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This legal document is an agreement between you, the end user, and Okna Corpora-
tion. BY USING THIS SOFTWARE YOU ARE AGREEING TO BECOME BOUND BY
THE TERMS OF THIS AGREEMENT, WHICH INCLUDES THE SOFTWARE LICENSE
AND SOFTWARE DISCLAIMER OF WARRANTY (collectively the “Agreement”).

THIS AGREEMENT CONSTITUTES THE COMPLETE AGREEMENT BETWEEN YOU
AND OKNA CORPORATION. IF YOU DO NOT AGREE TO THE TERMS OF THIS
AGREEMENT, DO NOT USE THIS SOFTWARE AND PROMPTLY RETURN THE
DISK(S) AND DOCUMENTATION TO THE PLACE OF PURCHASE FOR A FULL
REFUND.

In consideration of payment of the license fee, which is the part of the price you paid
for this program, Okna Corporation, as licensor, grants to you, the Licensee, a non-
exclusive right to use and display this copy of DeskTop Set program for Microsoft®
Windows™ (hereinafter “the Software”) on a single Computer (i.e., with a single
CENTRAL PROCESSING UNIT) at a single location. If the single computer on which
you use the Software is used by more than one person, the License covers all users
on that single system, but it does not cover multiuser or networked systems that
may be used by more than one person at a time. Licensor reserves all rights not
expressly granted to Licensee.

As the Licensee, you own the magnetic or other physical media on which the Soft-
ware is originally or subsequently recorded or fixed, but Licensor retains the owner-
ship of the Software recorded on the original disk copy(ies) and all subsequent copies
of the Software, regardless of the form or media in or on which the original and
other copies may exist.

This software and the accompanying written materials are copyrighted. Unautho-
rized copying of the Software, including the Software that has been modified,
merged, or included with other software, or the written materials is expressly for-
bidden. You may be held legally responsible for any copyright infringement that is
caused or encouraged by vour failure to abide by the terms of this LICENSE. Subject
to these restrictions, you may make a reasonable number of copies of the Software
solely for backup purposes.

As the Licensee, you may physically transfer the Software from one computer to
another provided that the Software is used on only one computer and by one person
at a time. You may not electronically transfer the Software from one computer to
another over an electronic media such as telephone lines, local and wide area net-
works, etc. You may not distribute copies of the Software or the accompanying
written materials to others. You may not modify, adapt, translate, reverse engineer,
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decompile, disassemble, or create derivative works based on the Software. You may
not modify, adapt, translate, or create derivative works based on the written materi-
als without the prior written consent of the Licensor.

Any transferee of the Software shall be bound by the terms and conditions of this
agreement.

This license is effective until terminated. This license will terminate automatically
without notice from the Licensor if you fail to comply with any provisions of this
License. Upon termination you shall destroy the written materials and all copies of
the Software, including modified copies, if any.

Okna Corporation warrants that the original disks are free from defects in material
and workmanship, assuming normal use, for a period of ninety (90) days from the
date of purchase. If any defect occurs during this period, you may return your
faulty disk to Okna along with a dated proof of purchase. Okna will replace it free of
charge. EXCEPT FOR THE ABOVE OKNA CORPORATION GRANTS NO WARRAN-
TIES, EXPRESS OR IMPLIED, BY STATUTE OR OTHERWISE, REGARDING THE DISKS
AND RELATED MATERIALS, THEIR FITNESS FOR ANY OTHER PURPOSE, THEIR
QUALITY, THEIR MERCHANTABILITY, OR OTHERWISE.

THE LIABILITY OF OKNA CORPORATION SHALL BE LIMITED TO THE AMOUNT
PAID BY THE CUSTOMER FOR THE PRODUCT. IN NO EVENT SHALL OKNA CORPO-
RATION BE LIABLE FOR ANY SPECIAL, CONSEQUENTIAL, OR OTHER DAMAGES
FOR BREACH OF WARRANTY.

This agreement is governed by the laws of the State of New Jersey.
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Chapter

Introduction

How Desktop Set Works For You

DeskTop Set has been developed with a single goal in mind: to allow you to become
more organized and productive. Its modular building blocks are integrated, and each
of them works well on its own. If you already use a scheduling program, you may
consider integrating just Address Book and Dialer into your system. If you use a
database to store names, addresses, and telephone numbers, you might add just the
Dialer and Calendar. If you are attached to one of the other organizational methods
shown below, DeskTop Set will work with that, too.

DeskTop Set is a professional tool— simple and elegant on the one hand, compre-
hensive on the other. As a professional tool, it gives you more with increased usage
and expertise. Here is why it is ready-to-use out of the box, yet sophisticated
enough to grow with you:

DeskTop Set installs easily and is immediately useful. You do not need extra train-
ing or professionals to set up forms, establish links to data, make connections, or
define field names before you are productive.

Everything you need to export, import, backup, or print professional-quality cal-
endars, notes, letters, envelopes, etc. is included. DeskTop Set is also willing to
work with your existing programs.
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File tabs let you switch between personal and business files, as well as local and
network, with one click.

DeskTop Set looks and works like the paper address books, calendars, and memo
pads you have been using for years. Anyone in your organization or family can
figure it out in minutes.

It is visually appealing but not distracting. It knows you have enough excitement
in your day so it doesn't dazzle you with busy colors and complexity.

