or notes you type in the Contact Log windov
the Contact Log

To enter the call in the Contact Log

Click the Log Notes button when you have placed the call and
finished writing notes. If you attempt to select another card or clos
the Phone Dialer without logging the call, you will see a message
offering you a chance to log the call.

Specn‘ymg the when you drag a card to the Call icon, Sidekick dials the first phor
dlallng field number it finds on the card, or the field you specify.

To specify a default phone field to dial
Choose Phone|Speed Dial Field from most Sidekick views.

Setup Default Speed Dial Field [%]

Select a Phone Field:

City = OK. |
%f.?'el — st Click the field you want used as the default
J phone dialing field, and click OK.

Dffice Extension

Haome Phone
Altemate Phane | Help |

Setting up the To enter or change the set up information for the Phone Dialer

Phone Dialer Click the Setup button in the Phone Dialer, or choose Phone|Setu
The Phone Dialer Setup dialog box appears.

Chapter 8



Phone Dialer Setup

Dialing properties

Using location: Defaul Location =
Calling card: Maone [Direct Dial] .
| sewg.. +—— Clickto setup your
phone number,
e area code, and line
Using fine: Generic Modem - Infofmatlon
Setup ...
Click to set up Misc.
your modem and ™ Use modem dial ™ Contact log
COmmun[Cat[OnS I™ lgnore country code and area code
Infofmatlon Nurnber ta be dialed: number
Cancel

Generic Modem Properties

General | Connacion| Optons| Click tabs to select other pages of properties

’ The Connection page includes such
fieneiz Modem settings as Data bits and Parity.

The Options page includes window

Port: |Communications Port [COM2) OptiOHS and dlallng control.
— Specify communications port and maximum

modem speed on this page.

Mavimum speed

Cancel Dialing Properties HE
My Locations |
Wwhere | am:
Enter information about your location here. e T /;1
Click New to create a new location. o .

Lamin ‘Umled States of America 1]

Howy | dial from this location:

Enter dialing information for the location shown above. ———

Check Dial Using Calling Card to charge calls to a e
card. The Change button lets you enter card B R B T

information. This lacation has call waiting. To dissble it dial: [~ -]
If your phone has Call Waiting, check here and enter —/Tr“ e g o el @ LT (8 BkeGRTE
the code that disables it, if desired.
Select Tone dialing or Pulse dialing.

To access an outside line, first dial: ’T far local, |97 for lang distance.

Cancel

The Phone Dialer [N



Using the Dialer ifyou do not have a modem, the Phone Dialer can still be useful tc
without a You for logging call information.

modem To use the Phone Dialer to log call information
Click on the Cardfile card for the person you are talking with, and
then choose Phone|Call.

Type information or notes about the call in the Call Notes window.
Click the button to start the timer, if desired. When done, click the
Log Notes button to have the call notes added to the Contact Log
the card.
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9
Printing

Sidekick letsyou print from the Cardfile, Calendar, or Writeview to a
variety of formats, using preprinted forms or your own custom ones.
You can print your generated reports, and you can preview your
output before you print it. You can also print expense reports.

You can print the datain your cardfile as cards, described in the
following section, or as |labels, address books, or envelopes using
special formats.

NOTE You can easily print index cards to preprinted index card forms
using the Print Labels command. See “Printing labels, address books, and
envelopes.”

Printi ng cards To print the cards and their associated Contact L ogs
In the Cardfile, choose Fileg|Print|Print Cards. The Print Cards dialog

box appears.
.
) ) ) bR CadsPepaes ——"1— Select the number of cards to print on
Specify which cards to print——""1 """ _ 5 each page.
€ Gelected Cards  From: Dizagt; Cancel . .
£ atciats Jaore | fTwo Cace rn | Click to preview your output onscreen
€ bl Cards Tg Fou Carde = before you print.
& Indes Fiange  |Cabld Five Cards ]
- - Select the fonts used in printing.
. Erint b argir
Select parts of the card to print—=pg ., Lelt: Right Eert.. —|——
o bt [ Poen B sse - printer setyp
Enter margin settings as needed to ladlon o Bston:
position the cards on your paper. P reanane | [P0 B PE B

The Cards Per Asyou specify more cards per page, the cards themselves become
Page setting smaller. If a card becomes too small to contain all its fields, Sidekick
drops the extrafields from the bottom of the card. If you specify one
card per page, Sidekick will drop fieldsif necessary to make the card

Printing



fit. If you choose Separate, each card will begin on a hew page, bl
not be restricted to fit on one page.

Select Continuous to print the cards one after another, without pac
breaks between cards.

Printing Iabels Sidekick can print to almost any size label, address book page, or
address bOOkS envelope. The dialog boxes for printing these forms include

numbered steps to help you organize and print the information the

and envelopesway you need it. In addition, you can view special Hints screens tr

Follow the numbered steps in
the dialog box. Step 1 prompts
you to specify the cards to print.

In Step 2, you determine
placement of labels on the page.
Click Set up to create or modify a

template.

In Step 3, you specify what text,
fields, or pictures to print. Choose
previously created contents, or
click Set up to define/modify
contents.

In Step 4, you specify the number
of copies and other options.
See text for details.

Chapter 9

provide details on arranging the contents.

Templates let you print in a variety of popular label, index card, an
address book formats. You can modify these or create your own
templates.

To print cardfile information to labels, address books, or
envelopes

Choose File|Print, and select Print Labels, Print Address Book, or
Print Envelope. The corresponding dialog box appears; the Print
Labels dialog box is shown in the example below.

Print Labels on HP LaserJet I11Si Pos [Copy 2]
—o Select cards to print
T CumentCard € Geleoied Do M
7 Al Cards ) harked Cards Close:
" Index Range From l_ T l— _I
@ Crocse aing i i Fievew T1— Click tg preview the results of
IAvely BEF2 Clear Address j your choices.
Set up template —— You can see the overall layout
—e Choose contents to print here as you Work'
| e Lafel |
*" Select printing optiot:
Repeat entire s&t; Repeat each card: E
L Iore Dptions,

The numbered steps are designed to help you specify what to prin
and arrange it within the print area available. The procedures for
using all three dialog boxes are the same, but involve different
templates and content arrangements. These numbered steps are
discussed in more detail below.



Once you have specified the information in the four steps, click
Preview to see what the result will look like. Click Print when you'r
ready to print.

Step One: SelectThis panel is where you specify the range of cards to print. If you
cards to print mark or select cards before you begin printing, you can check
Selected Cards or Marked cards for printing. Check Current Card 1
print only the currently displayed card.

Step Two: ChooseThe template is the format of your printed output, whether that's a
printing style label of a specific size and arrangement on a sheet, an address b
template P29€ format, or a specific envelope.

In most cases you can simply click the down-arrow in the text
window, and choose a template from the list.

NOTE If you choose a template from the template list, you may need to
adjust it to fit your printer’s specific printing area.

In addition, you can easily create a new template, or modify an
existing one.

To create or modify a template
1 In Step 2 of the Print dialog bogde page 104click the Set up
template button to open the dialog box shown below.