You can turn window components on or off to fit any screen size. Display
everything on your 17” desktop monitor, but hide everything that isn’t neces-
sary on your small laptop.

DeskTop Set doesn't require specialized computer knowledge, so there aren’t
any computer concepts or lingo to learn. It works like you do; it knows where
you left off and where to return when you power up, exactly like your desk.

Consistent user interface throughout all programs accelerates the learning
process. It is inspired by Windows 95, so once you learn Windows vou can
use DeskTop Set.

Perform most tasks using drag-and-drop: assign Address Book entries to top-
ics, groups, and categories; schedule an appointment; create a speed-dial but-
ton, and more.

Menus are streamlined, allowing you to use the identical command to do the
same task in all applications.

DeskTop Set will run in Windows 3.1x, so you can still use it on your laptop
and older PC.

It finds names instantly as you type them. It dials with just a click and sets
appointments with just a few more clicks. You will never have to wait for the
Windows “hourglass” wait symbol, even if you don’t have a new Pentium.
This is great when hands are busy and time is short.

Information related to each person or company is stored in one comprehen-
sive Folder. Phone histories, pictures, directions, letters, and project files are all
available in one place.

It is easily customizable so you will be able to use it the way you want, not
the way we think you should.

It produces presentation-quality printouts and works with programs that
transfer information to hand-held organizers. This lets you take the informa-
tion with you when you are away from your computer.

DeskTop Set accomplishes a lot with minimal effort. You carry out most tasks
with just a few clicks. You rarely need to use a keyboard, because it schedules
meetings with the click of a mouse by using pre-configured templates. These
templates automatically insert appropriate information into selected descrip-
tions.

DeskTop Set Professional
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You can password protect files and hide your sensitive information from pry-
ing eyes.

DeskTop Set compresses and backs up all your information to a floppy in just
one click.

Like a good assistant, it helps you to stay in control and reach your goals. By
giving you the information you need when you need it, DeskTop Set will free
you up to work on more important tasks. For example, instead of worrying
what you need to bring to a meeting and when to arrive, yvou can concentrate
on preparing your presentation.

Desktop Set Helps You Work With Others

The term Personal Information Manager is a misnomer. Today, few people work
alone:

Families need to know when to pick up their children or where to send holiday
cards.

Business executives must communicate with each other and their assistants to
make sure they are all working toward one common goal.

Attorneys need to cooperate with their partners to develop a strong, secure firm
that will excel in representing their clients.

Doctors work with their partners, nurses, and clerical staff to make sure their
patients get the best possible care.

Teachers coordinate their specialty subject with the rest of the school so students
receive a solid, well-rounded education.

No matter what your job is, you need to know what your colleagues are doing. As
you can see, DeskTop Set can become an asset to your personal and professional life.

About This Manual

This book is both a tutorial and a reference. It describes how DeskTop Set can
help organize your information, and also describes the options for each DeskTop
Set module in depth.

Read on to start on your path of increased productivity. You will soon see why Okna
has gathered a loyal following of users over its history. Thank you for choosing
DeskTop Set.
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Chapter

Installing
and Importing

Installing DeskTop Set

This chapter shows yvou how to install or update DeskTop Set. We expect that you
already have Windows installed on your computer and are familiar with its basic
features. If you are updating from an earlier version of DeskTop Set, please make a
backup of your data before running the install program.

Installing DeskTop Set

To start the install program:

¢ Place the DeskTop Set disk in your CD-ROM drive. If it does not auto-run, the
following steps are also necessary:

¢ C(lick the Start button and select Run.

¢ Type x:\setup.exe in the Run dialog box, where x is the name of your CD-ROM
drive.

¢ C(lick the OK button.
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Installing DeskTop Set in Windows 3.1x

To start the install program:
¢ Place the DeskTop Set disk in your CD-ROM drive.
¢ Select the File/Run... command.

¢ Type x:\setup.exe in the Run dialog box, where x is the name of your CD-ROM
drive.

Installation Options

As the installation dialog box opens, the program suggests where to put the files.
For most users, the default values are acceptable and there is no need to make any
changes.

DeskTop Set Setup Options [ X]

— User information;

Type your name and
company here. —t Username: ~[Kevin Taplor

Oraanization: IDkna Corporation

Sernial pumber: ID C-kH-0000000000

Product K.ey: IDUDDD - IDDDDD

— Diirectories and options: This field shows the
drive your install CD is
in. It is for information
Windows: IE:\WINDDWS only and cannot be
changed.

Source: IF:\DISTHIB\DISK‘I\

DeskTop Setusestwo |
different directories on L
your hard drive. This is Data: [D:1DTSDATA This is where all your
where the program files information (such as
are stored. ™ Install sample files names, addresses, and

Space on diive D: - 27 000 K, Space required - 13,464 K appOintmemS) are
stored on your hard

drive.
Help | Qninstalll Update I Lancel

When the installation program begins, this is the first window
you see. If you use DeskTop Set on a network, the name, com-
pany, and serial number information are used to identify your
files and maintain security.

Prograrns: ID:\DTS\PHDGHAMS
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User Information

Option Description

User Name and  Fill in the registered owner’s name (required) and Company
Organization name (optional). This identifies your data on a network.

Serial Number Enter your serial number exactly as it appears. Be sure to use

capital letters and hyphens as shown. This is a unique serial
number. It must be entered correctly to run the program, and
also prevents other users from accessing your data without per-
mission.

Product Key This is used for product validation, ensuring your program is
properly registered and that you are eligible for customer sup-
port. Be sure to type it exactly as it appears.

Directories and

Options  Option Description

Source The CD-ROM drive containing your installation disk.

Windows The name of the subdirectory that contains Windows. It is
determined for you; there is no need to change this.

Programs This field contains a suggested name for your program direc-
tory. The installation program automatically creates this new
subdirectory.

Data This field contains a suggested name for your data directory.
The installation program automatically creates this new sub-
directory.

¢ Verify and complete the above information, then click on the Install button (or
the Update button if you are reinstalling).

¢ As the install program works, the status bar indicates progress. Click on Cancel if
vou need to terminate the installation.

User Guide 19
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Windows 95 Setup Options

If you use Windows 95 you are given additional setup options. This program is also
available as a separate utility that allows you to enable the following options at a

later date.

Windows 95 settings for DeskTop Set

Windows 95 lets you

puticons on the desktop | | d
S0 you can start a
program without opening
any menus or folders.

¥ iCieate application shortcuts ";..,i =
ot the YWindmes deskiop aEn .
StartUp

¥ Start Alarm maritar along
with Windows 35

Mark this box to install
DeskTop Set mail and

[ Create a DeskTop Set folder
on the Windows desktop

¥ Inztall templates
| for Microsoft word

fax merge template in

Word 7.

Click here if you want to
create a link between |

DeskTop! W Create a DeskTop Set
Start menu group
] Start

[~ Install Microsoft Exchange
interfaces

DeskTop Set and
Exchange.

%

™ Install 115, Fiohotics Pilat support

™ Install pre-recorded voice prompts
for DeskTop Set-by-Phone

LCancel |

Windows 95 allows DeskTop Set to arrange its icons according to your preferences.
Whether you prefer starting programs with the Start menu, or with icons on the desktop,
these settings let you put them anywhere you want.

¢ Mark the options that you want installed and click on the OK button.

The following options are available for Windows users:

Option

Description

Create Windows
desktop shortcuts...

Create a Windows
desktop folder...

Create a Start Menu

group...

20

Adds shortcuts to your Windows desktop for Address Book,
Calendar, and Dialer. You can quickly access DeskTop Set

directly from Windows desktop.

Creates a folder on your Windows Desktop containing short-
cuts to all DeskTop Set applications. Use this to have all Desk-

Top Set applications easily accessible without cluttering your

desktop.

Creates a DeskTop Set sub-menu on the Start/Programs

menu. Start DeskTop Set as you would other applications.

DeskTop Set Professional
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Start Alarm Monitor...  Adds the DeskTop Set Alarm Monitor to the Windows Startup

Group. This monitors Calendar, Phone Log, and Reminder
alarms.

Install DeskTop Set  Adds Microsoft Office templates. They let you use DeskTop Set
specific templates...  data in Microsoft Office documents, and automatically attach

Office files to DeskTop Set entries.

Install DeskTop Set  Lets you access DeskTop Set’s Address Book from Microsoft
services... Exchange. Send e-mail without storing addresses in two dif-

ferent locations.

Installing an Update

If you have used DeskTop Set before, then you should follow these instructions to
update your program.

Note: You are not able to change the location of program or data files when installing an
update. If this is necessary, uninstall DeskTop Set and then run the original installa-
tion program. Do not forget to back up your data first.

Please back up vour data before installing an update.

To update DeskTop Set:

¢

¢
¢
¢
¢

Close all DeskTop Set applications that may be running.

Insert the DeskTop Set disk in your CD-ROM drive.

In Windows 95, select the Start/Run command.

In Windows 3.1x, select the File/Run command from Program Manager.

Type x: \setup.exe in the Run dialog box, where x is the name of your CD-ROM
drive.

Verify that all of the information in the DeskTop Set Setup Options window is cor-
rect.

Click the Update button.

Reinstalling DeskTop Set

These steps are used when you need to reinstall your program files and retain Desk-
Top Set information (data files) on your system. Even though data files are not
affected, please make a backup before continuing.

User Guide
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Note: You are not able to change the location of program or data files when reinstalling
DeskTop Set. If this is necessary, uninstall DeskTop Set and then run the original
installation program. Do not forget to back up your data first.

To reinstall DeskTop Set:

¢ Close all DeskTop Set applications that may be running.

¢ Insert the DeskTop Set disk in your CD-ROM drive.

¢ In Windows 95, select the Start/Run command.

¢ In Windows 3.1x, select the File/Run command from Program Manager.
¢

Type x: \setup.exe in the Run dialog box, where x is the name of your CD-ROM
drive.

¢ Verify that all of the information in the DeskTop Set Setup Options window is cor-
rect.

¢ Click the Update button.

Uninstalling DeskTop Set

To remove DeskTop Set from your computer:

¢ Close all DeskTop Set programs that are running.
¢ Insert the DeskTop Set disk in your CD-ROM drive.

¢ In Windows 95, select the Start/Run command.

¢ In Windows 3.1x, select the File/Run command from Program Manager.