Set up template: - Avery 5662 Clear Address [%]
~ Page Margins—— Label Margin:
Top: [L.00iy | [ 3 Top: 064 in E S0
As you pass the cursor over the —~ 5 Vot Cancel_|
dimensions... — —
...arrows show you where they for L0 Fol _Gptors. |
apply Letie Left: E Test Prit |

G
JH.

Hirz Horz:
R, [0.00n Bt s
- Page Laypout
Rows: lﬂ Paper [w & h): 8.50in % 11.00in
Columnsz: lﬂ Printable [ x h]: 7.97in » 10.47in
Pages m Label [h s w] 1.3Tin % 3.98in

™ Print on Both Sides = Upposite Corners:

2 Set the number of rows, columns, and pages to print per sheet
paper in the Page Layout group.

0 Rows.The number of rows of labels on the sheet to which yol
are printing. Up to 30 rows are possible, depending on the siz
and margins specified.

Printing



0 Columns. The number of columns of labels on the sheet to
which you are printing. Up to four columns are possible,
depending on the size and margins specified.

0 Pages.The number of address book pages on each sheet of
paper. Up to four pages are possible, depending on the size
the address book used. Each page has its own Index Tab, P
Number, and several address book entries. This setting does
apply to labels.

3 Change the page margins if necessary.

NOTE Page margins are needed only for address books, which can print
to multiple pages on the same sheet. When setting up labels, you don’t
need to adjust page margins.

4 Change the label margins settings if necessary.

Some margins might need to be set to the second decimal value
accuracy in printing to a specific label. The dimensions for the
label size change as you change the label margin settings.

5 When the Print On Both Sides option is checked, the Options
button becomes available. Clicking Options displays the Templa
Setup Options dialog box, where you can set several reverse-si
printing options, and specify the position of binder holes.

6 The Opposite Corners setting allows alignment of the binder hol
to be adjusted by changing top and bottom margins.

7 When done, click Save As. To modify the existing template, sav
your changes under the original name. To create a new templat
type a new name and click OK.

8 Click Test Print to see a printed example of the effect of your
changes.

Since template definitions are saved with each cardfile, the chang
you make only apply to the current cardfile’s templates.

Template settings may be different for different printers. Experimel
with your printer to find the best results.

Step Three: Here is where you specify just what appears in the printed result,
Choose contents toincluding text, Cardf?le fields, and graphics. If you have predefined
print contents, you can click the down-arrow and choose from the list.

Chapter 9



To set up the contents
1 Click the Set Up Contents button in the Print dialog box.

2 The panel that appears contains a shaded workspace represen

one label (or envelope, or address book page) for creating the
contents. For an element to print in a label, you must position it
within this shaded area (not within the background rectangle). A
elements you add to this contents design repeat on each label y
print.

Step 1: Select the Card Fields

1. Click "Card Fields" button to pick the card fields you want to print
out. Put your own characters in between the fields as needed.

2. Click "0K" buttan and you will see the text pou just entered appears

Workspace |nha rectangle. Use \egl mouse button to click and drag the rectangle to
. where you want it to be
representlng the label yse l’ht’:"S’? . 3.. The actual card field contents will replace the field names and be
or Olhef pflnted hand’es [0 resize clipped by lh_e rectangle o the final print out. Use the_ left mouse:
ObjECt the Ce” button to cleik and drag the 4 comer black areas to size the rectangle
Step 3: Set up contents - Address Label ' Shaw Hints Autematically e %
Save A
rEﬂlﬂtaﬁun} fFirst }‘Yame} ﬁ.ast Name} _n
{Address 1} ﬂ . ) ) ) )
UAddress 33 " e e Click Hint to see the first panel of Hints, which
{Cityd, (Siare} [Zip) _ walks you through the process of creating the
A ountry) & - Click to add Content
Card Fields
1ex | TT— Click each button to add cardfile fields, text,
Srophi graphics, or a stamp.
Stamp
Right click an element, or click it and then click
Mudiy Selzcter=——here, to change its properties.
___Zom 3 Click here to change magnification.
¥ Show Grid W Snap ToGrid Width x Height:  3.98in = 1.31in

3 Each element, such as a group of fields, or a graphic image, is

contained in a “cell” that can be sized and moved within the wor
space. In the figure above, the cell containing address informati
occupies the entire label area.

When you click a cell, “handles” appear in each corner that you
can drag to resize it. To move the cell, drag it to the location yoL
want.

To change font, alignment, and colors, or to edit the contents of 1
cell, right-click it.

When done, click Save As to save your changes. Type a new ne
if you want to create a new contents design.
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Since contents design definitions are saved with each cardfile, the
changes you make only apply to this cardfile’s contents designs.

The content can consist of the following types of text:

0 Card field text (like a person’s name or address, that prints a
different card’s information on each new label)

O Unchanging text (like the word “Greetings!” that prints on each
label, or your return address for an envelope)

Card fields

The Card Fields button lets you insert fields from the cardfile, to be
filled in with data from the card or cards you select.

Edit Label Text
Card Fields: Select or type contents:
Double click each field to add it, ——feahidlin S (e SHIP T0: You can
or.. Last Name Field: {Salutation} {First Name} {Last Name} include text
. , . . /Pnsiti e §Position ' , with the
Click a field and click Fields >>. e Compary} {DeplMail Slop fields.
Be sure to [ype a space or Address 2
i City Inzert:
punctuation where needed, or use Stite
these buttons. —_| Hew Line
Office Extension Space
Home Phone
?Llimale Phane Comma
Soouse =

Chapter 9

This dialog box makes it convenient to insert fields in label, althoug

you can type the field names yourself, either here or in the Text dia
box discussed next.

Text elements

Use the Text button when you have a lot of unchanging text that pri
on every item, such as your return address on an envelope.

Edit text [text. return addiess. etc)
Edit
Hello! My Mame |5

———— Type your text here.




TIP

You can add multiple text
elements with unique fonts,
colors and alignment.

Type whatever text you want the text element to consist of. Any te;
you type is repeated on each label.

When you're finished, click OK. A new text element appears. By
right-clicking the text element you can change the font, color, and
alignment, change the text, and delete the element.

Stamp elements

A number of ready-made phrases such as “1st Class,” “Urgent,” al
“Confidential” are available astampsClick the Stamp button, select
the phrase you want, and a hew text element containing that text
appears. By right-clicking a Stamp element you can change its
message and font, rotate it, or delete it.

Graphic elements

Clicking the Graphic button displays four choices:

0 Bitmap lets you choose a .BMP file to import.

0 Frame creates a rectangle.

0 Round Framecreates a rectangle with rounded corners.

0 Line gives you the choice of creating a horizontal or vertical line

Right click the graphic element to see a menu of its properties you
can change.

Step Four: Select The options let you specify quantity to print and other settings. Tw

printing options

repeat options are available: Repeat Entire Set prints the entire se
once and then starts over, for the number of times you specify. Ref
Each Card prints each card for the number of times specified befo
going on to print the next card.

Printing



The additional choices available with the More Options button are

shown below.