¢ Type x:\setup.exe in the Run dialog box, where x is the name of your CD-ROM
drive.

Click the Remove button.

¢ The program gives you the option to leave your data files. If you have not copied
all your important information to another location, leave your data on your
computer. If you are confident that you have a backup of your data files, go
ahead and delete them.

<>
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Importing Existing Data

DeskTop Set’s Import Wizard will lead you through the process of converting files
into DeskTop Set format.

This utility is documented and demonstrated in various ways:

¢ The DeskTop Set Presentation, which appears in the installation CD-ROM, con-
tains a demonstration on how to import a text file. This includes Steps One
through Eight.

¢ The Import Wizard itself contains a Video button. If you click this button, a
short movie will play, demonstrating how the Import Wizard works.

¢ The Import Wizard’s Help button will display on-screen help detailing how the
Import can be performed.

In addition, this document details how to map your fields (see Step 8).

A word on importing files

Wizard automatically imports data from a variety of formats: ASCII (text) files, as
well as files from ACT!, Lotus Organizer, SideKick, and, in the future, others. It is
important to note that these import filters are developed without the assistance of
their respective publishers.

Because of this, you will find that basic information, such as names, addresses, cal-
endar events, notes, and reminders will transfer properly into DeskTop Set. You may
find, however, that certain proprietary information may not transfer - examples
include attachments, special links between contacts and their events, and custom
printing templates. Information such as this is stored in a program-specific format,
rather than standard formats, and it is often not possible to include this information
in the transfer.

Please be aware that it may be necessary to re-create this proprietary information in
DeskTop Set once your information has been imported.
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Importing Your Information

Starting Import Wizard

¢ From Address Book, choose File/Utilities/Import Wizard from the menu, or...

¢ From Windows 3.1 Program Manager, double-click the icon labeled Import Wiz-
ard in the DeskTop Set program group, or...

¢ From Windows 95, select Start/Programs,/DeskTop Set/Import Wizard... Click
the Next button and you will see the following:

" DeskTop Set Import Wizard [ [=]

Step 1. Please select the type of file pow will be importing and click Mext.

" ACT! (Release 2.0, 3.0)

" Lotus Organizer [Versions 1.0, 2.4, 97)

0} ¢~ SideKick [for Windows, for \windows 95)
 Microzoft Outlook

" GoldMine for Windows 95

Help | Widen | Cancel ¢ Back | Mest » I

Select the type of file that you will be importing. Converters for popular PIM’s are included.

Proceeding through the steps

Import Wizard will begin leading yvou through each of the eight Steps. Many of
these steps are self-explanatory. They are described briefly below, and clicking the
Help button at any time will display detailed information on that particular Step:

Step Description

Step One Select a file type. Wizard will need to know what format your
data is in now.

Step Two Choose a file to import. yvou can browse your hard disk to
find the file.
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Step Three

Step Four
Step Five

Step Six

Step Seven

Step Eight

Choose the file’s delimiter. This is the character that is used to
separate fields. The other application’s manual should
instruct you as to what delimiter it uses. If you exported this
information into a text file, you likely had an opportunity to
choose this delimiter when you exported (comma separated is
preferred).

Choose what type of information you are importing.

Choose to import into an existing DeskTop Set file, or into a
new file. If you are new to importing, we suggest using a
new file until you are familiar with this process.

DeskTop Set will display the path and filename of the Desk-
Top Set book it will import into. You can change this infor-
mation now, if you wish, or leave it as it is.

Format your Page View. (This screen explains how to do
this).

Map vyour fields. This is the final, and most critical, import
step. Detailed instructions appear below.

Step Eight: Mapping the fields

Step Eight is the most critical, since the decisions you make here affect how your
information will appear in DeskTop Set. In this step, yvou will set the field associa-
tions, or map, between the file you are importing and DeskTop Set.

For example, your old application may refer to each person’s cellular phone as the
Cell Phone. In DeskTop Set, this is referred to as the Car Phone. One of the things you
will want to do, then, is map the import file’s Cell Phone to DeskTop Set’s Car Phone.

In this way, vou can be sure that the file will be imported properly, and that your
DeskTop Set file will appear exactly as you want it to. You can map the fields as fol-

lows.
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These are the DeskTop

Set fields your
information will be
imported into.

These are the records
you are importing. Use
the arrows at the
bottom of the list to
scroll.

Check or uncheck
these options to switch
between viewing the
field names, or the
actual data.

26

i DeskTop Set Import Wizard [ []

Step 8. Select a DeskTop Set field from the column o the left. Then find the matching field in the list of impart file fizlds
on the right. and drag-drop it onto the appropriate DeskTop Set figld.

Address Book: MyYEOOF.ADR

Irmpart file: SEMATE. T=T

—rl'_ Show destination fields |7| Show source fields [ Skip first source record | |

| DeskTop Set [destination] | Import file [source] o <hssign | Import file [source]
- Page shortout - | “ Bradley Bil
<PAGE PHONE > 2022243224 AT | * 2022243224
<PAGE N{!MD : Bradiey Bil <Comma | # Mr.
- Person information ----- Bil
<TITLE> Mr. <Space | Eradley

EIBST MakE Bradley Bill 4 1* Senator
<INITIAL> L5 Newderser - )
<LAST MAME > Clear & Denville
<POSITION: Senator _I
- Buginess information - LI Load map

| Savemap | | Colurn 0

Record 11

i

<Back | [ Finsh |

Help | Video | Cancel |

Step Eight lets you choose how your information will be stored in DeskTop Set. Click the Video

Option

button to watch a short demonstration.