More options

i~ Qrientation

i Other Option:
[¥ Skip Blank Lines
[~ Skip Blank Cards

[~ AddPage Humbers
I~ Index Tabs
I~ Separate Index Tabs

Print [ndex Field: |5 alutation

i |
Start Print Position
’VEDWZ 1 x| Column: |1 'I

Choose Portrait (vertical) or Landscape (horizontal)
page orientation.

Check boxes for printing options you want.

Select the field used to determine the printing
order. For example, to print cards in Last Name
order, choose the Last Name field here.

Calendar vou can print appointments, calls, and tasks from your calendar in
printing variety of formats. Sidekick can print the daily, weekly, monthly, an
yearly calendars in its own format using preprinted or standard paj

In addition, Sidekick can print to the paper forms of several popula

organizers:

0 Day-Timers daily organizer forms

0 Franklin Planner daily organizer forms

0 Day Runner dated or undated daily, weekly, and monthly forms
0 Filofax weekly and monthly formats

Printing in the Using the Sidekick format, you can print on any size paper or
Sidekick dai|y personal organizer. You can use special preprinted paper or you ¢
format create your own organizer using standard paper.
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Click to change margins

Choose the type of paper you're
printing to.

1 Choose File|Print|Print Sidekick Format from the Daily view of th
Calendar. The Print Sidekick Format dialog box appears.

Print Sidekick Format
From Ta:
B e E-| 5t eszavas -l
5t Cancel
" Single Column " Double Columns
 Tiiple Columns " Organizer rewiew +——— Click to preview the printed pages.
i~ Contents In Column:
First: Second: Third:
Appointments j IEaIIs j ITU Do j Help |

N
Paper Type: DayRunner Entrep 038-G -I Edit | Qntimm:'—

Click to display the options below.

i~ Optior

7 Includs MinCalerder ¥ Skip Empty Click to change the fonts used in the
™ Include Regarding ™ TextWwiap M_ calendar.
Debipl: ey i see._{——— Click to change your Windows print

settings.

2 Change the dates in the From and To boxes if you want to print
series of days. The default date is whatever day you had selecte
the Calendar.

3 In the Style group, choose the number of columns per page thal
you want to print.

4 Choose the type of activity you want to appear in each column
from the drop-down lists in the Contents In Columns group. If yc
pick the same activity for more than one column, text flows
continuously from the bottom of one column to the top of the ne:

5 Select the paper type that corresponds to the paper you're print
to. Sidekick can print to a number of popular laser forms by Day
Runner, Day-Timers, and Franklin. If you need to change any o
the settings, click the Edit button. The Paper Setup dialog box
appears.

Edit, add, or delete paper types in this dialog box. You can print t
Sidekick Format to almost any size of blank organizer paper by
adjusting the margins accordingly. When you're done, click
Change, and then click Close to return to the Print Sidekick Forn
dialog box.

6 Click the Options button to expand the dialog box and choose frc
the following options for your printout.

0 Include Mini-Calendar. Prints current month calendar at the
top of the page. The previous and next month calendar grids
also printed, when space allows.

Printing



Printing in the
Sidekick glance
formats

Chapter 9

O Include Regarding. Prints any Regarding notes attached to
activities.

0 Include Completed Items.Prints all entries from the selected
lists, including those checked-off as completed.

0 Skip Empty. Prints only those lines from the Appointments,
Calls, To Do, or Goals list containing data; all blank lines
between entries are omitted.

0 Text Wrap. Prints the entire description of an activity (up to
500 characters). If necessary, the text wraps to additional line

0 One PageTruncates the schedule and prints only what can fi
on a single page. Changing the start and end times or time
increments for the Appointments list on the daily schedule or
choosing Skip Empty can help shorten the printed material.

NOTE Be prepared to experiment with the settings to achieve the results
you need for your paper.

7 If you want, you can change the print fonts for the calendar by
clicking the Font button, available when the Options button is
clicked. You can choose a different font for each part of the
calendar.

8 Choose OK to print the calendar.

The activities print just as they appear in the Daily view of the
calendar. Their descriptions, time increments, durations of
appointments, alarms, and other displayed information are all print

In addition to the Daily view formats, Sidekick can print in several
different glance calendar formats, including one-, two-, and six-wee
monthly and yearly calendars.

When printing in weekly, monthly, and yearly formats, the
information printed is determined by the display setup for that view
Choose Tools|Preferences and click the Calendar button. Choose
Weekly Setup, Monthly Setup, or Yearly Setup to customize the
printed information.

1 Switch to the glance view that you want to print.
2 Choose File|Print and select the format you want.

3 Choose the date range you want to print. The default is the date
range currently displayed in that view.



Printing to Day-
Timers and
Franklin forms

Printing to Day
Runner and
Filofax forms

4 Set any other options you want to print, including a title, footnote
mini-calendar, today's date, or graphic images (black and white
PCX files).

5 Change the fonts for the calendar by clicking the Fonts button. Y
can choose a different font for each part of the calendar.

6 Choose Setup to change the orientation or the page size for the
printer. Adjust the margin settings as necessary.

7 Choose OK to print the calendar.

Sidekick can print directly to pages from the Day-Timers and
Franklin Planner personal organizer notebooks. The pages from tt
notebook must be fed through the printer.

1 From the Daily view of the Calendar, choose File|Print and then
Print Day-Timers Format or Print Franklin Format from the
cascading menu.

2 Select a Day-Timers or Franklin format from those listed in the
Print dialog box.

3 Experiment with the margin settings if the printed text doesn’t
match the lines on the page. (You can print a test draft on a blal
sheet of paper and compare the output to the Day-Timers or
Franklin sheet to make sure that the text and lines match.)

4 If you want, you can change the font by clicking the Font button.
point size of 8 or 9 works best with the available space.

5 Choose the range of days to print, and choose OK.

Sidekick prints on the forms as though they are being center-fed ir
the printer. If your printer does not feed smaller (less than 8.5 x 11
sizes of paper centered, adjust the margin settings to accommoda
your printer. You can use negative numbers in the margin settings,
necessary.

Sidekick can print directly to pages from the Day Runner and Filof:
personal organizer notebooks. Both dated and undated versions G
variety of Day Runner forms can be used. The pages from the
notebook must be fed through the printer

1 Switch to the view that you want to print, and choose File|Print a
then Print Day Runner Format or Print Filofax Format. The Print
Day Runner or Print Filofax dialog box appears.

Printing



2 Select a format from the Format list, and choose either Dated or
Non-dated for Day Runner, depending on the paper you're printint
to.

3 Adjust the page origin settings if the printed text doesn’t match tl
lines on the page. (You can print a test draft to a blank sheet of
paper and compare the output to the Day Runner or Filofax shee
make sure that the text and lines match.)

4 Change the fonts for the calendar by clicking the Fonts button. Y
can choose a different font for each part of the form.

5 Choose the date range you want to print. The default is the ranc
currently displayed in that view.

6 When ready, choose OK to print the calendar.

When printing to weekly and monthly forms, the information printe
is determined by the display setup for that view. Choose Tools|
Preferences and click the Calendar button to set up the Weekly or
Monthly views.