Description

Assign

Append

Comma/Space

Clear/Clear All

Load/Save Map

Use this button to map the fields. Highlight a line of information
from the import file, highlight the DeskTop Set field you wish to
assign this information to, and click this button to map, or asso-
ciate, the fields.

You can combine multiple fields from the import file into one
DeskTop Set field (see“”Combining fields” on page 27).

Inserts a comma or space into the DeskTop Set field. If you
are appending fields (as described above) you will likely need
a comma or a space between the fields. (Note: the actual
comma or space may not appear until the second field is
mapped).

Click any field mapping in the list on the left, and click Clear
to remove the mapping. Clear All removes all the settings,
and lets you begin again.

If you will import other files that are in this same format,
you may want to save the field mapping. These buttons let
you save the current mapping, or load a mapping you've
already created and saved.
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To begin mapping
the fields:

Mapping
remaining fields

Saving field
mapping

Combining fields

User Guide

Show Destination Check or uncheck these options by clicking them. They will

/ Source Fields toggle the display between showing the fields’ names and
showing the actual data inside them (it is often best to leave
these options checked, so that you are able to map all the
necessary fields).

Skip first record ~ Some export utilities use the first line of the file to store the
fields’” names. If this is the case with your file (you can text
this by scrolling to the first record in the Import File) check
this box so that these headers are not imported as an actual
record.

Video Click here to watch a short movie that demonstrates how to
map your fields.

¢ Depending on the format of your file, Import Wizard may make some initial
“guesses” as to how the fields should be mapped. If this is the case, you will see
the mappings on the left side of this window: The DeskTop Set fields are listed on
the left, and the fields assigned to them appear to their right.

¢ Once a field is mapped from the import file, it will be preceded by an asterisk (*).

¢ Begin by reviewing these mappings. If some are incorrect, click each and then
click the Clear button to remove them.

Drag-and-drop the fields in the Import File list next to the DeskTop Set fields, or...
Click a field in the Import Field list.

Click the DeskTop Set field you wish to assign this information to.

Click the Assign button.

* & & o

When you are finished mapping the fields, you can save the field mapping. This is
useful if you will be importing other files in a similar format, or if you are new to
importing and feel you may need to re-import this file after reviewing the new
DeskTop Set file. To do this:

¢ Click the Save Map button.
¢ Enter a name for this field mapping.
¢ Click OK.

In some instances, you may need to assign multiple fields from your import file into
a single DeskTop Set field, such as City, State Zip from your file to <ADDR_TWO> in
DeskTop Set. Here’s how:

¢ Map the first field as described above (see “Mapping remaining fields” on
page 27).
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¢ Select the 2nd field to import, and click on the Append button, or simply drag-
and drop it next to the first field. Do this for each field that you need to add.

¢ Use the Comma and Space buttons as need for punctuation and layout.

Importing the file

Once you have completed the field mapping (and saved the field associations, if you
wish to) you can import the file.

To import the file:

¢ Click the Finish button.

¢ The import will begin.

¢ When the import is completed, you will receive a confirmation message.

To open your imported DeskTop Set file:

¢ Run Address Book

¢ Choose File/Open from the menu.

¢ Locate the file you imported your information into, and highlight it.
¢ Click OK.

Reviewing the imported file

When you open the new DeskTop Set address book for the first time, review its con-
tents to verify that the field mapping choices you’ve made are correct.

Keep in mind as your review the file that every record may not be perfect. Check to
see that the majority of the file appears correctly. You can always correct individual
records later on.

The following are useful things to review:

¢ Page Names and Numbers. The Page Names should appear correctly, and on the
right pages. Make sure, for example, that Kevin Taylor does not appear on the K
page if you prefer him to appear on the T page.

¢ Business and Home Addresses. make sure these are correct, and that you have not
inadvertently reversed them (vou may find List View very useful for checking
these fields).

¢ Phone Numbers. Make sure that the phone numbers and e-mail addresses appear
in the correct places.
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Protecting your Once you've verified that the information is correct, we suggest running our File
data Doctor utility (Select File/Utilities/File Doctor...). We would also recommend run-
ning this utility often to prevent database corruption This utility will ensure that
your pages are properly linked, and “pack” your database to keep the file sizes to a
minimum. This is especially useful if yvou are frequently adding, moving, or deleting
pages or entries from your book.

There is also a Backup utility included with DeskTop Set. It can be found in your
DeskTop Set programs group. You should backup your data regularly to protect
you in the case of a power outage/surge, unrelated Windows crash, or other cir-
cumstances that may sacrifice your data’s integrity.
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Act!, importing data 24
Address Book

Adding Pages 66
Autofill 147

Available books See Available Address Books

Categories 63, 78, 108
Copying 140
Creating 140
Deleting 141
List 78
Setup 140

Viewing See Categories, Viewing

Clones 58, 59
Components 136
Copy templates 144
Clipboard 146
Creating 145
Drag-and-drop 146
Setup 145
Databases 59
Deleting
Books 74
Pages 67
Dialing 139
Entries 59
Envelopes 115-121
Merging 129
Printing 127
Exporting 90
Fields 92
Lists 95
Selecting entries 90

Index

See also Utilities, Address Book

Fields 59
File Doctor 99
Fixing files 99
Font 137
Form fields 121
Groups 63, 75
Creating 77
Deleting 77
Editing 77
Printing 108
Viewing entries 77
List view 60
Merging files 97
Name recognition 147
Page letter 63
Page name 58, 61
Page number 63
Page phone 58
Page view 58, 60
Pages
Adding 66
Deleting 67
Printing 101-135
Books 125
Cards 125
Clones 109
Creating styles 102

Envelopes 102, 115-121, 127

Footers 110
Cards 110
Form fields 121
Groups 108
Headers 110
Cards 110



Index

Labels 110
Labels 125
Lists 131
Margins 107
Merging envelopes 129
Module setup 123
PostNet bar codes 109, 117
Records 101
Sorting 108
Templates 112
Topics 108
Records 59
remote access 379
Repairing files 99
Searching 84-89
Query See Searching, Query
Setup
Categories 140
Components 136
File 138
Font 137
General 136
Printing 101
See also Setup, Printing
Sorting 66
Tabs 68-70
Default 68
File 58, 61, 64, 70
Creating See Tabs, File
Deleting 70
Editing 70
Letter 58, 61, 65
Subject 58, 61, 65, 68
Categories 79
Creating See Tabs, Subject
Deleting 69
Editing 69
Groups 76
Topic 82
Topics 81
Deleting 83
Topic pages 58, 64
viewing 82
User fields 142, 155
Copying 144

1-32

Editing 144
Field names 142
Field type 143
Keyword 143
Setup 143
Utilities See Utilities, Address Book

Alarms

Alarm Monitor 243
Launching 243
Receiving alarms 244
Setup 244

Calendar 219

Confirmation 278

Event, Options 220

Folders 182-187

Follow-up calls 173

Pagers 287

Rescheduling 245

Setting 198

Silencing 244

Snoozing 244

Sounds 284
Recording 285

Announcing callers (Answer Bar) 359
Answer Bar

answer mode 345
options 351
settingup 349

message settings 353

overriding 347

required equipment 343

resetting modes 352

screening calls 347

settingup 346

turning on and off 346

Area code 308, 341, 394
ASCII files, importing 24
Attached files

Calendar 235
Adding 236
Removing 236
Viewing 235

Folders 179-182
Editing 181
Removing 182
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To-do lists 249, 270
Auto-merging 411
Available Address Books 74

Adding 74

Deleting 74

Opening 74

Backing up See Backup
Backup
all data 458
between two machines 462
restoring 460
selected files 461
selected files 459
starting the utility 458
warning messages 463
Bell icon 219
Biorhythms 213
Birthdays 156
Book menu, MS Word 408
Books tab (Answer Bar) 364
Business cards See CardScan

C

Calendar

Address Book integration 241, 274

Alarm Monitor 243
Receiving alarms 244
Setup 244

Attached files 235

Bell icon 219

Biorhythms 213

Book view 212

Clock 197

Components 195

Controls 196

Day highlight 203
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Day view 199
Desktop view 207
Dialing 242
Events 188, 217-238
Attached files See Attached files
Business 220, 277
Copying 239
Editing 220
Entering 217
Floating 221, 240
Group 236
Locked 221
Moving 239
Options 220
Alarms 220
Colors 222
Key event 220
Personal 220, 277
Private 220, 277
Public 220, 277
Recurring 225-234
See also Events, Recurring
Reminders 222
Removing 240
Group scheduling 236
Group view 208
Icons 203
Launching 57, 194
Mini-calendar 196
Month view 203
Navigation 196-198
Navigator bar 195, 196
Notes
Deleting 224
To-do lists 248, 270
Password 275
Phone log 214
Printing 252-273
Combo folder 264
Footers 254
Headers 254
Itinerary 252
Month chart 261
Month poster 258
To-do lists 250, 270
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Week-at-a-glance 256 announcing callers 362
Reminders 215 CallerID 159
remote access 378 Calling cards
Setting alarms 198 Dialing formats 328
Setting time 197, 198 CardScan
Setup 217-291 equipment needed 425
Desktop 288 export wizard 428
Grace 289 settingup 426
Wordwrap 289 transferring cards 426
Do not disturb 284 Categories 63, 78, 157
General 274 Assigning search results to 89
Font 275 listof 78
Password 275 Printing 120
Holidays 280 Viewing 78
Adding 281 Subject tabs 79
Enable button 281 Category Search 84
Lunch 284 Chart view 206
Pagers 287 Clock control 197, 217
Sounds 284 Clones 58, 59
Recorder 285 Components
Templates 276 Address Book 58
assigning color 278 Calendar 195
Week-at-a-glance 290 Context-sensitive menus
Your day 283 Address Book 71
Sounds Copy templates 144
WAV files 284 Clipboard 146
Templates Creating 145
Alarm sound 278 Drag-and-drop 146
Time ruler 198 Setup 145
Time zones 216 Corex CardScan, See CardScan
To-do lists 246 Corrupt files 99
Attaching files 249, 270 Custom fields See User fields