Printing INn the  Youcan print a single document, all of the documents filed in speci
Write view folders, selected documents, marked documents, or found docume
listed in the Found window.

To print your documents
Choose File|Print from the Write view, or click the Print button on tf
Write Toolbar. The Print Documents dialog box appears.

Print Documents

Select WhICh dOCUfnen[S t;) —%hal ta Print ” §Eletcl Folder [ 1 Ifyou Choose A” documentsy Select the
print: o nf | [Busiess ates . || folders here, or click All Folders.

 Selected Dozuments

Company reparts
Project specs
Reviews

Recipes review 1 Cllick to preview the printed results.

) Fourd Docurments

~ Check Include Subject to (f: erked Docurerts
print the subject line with the A B
documents. TV Includs Subject = All Folders

How to Print

SpeCIlj/ COHtanOUS pr/nt/ng 0(—':(-‘ Contirwous € Each Document on Separate Pz
starting each document on a
new page.

Help

When all settings have been made, choose OK to print the docume

Printing To print a completed expense report
expense reportSChoose File|Print in the Expense view.
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Sidekick prints your expense report, including details for the busine
meals, entertainment, and miscellaneous expense types. The prin
report even includes spaces for authorized signatures.

Printing
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An X marks time that is busy.

Reports

Reports present information from your Cardfile or Calendar,

compl ete with titles and headers, in aform you can easily review or
print. You can generate areport on cards or contacts, search for
available free timein your appointments schedule, or summarize
activities, phone calls, or time spent on tasks.

+ Sidekick - [Untitled)
File Edit “iew Layout Toaols Help

12:00p| 1:00p
X

Y Honday
Tuesday X pid
Tk - e

77695 Thursday

747795 Friday I

7-8-95 Saturday

77995 Sunday

7-10-9 Honday

7/11/9 Tuesday | X

77129 Wednesday

771379 Thursday

7/14-9 Friday

771579 Saturday

The free time report above displays times in one-half hour
increments. Blank cells are unscheduled time slots. A cell with an X
has an appointment scheduled for that time. Other reports are similar
to the one above, with information organized in rows and columns.

The Report menu is the same whether you are in the Cardfile,
Calendar, or Write. Itsfirst five commands create reports of the
following types:

0 Cardfile report
0 Calendar report

Reports



Cardfile report

Contact Log
report
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0 Free appointment time report
0 ToDo report
0 Contact log report

Creating these reports is explained in the following sections. Once
you create a report, you can view or print it, or change its formattir
(see “Formatting reports” on page }2WUse File|Save if you want to
save a report.

The Report menu contains two more commands: Open Report op:
any previously saved report; Go To Current Report returns you to t
current report if you're in another view of Sidekick. Other options
appear on the Layout menu while you are viewing a report.

NOTE Be sure to save your latest changes before you create a report.
The card report lets you summarize information from the open
cardfile in a tabular format.

To create a cardfile report
Choose Report|Cardfile.

Card Report
i Beport an
© alCads € Indes Range — 1 Choose the cards to report on: all, marked,
Cltfekedards Eom I selected, or a specific range.
) Gelected Cards % p g
LCardfile Fields: Fepoart Columnz:
Zip 3 [First Mame 2]
Country - = |Last Name . . . .
i ] | |Eompary —2 Select cardfile fields to include in the
Office Extansan Dffice Phane . .
pome Prove | "y report using the >> or All buttons. The field
einale o H
STl A | e s e renonascotm

The cardfile report is generated with fields arranged in columns ar
cards arranged in rowSee‘Formatting reports” on page 1Zar
information on customizing your report.

The Contact Log report is a history of all the contacts you made wi
specific people during a specified time period.

This is particularly useful if the contact log for each card contains
information that has been recorded there using the Stamp To Carc
feature found throughout Sidekick. A Contact Log can contain



records of conversations, correspondence, and other important

details.

To create a Contact Log report
Choose Report|Contact Log.

FErom: Tao
1 Set the date range to report on. ——frw s ] [ s P o]
2 Check the categories of logged Categori
entries to include in the report. i) A e e e |
~Beport On
As you select one or more of the @ Al Cards € Indes: Range 3 Select the cards to report on
categories, names for their attributes “: galrked dcéldz lFm— — from the Cardfile.
I i elected Cards .
appear in the Report Columns list. 4 Select the field names from the
Cardfile Fields: Report Columns: fl h . l
Salutation First Name Card 1 e t at you Want to Inci Ude
Fis! Hame j Last Name as additional columns in the
Last__Name A\I ) Company .
Postion  —— |l report. To remove an attribute
Dept/Mail Stop <_A”| gaattsegury gr fIIS/dlnamelffom thedRepOI‘t
Address 1 o |ITme Help ields list, select it and press
the Delete button.

Se€'Formatting reports” on page 12ar information on customizing

your report.

Free time report A free time report searches the appointments schedule in the opet
calendar for unscheduled time slots. If you have a busy schedule f
the weeks ahead, this is a quick way to determine when you have t
available for last minute appointments.

1 Set the date range to search on ———P=era

the Appointments list. One day
is the minimum.

To generate a free time report
Choose Report|Free Time. The Free Time Report dialog box appe:s

Free Time Report

Erom:

Time rang

2 Setthe time range for the number of hours each

From:

[Tue B20/5 [

[11:00 4M

EL

To
623/ [

IFH

To
[11:00 4M

EL

Time [heremen

((‘ 1B minutes 1+

" Hour

o]

Cancel

| e |

day to be searched, for example, From: 8:00
AM, To: 5:00 PM.

—— 3 Select the time increments to display the report
results, either 15 minute, half hour, or hour
intervals.

The scheduled times are marked with an X, while unscheduled tirr
are left blankSee“Formatting reports” on page 1Zar information
on customizing your report.

ToDo List report For a report on ToDos and Goals, you can create a ToDo List repc

Reports



Set the date range in the Calendar to

To create a ToDo List report
Choose Report|ToDo. The ToDo List Report dialog box appears.

Detailed Task Report

include in the report. One day is the ——gem——Fru /55 B [ EoPeten Check the appropriate
minimum range. 1o i s B L’ oDy I e T boxes to include only the
Type a string of characters in the Text ——tessesmt  Repotonal | | ToDos, only the Goals list,

To Find box to limit your report to
items related to a specific person or
key word.

Calendar report
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or both.

i~ \With due date by n Enter date by n

Fran Thu E/1/35 E : Fram: Tue 6/20/95 E :

To: Fri  6/30/95 E: T Tue 6/20/95 E: Select the dates and
LCategary Assign: Priorities: Inchude — propenles to Inc/ude
[More] [None] A1 1B1 |01 [ Time used
Business &2 |B2 |C2
endors a3 B3 |C3 ™ Completed
Personal A4 1B4 ICA

&5 |BE |CH ™ Regarding

A6 |BE |CE
™ Al categories ™ Al agsigns r EA_II DHUII[IESE ™ Moprigities ||
Cancel | Help |

Se€'Formatting reports” on page 12ar information on customizing
your report.

A calendar report summarizes information from activities in the ope
calendar. You can choose to report on appointments, calls, ToDo i
and Goals list items, multi-day events, or special days and set the
level of detail for the report.

You can quickly generate

0 A weekly ToDo list, sorted by due date or priority
0 A list of everything on your agenda, including appointments, call
and goals

0 A list of special days and multi-day events scheduled for the ne:
few months

O A report on any important name or a key word in the Calendar



To create a Calendar report
Choose Report|Calendar. The Calendar Report dialog box appear

Set the calendar date range to Calendar Report [x]
include in the report. One day is From [T G206 [E]e] [-Appoiniment deta
the minimum range. P [foe o2 o] [ Alm [ Unconimed
Type a string of characters in the ———rermma—| Call deta Select from additional
Text To Find box to limit your Boton——— MU T cages options for each part of the
report to items related to a W dppeintments 2 Calls " T | calendar to adjust the level of
Specjﬁc person or key word. :: Mult-day events 'IZ To Daitems I Py [ ErierDats getall fOfyOQ; rgfon‘. Optlons
L Special Days Goals List ecome avalilaple as you
Select the types of activities from = Ep - I DusDate [ Time Used make selections in thg
he calendar to include in the el Optorsce | | T Ceteao T asian
f p B ezt 0! Report On group.
repo : oK I Cancel | Help I r A”CI“ —_
Click to see the options on the
right side of this dialog box.
Formattlng Once you create a report, Sidekick displays it for viewing or
reports formatting. There are several options available for you to customiz

Updating report
data

Adding a title

the report format. When viewing a report, you can save it, print it,
open a new one.

If you update your calendar or cardfiles after you generate a repor
you can also update your report.

To update a report
Go to the report, if necessary, by choosing Report|Go To Current
Report. Then choose Layouts|Update Current.

Before printing the report, you might want to add a title and subtitle
that identify the report contents. The report title is centered at the t
of the page and the subtitles are left-aligned just above the columr
headers.

To add a title to your report
1 Choose Layout|Header.
2 Enter a title of up to 90 characters for the report.

3 You can also add three lines of subtitles (up to 296 characters to
to the report.

4 When done, choose OK to insert the title and subtitles in the rep
above the column headers.

Reports



Adjusting column
widths

Deleting columns
or rows

Moving columns

Hiding column
and row titles

Changing fonts

Chapter 10

To adjust the column widths in a report
Choose Layout|Change Column Width.

Choose Fixed Width to change the width of
all columns to the setting in the width box.

i Choose Fitted Width to change the width of
= |~ each column to the length of its longest entry.
Cance, This adjustment might extend the width of the

Chgice
: Fited vidh 1 report across several pages.
Fired width «
o el To specify an exact column width for the
— selected field, choose Assign Width, adjust
o) T wienen _ e | the size in the Width box, and choose

Change.

Check the Wrap Text option to have
information in cells wrap to multiple lines.

Change Column Width

When done, choose OK to apply the changes for column widths to
report.

You can also resize the columns individually using the mouse.
Pasition the pointer over the border between the headers. When tt
pointer changes to a double-headed arrow, press and hold the mo
button and drag the line to the right or left.

To delete unwanted columns or rows from a report
1 Select an entire column or row by clicking its column header or
row number.

2 Choose Edit|Delete Highlighted Column/Row.

Only complete columns or rows can be deleted.

CAUTION There is no undo option available after deleting columns or
rows. However, you can easily re-create or update the report to include the
original information.

To change the order of columns
Select a column by clicking its title. Then drag the column to anoth
location in the report and drop it.

To hide the column or row titles
Choose Layouts|Hide Column Title or Layouts|Hide Row Title.

If you decide to show them again, choose the same commands.

The title, subtitles, column titles, and report contents can each be
displayed and printed with different fonts.



Saving and

applying report
styles

To change the font
1 Right-click the report or choose Layout|Font to display the Font
dialog box.

2 Select the font, style, and point size you want for each element
the report, and choose Apply. Choose

3 OK when done.

The font settings are saved with the report.

To save time setting up headers and fonts for each report, you car
create a report with all the appropriate settings, then save its style
file for later use. The font settings and headers saved can be usec
any subsequent report that you create. You might want to save sev

different styles to use with the various reports you need to generat
and print.

To create a report style

1 Create a new report, following the steps outlined earlier in this
chapter, or open an existing report.

2 Save the style by choosing Layout|Save Report Style. The Save
Report Style dialog box appears.

3 Type a name for the style. Sidekick automatically adds .TPT as
extension for the style file. The report contents are not saved in
style file.

4 Choose OK.

After you save a style, it can be applied to any other report to char
the font settings, title, and subtitles.

To apply a saved report style
1 Choose Layout|Choose Report Style.
2 Select the style file (TPT) and choose Open.

The fonts and header from the saved style are applied to the repol

Reports
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11
Back Up and Restore

When you want to take Sidekick on the road, or if you just need a
backup copy of your data, Sidekick’s Back Up and Restore lets you
copy the files you need from one location to another.

For example, if you're bringing your laptop computer with you to a
conference, you'll probably want Sidekick on that machine to access
all the important schedul e and other information from your desktop
computer at your office. And after the conference, you can transfer
the files you' ve worked on back to your office computer, so you have
access to all the new contacts you’' ve met and appointments you've
schedul ed.

In fact, you can use Back Up and Restore to copy any files, not just
Sidekick files, anywhere. Using Back Up and Restore, you can copy
filesto alaptop to take home for the night, or to afile server to hand
off to acolleague, or to afloppy disk to have a backup version of your
data.

What it does Back Up and Restore is asimple, yet powerful, feature. You choose
what files you want to copy or back up, and choose the location to
copy them all to. To copy files onto a second computer simply back
up thefilesonto afloppy disk, and use the second computer’s copy of
Sidekick to restore those files onto that machine. (Y ou must have a
copy of Sidekick, or at least the Back Up and Restore utility, installed
on each computer.) Sidekick automatically putsall thefilesinto a
directory structure identical to where they came from.

Later, when you're ready to bring those files back to their original
directories, Sidekick again puts them back in the proper locations.
Also, after the first time you use Back Up and Restore, Sidekick
remembers which files you backed up or restored most recently, and
displays them as the default files for backing up or restoring.

Back Up and Restore



Backing up

Choose the files to back up here.

Then click the Add arrow (> ) to
add them to the backup list.

Click to change directory of files to
back up.

Chapter 11

You can run Back Up and Restore from within Sidekick, or as a
separate stand-alone application in your Sidekick program group.

NOTE You can't restore data while Sidekick is running, since doing so
might corrupt data files. Exit Sidekick before attempting to restore.

Although Back Up and Restore can back up open files, it will only
back up the last-saved version of these files. Once you open the B
Up And Restore dialog box, you're prompted to save your open file
before continuing.

To back up files
1 Save your open files.

2 Choose Tools|Back Up And Restore Files. At the opening dialog
box, choose Back Up and click Next.

Back Up and Restore

Do pou want to Back Up or Restore 7

Click button to specify Back Up.

& Back Up

" Restore

Check the box if you want to be
— prompted before Sidekick
2 EheripEe s overwrites an existing file.