Creating 246
Entering items 247
Linking to Address Book 248, 270
Notes 248, 270 D
Opening 246
Selecting 250
Setup 251
Toolbars 195
User interface 194
Week view 202
Year view 205
Call Forwarding 362
Call Forwarding (Answer Bar)

Databases 59
Day highlight 203
Day-Timer 103
Delrina WinFax See Fax merging
Desktop Set
overview 13
DeskTop Set-by-Phone
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callingin 375
changing your greeting 380
menu structure 377
menus, navigating 376
private messages 376
required equipment 370
settingup 372
files tab 374
menu tab 372
settings tab 373
using remote access 369
Dialer
Launching 305, 359, 361, 362
remote access See DeskTop Set-by-Phone
using voice recorder 336, 389
Dialing
Address Book 139
Calendar 242
Formats 159
Options 158
Do not disturb 284
Drag-and-drop, Groups 76
Duplex printing 265

Previewing design 119

Events

188, 217-238

Alarms 219

Attached files 235
Business 220, 277
Completing 219
Copying 239

Entering 217

Floating 221, 240
Group scheduling 236

Linking to Address Book 188, 241
Locked 221
Moving 239

E-mail addresses 156
Enable button 281, 282
Entries 59

Birthdays 156

Business information 152

Categories 157

E-mail 156

Home information 154

Related 189

User fields 155
Envelopes 115-121

Addresses See Form fields

Merging 129

PostNet bar codes 117

Printing 127

Messages 118
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Notes 223

Deleting 224

Options 220

Alarms 220
Colors 222
Key event 220

Personal 220, 277
Private 220, 277
Public 220, 277
Recurring 225-234

Changing 234

Daily 225

Deleting 234

Monthly 231
Unlinking 234

Viewing 227, 230, 234
Weekly 229

Reminders 222
Removing 240

Rescheduling 218, 245
Exact Search 84

Exporting 90

Address Book

Fields

92

Selecting entries 90
See also Utilities, Address Book

Lists

95
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F

Fax merging 407
Fields 59
showing or hiding in templates 409
File Doctor 99
Files tab (DTS-by-Phone) 374
Files, Address Book
Merging 97
Repairing 99
Files, Attached see Attached files
Floating events 221, 240
Folders 149-190
Business 152
CallerID 159
Categories 157
Dialing Options 158
Files 179-182
Attaching 179
Editing 181
Removing 182
Home 154
Miscellaneous 156
Notes 174-179
Creating 177
Deleting 179
Editing 178
Setup 175
Opening 149
Picture 160
Record 150
Related entries 189
Reminders 182-187
Creating 185
Editing 187
Receiving 187
Templates 183
Salutation 153
Sound 160
User fields 155
View 150
Follow-up calls 173
Fonts 253,275
Form fields 121
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G

Grab button 455
Grace 289
Graphic 160
Group scheduling 236
Groups 63
Adding names 76
drag-and-drop 76
Subject tabs 76
Assigning search results to 89
Creating 77
Deleting 77
Editing 77
Printing 120
Viewing entries 77

Hold Settings (Answer Bar) 356
Holidays 280

Adding 281

Copying 282

Selecting 282
HotSync See Pilot

Icons, Events 276

Image 160

Import
caveats 23
mapping the fields 25
reviewing the new file 28
saving field maps 27
starting the Wizard 24

Installing 17-22
Directories 19
Options 18

DeskTop Set Professional



Index

Reinstall 21

Update 21

User Information 19

Windows 3.1x 18

Windows 95 17, 21
Options 20

International code 308, 341, 394

K

Lunch 284

Key events 220, 222

L

Letter page 66, 67
List, Available Address Book 74
Lists 60, 437-445
Calendar 212
Categories 78
Columns 444
Content 443
Editing entries 439
Entire entry 439
Single field 439
Fonts 442
Gridlines 442
Headers 442, 445
Navigation 439
Printing 131
Quick search 439
Sorting 439
Templates 440
Changing 440
Creating 440
Deleting 440
Editing 441
using 437
Logging calls 159, 167-174
Logical operator 87
Lotus Organizer, importing 24

1-37

Macros, mail-merge 413

Mail merging 409

Mail to 153

Mailbox Settings (Answer Bar) 353
Mapping fields, during import 25
Menu tab (DTS-by-Phone) 372
Menus, context-sensitive, Address Book 71
Merging files 97

Merging letters and faxes 409
Message Indicator (Answer Bar) 355
Messages 170

checking 377

private, DeskTop Set-by-Phone 376
Receiving 172

remote notofication 367

Returning 172

Taking 170

Mini-calendar 196
Minus symbol 279
Modem 297

Name recognition 147
Navigation, Lists 439
Navigator bar 195, 196
Notes

Calendar
Deleting 224
Folders 174-179
Creating 177
Deleting 179
Editing 178
Setup 175
To-do lists 248, 270
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o