Mext 5 I Cancel | Help |

3 Choose the files to back up in the Back Up dialog box.

Back Up

Source Files Backup List

— The files you choose for backing up
appear here.

chskw3Shuserdatah ah

Change Source Directory ‘ Change Destination Directory ﬁ—— C/ICk tO Change [he des[’natlon
directory.

<< Previous Begin | Cancel Help |




Restoring

Files you can restore appear here.

If necessary, change the source

4 After you've selected all the files you want to back up and
specified the directory to back them up to, click Begin. Sidekick
backs up the files you specified.

If you're backing up to a floppy disk, you might run out of disk spac
for all your files. If this happens, Sidekick copies your files across
multiple disks, prompting you to insert as many as needed.

To place backed-up files onto your second computer, or restore

files to your primary one

1 Choose Tools|Back Up And Restore Files. At the opening dialog
box, choose Restore and click Next.

Files To Restore; Restore List:

——T— Move files to this list to restore them.

Click to reset the Restore file list to use
the most recent backup information.

ak ‘ | c:hshw3Bhtahuserdatal, |

dlfeCl’OI’y fOf yOUf fl/eS ThIS IS =T Change Source Directory | Change Destination Directary —|—— If necessaryl Change the destlnatlon

where you backed them up to.

Sidekick’s files

Write files

directory for selected files (you can
select multiple files and change all at
once).

Notice that each file to be restored already indicates its own
destination directory. You can change the destination directory
before you add files to the Restore list.

2 When ready, click Begin. If you are restoring from multiple disks
Sidekick prompts you to insert them in the correct order. If some
the files that should be restored are missing, Sidekick notifies yc

This manual refers to a “Write file” or “calendar file” as a single file
but each of these is actually composed of several files. When you
create new calendar files or Write files, Sidekick creates and
maintains these extra files automatically.

A Write file is made up of *.SKWrite, *.SKContent, and

* . SKNoteHeader. The asterisk represents the name you give the fi
when you save it from the Write view. A fourth file with the extensiol
.SKTmpContent is a temporary file that exists only as long as that
Write file is open. Back Up and Restore does not back it up. Write

Back Up and Restore



Calendar files

Cardfiles

Report files
Expense files

Back Up and
Restore files

Chapter 11

files are listed without an extension in Sidekick, so they appear as «
file.

Your “calendar file” is actually up to eight files in the
XXXX??2??.SKW format, wher¥XXXstands for your name or
initials. When saving, opening, backing up, or restoring calendar
files, Sidekick listsXXXXas the name of the calendar. T¥@?part
of the file name stands for the type of calendar file, as listed here:

Calendar file Contains

XXXXEVEN.SKW Appointments

XXXXCALL.SKW Calls

XXXXTASK.SKW ToDos

XXXXMAST.SKW Goals

XXXXRECR.SKW Recurring activities

XXXXINIT.SKW Calendar settings (includes print settings)
XXXXCSCA.SKW Personal list definitions
XXXXDATA.SKW Special days and multi-day events

Unlike calendars and Write documents, cardfiles are single files. A
cardfile is saved with the name you give it and the extension
.SKCard. Cardfiles are listed without their extensions in Back Up a
Restore.

Like cardfiles, report files are single files. A report is saved with the
name you give it and the extension .RPT.

Expense files are listed under [Others] They have the extension
.SKEXxpense.

When Back Up and Restore copies files, it creates and places a .L
file alongside the copied files. This file allows Back Up and Restor
to keep track of the files that have been backed up or restored. Ba
Up and Restore creates and accesses this file automatically, so yc
don’t need to worry about copying or updating it.



Symbols

I (Callslist) 31
A

abbreviations (call status) 31
activities See appointments
Add Cards command 52
Add Cards dialog box 52
Add Document button
(Toolbar) 72
Add Document command 73
Add new cards button
(Toolbar) 48
Add New Daily Activity dialog
box 42
Add new event button
(Toolbar) 14,24
Add Receipt button (Expense
view) 90
adding
applications to LaunchBar 18
bullets to documents 75
dictionaries 79
documents 73
iconsto Toolbars 14
receipts 90
separatorsto Toolbars 15
tab stops 77
users 2
address book pages
printing 104-109
selecting pages 106
setting margins 106
address books 75
See also Calendar
importing 55
addressing letters 85
Adjust System Time option 95
adjusting print margins 106
Alarm option 27
alarms 27,36
special occasions 42

turning off 27
alignment (documents) 74
Alignment button (Toolbar) 72
Almanac 34

See also Calendar
annotating phone calls 100, 102
Any Field condition 63
applications, running 18-??
applying report styles 123
Appointment dialog box 26-28
appointment icons 25
appointments 24-28

creating new 15, 25, 27

editing descriptions 25

logging 28

overlapping 24

reconciling 46

recurring 28, 32-34

rescheduling 25, 34

setting dlarms 27, 36

setting attributes 26-28

specifying time intervals 27

unconfirmed 27

viewing scheduled 26
Appointmentslist (Calendar) 24—

28

List view 26

Timeview 26
Appointments With Duration

option 41

Ascending option 38
ascending sort order 38
Assign option 29, 38
Assign Width option 122
assigning passwords 21
attributes

See also preferences

Appointments list 26-28

Callslist 31

Goalslist 37

ToDo list 29-30
automatic sorting 37

| ndex

B

Back Up And Restore Files
command 126, 127
Back Up and Restore utility 125-
128
backing up files 126
copying files 128
restoring files 127
caution 126
running 126
Back Up command 126
Back Up dialog box 126
backing up files 126
bell icons 27
Between (range) operator 62
binary objects, importing 68
binders 106
Bitmap option 109
blank appointments 25, 27
blank cells (reports) 117
Blank indexes first/last option 38
Bold button (Toolbar) 72
Browse Cities button
(EarthTime) 96
budgeting expenses 89
bulk mailings 85
Bullet command 75
bulleted lists 75
bulletin boards 6
button bars See Toolbars
buttons (Toolbar) 12,15
identifying 6

C

Calculator 17

See also Expense view

functions, setting 17
Calculator button (Toolbar) 24,48
Calculator command 17
Calendar

appointments

entering 15, 24-28

I ndex



reconciling 46
rescheduling25, 34
specifying time interval®7
Calls list 30-32
setting attributess1
customizing20, 35-36
Daily view 35-36
deleting activities45
files 128
generating report§20-121
free time 119
glance views42, 112-113
Monthly view 3941
adding items42
setting preferences0
multi-day eventsi3-44
multiple files 45
merging 46
new featurest
opening23, 45
Personal List Setup8-39
printing 110-114
Daily views 110-112
glance views112-113
saving 45
searching44
special occasiond2-43
ToDo list 28-30
completed items37
editing items29
entering items28-29, 30
prioritizing items 29
recurring items32
setting attribute29-30
sorting items37-38
automatically37
Toolbar 24
Viewport SeeViewport
Weekly view 3941
adding items42
setting preference40
Calendar command3
Calendar iconl3, 23
Calendar Report commari®21
Calendar Report dialog boi1
Call command9s, 102
Call dialog box31
Call icon 30
call status code88

Call Status optior81, 38
Call Waiting option101
calling cards101
Calls list (CalendarB0-32
entering itemsl5
setting attributess1
callsSeephone calls
Card Fields button (Print)08
card list (Cardfile)47
card logSeeContact Log
Cardfile
adding cardst9-52
maximum number of
fields 48
changing viewsb5
closing 49
Contact Manageb8-63
adding new contact§9
copying cardss3, 65
creating new files3
customizing20
default valuess1
defining
fields 51
indexes53
deleting
cards58
fields, caution51
documents an@5-87
duplicating cards58, 63
entering numbers3
exporting datab7, 69-70
extracting card$3-64
specifying conditions4
generating report§18
hiding field names5
importing address books5
importing data67-69
Look For box60
marking cards>7
maximum entriesv7
merging files15, 66-67
moving cards65-66
moving through54
new features
opening47, 49
parts described7-49
Phone Dialer an®9
printing cards103-110

choosing specific field408
multiple copies109
searching58, 60-63
conditional operator$?2
for specific conditions1-
63
selecting card$4, 57
to print 105
setting fonts55
sorting cardsb3
dates andb4
templates56
defined 49
for printing 104, 105
setting up105-106
Toolbar 48
Viewport SeeViewport
Cardfile commandt7
Cardfile icon13
Cardfile Report command18
cardfiles 128
Cards list (Viewport)36
Cards Per Page optiol03-104
case-sensitive searchgs
cash advancé0
cataloging informatiorsee
Cardfile
Category optior29, 38
cells, blank, in reportd17
Change City commané4
Change Column Width
command122
changing
appointment25
column widths in reportd22
dates35
document marging6
EarthTime clocks94-95
EarthTime location®4
field names in cardfile$1
folders 80
phone number99
print settings110-112
for templates105
margins 106
Toolbar buttonsl5
Check as Complete commag8
checking spellings9



Choose as Home Clock
command9o5
Choose as Local Clock
commandob
Choose contents to print
option 106
Choose printing style template
option 105
Choose Report Style
command123
choosing
cards54, 57
to print 105
documents81
clock SeeEarthTime; time
Clock Settings commanéé
Clock Settings dialog bo%6
Close Cardfiles commando
Close Current CardFile
command49
Close option27
Color button (Toolbary2
color options20
EarthTime 96
columns (reports)i22
deleting 122
Combine Write Files
commands88
comma-delimited text file$7
communications requiremeng
comparing time differences6
Completed Items optiod1
Condition commandb1
conditional searche61-63
specifying operator$2
configuration options
See als@references
EarthTime 96
Phone Dialer97-98, 100-101
modems101
constant text (definedj4
Contact Log (Viewport)36, 64—
65
generating report§18-119
Phone Dialer and 00
printing 103
Contact Log Report
command119

Contact Manager (Cardfilej8—
63
adding new contact§9
Contact Manager button
(Toolbar) 24, 48,72
Contact Manager commari
Contact Manager dialog bas9
contacting Starfiste
Copy button (Toolbarp4, 48
copying
See alsalrag and drop
cards 63, 65
files 125,128
correspondencé?2, 71
addressing85
counting words in documenf®
cover page3
cover pages (faxes)6
CRD files 67, 69
Create A Letter dialog bog4
Create Merge Template
command85
current cardd?, 64, 65
current view 12
customer assistanage
customizing
See als@references
LaunchBar18
Sidekick 20
Toolbars 14-15
CustomToolbar Setup
command15
Cut button (Toolbarp4, 48

D

daily calendar, printingl10-112
Daily command29, 31
Daily Entry command42
Daily Info button (Toolbar)24
daily remindersl13, 17

sorting 17
Daily Setup dialog box6
Daily view (Calendar35-36
data

backing up126

restoring 127

caution 126

Date range optiory8
Date Stamp commanéb

date stamp%b5, 100
dates
See alscCalendar
alarms for speciall2
Appointment list and
copying 28
specifying 27
changing35
documents an@®5
searching44
Write view 78
sorting in Cardfilesb4
ToDo items and29
Day Of Year optiord1
Day Runner forms, printing13
Day-Timers forms, printingl13
dBASE files 67
default colors, restoring6
default phone numbers00
default views20
Define Cardfile Fields
command51, 52
Define Cardfile Fields dialog
box 51, 52
delegating taskg9
Delete Activities command5
Delete Activities dialog box5
Delete Cards commansB
Delete Documents commarg2
Delete Folder commang0
Delete Highlighted Column/Row
command122
Delete icon14, 82
Delete Match Fields button
(Cardfile) 66
deleting
applications from
LaunchBar18
Calendar activitiest5
cards58
columns in reportd 22
documents82
fields 51
folders 80
multi-day eventsi4
tab stops77
Toolbar buttonsl5
Descending optior38
descending sort ordei8

Index



Deskpad12
Deskpad icond 3-14
See alsdoolbar buttons
identifying 6
DesktopSeeDeskpad
Detail option40
detailed task report$19
Dial button (Phone Dialery9
Dial Using Calling Card
option 101
Dialing dialog box99
dialing phone number80, 97, 99
dialog boxes, help withb
dictionaries79
DIF files 67
disabling LaunchBai 8
disconnecting phone call)0
disks
backing up files to floppyi27
restoring files from floppyl27
displaying time difference85
Do Not Remove Cards optiofb
document files80-81, 127
documentation, printing
conventionsb
documenting phone calls0,
102
documents72-79
See alsdVrite view
deleting 82
editing 73-74
faxing 76
formatting 74-75
marking 81-82
merging 88
cards and85-87
moving 83
printing 114
replacing text78, 79
saving 81
searching77-78
selecting81
setting margin/6
sorting 82
spell checking79
word counts79
drag and dropl9-20
Due date optior29
duplex printing 106

132

Duplicate Card commanB8
duplicating cards$8, 63

E

EarthTime 93-96
changing cities94
displaying time difference85
resetting clock94-95
setting preferences6
viewing city information96
EarthTime icon13
Edit Folder Name commangD
Edit view button (Toolbar}8
editing
appointment25
Calls list 31
documents73-74
receipts90
ToDo items29
electronic mail (e-mailp5, 75
empty cells (reports)17
End Time option27
entering phone numbeg8-99,
100, 101
envelopesl04, 106
return addresse$08
Equal to operaton2
exclamation point (Calls list}1
Expense icor89
Expense view89-91
adding receipt90
cash advancé0
editing receipts90
finding receipts91
opening 89
Export Cardfile comman@9
Export dialog box69, 87
Export Documents commarty
exporting files67, 69-70
Extract By Text dialog bo»3
extracting card$3-64
specifying conditions4

F

Facts About The City
commando6

Fax command’é6

faxing documents’6

field names (Cardfile)
changing51
hiding 55
Field Selection dialog bos8, 70
fields (Cardfile)
adding 48, 51
default valuess1
deleting 51
entering numbers3
mapping 65
printing 108
reordering51
fields (Write) 84
files 127-128
backing up126
copying 125, 128
document80-81
exporting 67, 69-70, 87
importing 67-69, 87
address books5
log 128
restoring 127
caution 126
temporary127
Filofax forms, printing113
Find and Replace dialog bd38
Find button (Toolbar)l4, 24, 48,
72,77
Find command44
Find Condition dialog bo»1
Find dialog box44, 77
Find Next command1
Find Previous command1
Find Text dialog box1
First Day of Week optiont1
Fitted Width option122
Fixed Width option122
floating Toolbars15
floppy disks
backing up files to127
restoring files from127
Flyover helpSeeToolTips
folders (Write view)72,78, 79—
80
changing80
Folders to search optior8
Font button (Toolbary2
Font commandl 23
fonts 20, 112



Cardfile 55
documents74
reports122, 123
formatting
documents74-75
reports121-123
Found command’8
Frame option109
Franklin Planners forms,
printing 113
Free Time Report commant9
Free Time Report dialog bok19
Full-screen button (Toolbar}2,
74
function keys, assigning to
Calculator17

G

glance views42
See als@Calendar
printing 112-113
Go To Cardfile command9
Go To Current Report
command118
Go To Folder comman@&0
Go To Report button (Expense
view) 91
Go to today26
Goals list (Viewport)36, 40
completed items37
generating report§19
sorting 37-38
Goals List comman@®?7
GoTo option27
Graphic button (Print)l.09
graphics
importing 68, 69
printing 106, 109
Greater than operat@2
Greater than or Equal to

help 5-6

on tools 6
Help system5-6

opening5
Hide Column Title command?22
Hide Row Title command 22
hiding LaunchBar18
Hint button (Print) 107
Home City icon (EarthTimey5
Home Clock (EarthTimep4

icons 13-14
See alsdoolbar buttons
adding to Toolbard4
identifying 6
identifying Deskpad item#
Import Cardfile comman@8
Import dialog box68
Import Files command?
Import Files dialog box87
importing files 67-69
address books5
Include Completed Item
option 112
Include Mini-Calendar optiori11l
Include Regarding optioi12
incomplete task$6
index cards, printingl03, 104
See alscCardfile
index line (Cardfile)48
Indexed View button
(Toolbar) 72, 74
indexes (Cardfile)s3
indexes (Write view)74
Info button (Toolbar)14
Insert Card Fields dialog bo%5
installation 6, 7, 8-9
over previous version8
international time zoneg3

labels 104-109
page layoutl05
setting marginsl06
LaunchBar18-??
customizing18
LaunchBar command8
LaunchBar Setup commari8
launching applicationg8-??
Leading Icon optiond1
Less than operatas2
Less than or Equal to operat62
letters 12, 71
addressing85
Line option 109
List view (Calendar6
lists, formatting75
Local Clock (EarthTimep4, 95
log files 128
Log Notes button (Phone
Dialer) 100
logging
See alsdContact Log
appointment28
phone calls30-31, 100, 102
Look For box (Cardfile)60
Look For box (Write)77

M

operator62 inventoriesSeeCardfile
group mailings85 Italic button (Toolbar)72
H J
Hang Up Modem comman@00  justification (documentsy4
hardware requirements
Header command?21 L

headings for report321, 122, 123

labeling reportsi21, 122, 123

mailing labels104-109
page layoutl05
setting marginsl06
mailingsSeebulk mailings; letters
Mailmerge command6
mailmerges65, 86
managing finances9
mapping Cardfile field®5
margins
adjusting print106
documents76
Mark Current Card commangi
Mark Current Document
command§2
marking
cards57
documents81-82
Match Cardfile Fields dialog
box 65-66
Match Case optiornr’8

Index



Match Whole Words Only
option 78
memo fields, importings8
memory 7
memosSeedocuments
menu barl2
menus18
help with 5
Merge Card dialog bos6, 87
Merge Cardfile commandé
merge templates (Write§3
creating 84-85
multiple cards86
merging
card files 15, 66-67
documentss8
cards and85-87
Microsoft cardfile files67, 69
Microsoft Exchange address
books 55, 75
minicalendars35
printing 111
modems
See alsd@’hone Dialer
communications
requirements8
configuring 101
disconnectingl 00
Modify Cardfile Template dialog
box 56
Monthly Setup command12
Monthly view (Calendar39-41
adding items42
setting preference40
Monthly View Setup
command40
Move Documents commangB
Move Documents dialog bo&3
moving
See alsalrag and drop
activities to different listsl9
appointment icon25
cards65-66
documents83
tab stops77
ToDo items29
Toolbars 15
moving between viewd3, 15
moving through Cardfilés4

134

MS Exchange Cardfile
command55
Multi-day event button
(Toolbar) 14
Multi-Day Event commandt3
Multi-Day Event dialog box43
multi-day eventsi3-44
generating report320
multiple Calendarst5
merging 46
multiple cards57
merging with document87
multiple documents81-83

N

LaunchBar18

Phone Dialer98

reports 118

Viewport 16

Write view 71
operators (Calculator)7
operators (Cardfilepl

conditional searcheé2
Opposite Corners optioh06
optional hardware requiremerits
Options button (Print)l11
Outside of (range) operat@
overlapping appointment34

P

navigating the Cardfilé4

new appointmentd5, 25, 27
New button (Toolbarp4, 48
New Calendar commanéb
New Cardfile command0

new features3-5

New Folder command9

New Folder dialog box9

New Write File command0
Not Equal to operato62
notesSeeToDo lists; Write view
numbers, entering in cardfiles3

O

OLE objects, importingh9
On Condition comman@4
On Index Range commarsB
On Text command3
One Page optioi12
online help5-6
on tools 6
online information services
Open button (Toolbar}4, 48
Open Calendar commantb
Open Card File commandd
Open Report commantil 8
Open Write File commanéd1
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Acrobat Reader Tips

Use these buttons to view, search, or print the book. Choose Help | Acrobat Reader
Help for more information.

Shows or hides subtopics when Displays the next page.
- P clicked (when bookmgrks are e pag
showing).
i Displays the last page of the
0 Jumps to atopic when double- document.

=]

#| |

clicked (when bookmarks are
showing).

Closes the thumbnail/bookmark
area and displays only the page
view.

Drags the page in any direction.

Magnifies or reduces the page
view. Click the button, then click
within the document, or drag
out an area to enlarge.

EDF EE eEE & 2 EE

Displagls the previous page
viewed.

Steps forward from previous

=[G Displays bookmark area and pages viewed.
(= E page view.

Sets the page view to 100%.
-HE Displays thumbnails and pag ’
0= page view.

Displays the entire page within
the window.

Displays the full width of the
page within the window.

Searches for a word or

partial word.

HaripH Selects text so you can copy it

b to the Clipboard. . .
Prints a page or multiple pages
from the online manual. Specify

. . the page range in the dialog bo
4 Displays the first page of the thatpag earngP|1e defaijlt gll "
document. at app . , Al

prints the entire manual.

1 Displays the previous page.

Sidekick®95 User’s Guide Navigation

Red text designates hypertext links. All cross-references are hypertext linked.
Clicking a hypertext link jumps you to the page referred to by the red text.
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