Operator
AND 88
Logical 87
OR 88

Organize, mail merge templates 413

P

Page name 58

Page phone 58

Page View 58
Page letter 63
Page name 61
Page number 63
Page phone 62

Page view 60

Pagers

Calendar 287
Pages

Adding 66

Deleting 67
Password 221, 275
PBX 308
Phone log 159, 163-174
Calendar 214
Editing 170
Follow-up calls 173
Incoming calls 167
Messages 170
Receiving 172
Returning 172
Taking 170
Network 166
Outgoing calls 169
Setup 163
Phonetic Search 84
Phonetic, Query Search 87
Picture 160
Pilot, USR
configuring the HotSync 419
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installing support for 418
mapping fields 422

setting up support 418
synchronizing your files 421

Plus symbol 279
PostNet bar codes 117
Printing

Address Book 101-135

Books 125
Cards 102, 125
Categories 108
Clones 109
Creating styles 102
Envelopes 102, 115-121, 127
Footers 110
Cards 110
Labels 110
Form fields 121
Headers 110
Cards 110
Labels 110
Labels 102, 125
Margins 107
Merging envelopes 129
PostNet bar codes 109
Records 101
Sorting 108
Templates 112
Topics 108
Books 102
Calendar 243, 252-273
Combo folder 264
Footers 254
Headers 254
Itinerary 252
Month chart 261
Month poster 258
To-do lists 250
Week-at-a-glance 256
Cards 102, 125
Categories 108
Clones 109
Combo folder
Appointments 264
Month chart 264
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Schedule 264
To do list 264
Week-at-a-glance 264
Year calendar 264
Envelopes 102, 115-121, 127
PostNet bar codes 117
Previewing design 119
Footers 110, 254
Cards 110
Labels 110
Form fields 121
Headers 110, 254
Cards 110
Labels 110
Itinerary 252
Labels 102, 125
Lists 131
Margins 107
Module setup 123
Month chart 261
Month poster 258
Opposite corners 106
PostNet bar codes 109, 117
Setup 102-124
Address Book
Envelopes 115
Footer template 111
Footers 110
Form fields 121
Header template 111
Headers 110
Lists 131-135
Modules 123
Options 107-109
Pages 105
Range of records 120
Styles 104
Sorting 108
Templates 112
To-do lists 250
Topics 108
Week-at-a-glance 256
Priority/Family Callers (Answer Bar) 352
Properties tab (Voice Recorder) 339, 391

1-39

Q

Queries, Printing 120
Query Search 85, 8§5-89
Quick search, Lists 439

Recording sounds 285
Recording, voice See Voice Recorder
Records 59
Recurring events See Events, Recurring
Reinstalling 21
Related entries 189
Reminders 182-187

Calendar 215

Creating 185

Editing 187

Receiving 187

Recurring 187

Templates 183
Remote notification (Answer Bar) 367
Repairing Address Book files 99
Restore See Backup
Rolodex 102

S

Salutation 153
Screening calls (Answer Bar) 347
Search Summary 85
Searching
Address Book 84-89
Boolean 85
Logical 85
Query 85-89
AND condition 88
Deleting a search 89
Logical operator 87

DeskTop Set Professional



Index

OR condition 88
Phonetic 87

Renaming a search 88

Setup 86
Starting a search 89

Viewing found records

Searching books (Answer Bar)

89
364

Settings tab (DTS-by-Phone) 373

Setup
Address Book
Categories 140
Components 136
File 138
Font 137
General 136
Calendar 274-291
Desktop 288
Grace 289
Wordwrap 289
Do not disturb 284
General 274
Font 275
Password 275
Holidays 280
Adding 281

Enable button 281

Lunch 284

Pagers 287

Sounds 284
Recorder 285
WALV files 284

Templates 276

Alarm sound 278

Colors 278
To-do-lists 251

Week-at-a-glance 290

Your day 283
Printing

Address Book 101-124

Books 102
Cards 102

Envelopes 102, 115
Footer template 111

Footers 110
Form fields 121
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Header template 111
Headers 110
Lists 131-135
Modules 123
Options 107-109
Range of records 120
Styles 104
Templates 112
Calendar
Combo folder 265-269
Fonts 253
Footers 254
Headers 254
Itinerary 252-255
Month chart 261-263
Month poster 259-261
To-do lists 272-273
Week-at-a-glance 256-258
Labels 102
Pages 105
Margins 107
Query Search 86
Toolbars
Adding a button 453
Design
Grab button 455
Moving buttons 449
Editing a button image 455
Setup tab (Voice Recorder) 340, 393
SideKick, importing 24
Sort Method 66
Sorting, Address Book 66
Sounds 160
Sounds tab (voice recorder) 337, 389
Sounds, recording 337, 340, 390, 393

T

Tabs 68-70
Default 68
File 58, 61, 64, 70, 195
Creating 70
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Deleting 70
Editing 70
Letter 58, 61, 65
Subject 61, 65, 68-69, 75, 82
Categories 79
Creating 68
Address Book entry 68
for a group 69
Group 69
Topic 68
Deleting 69
Editing 69
Topics 82
View 199, 246
TAPI standard 370
Telephone Search 85
Templates
Address Book
Printing 112
Calendar events 217, 218
Copy templates 144
Clipboard 146
Creating 145
Drag-and-drop 146
Setup 145
Events 276
Adding 278
Copying from another calendar 279
Editing 279
Header,/Footer
Printing 111
Lists 440
Changing 440
Creating 440
Deleting 440
Editing 441
Fonts 442
Predefined 276
Reminders 183
Time ruler 198
Time zones 216
To-do lists
Attaching files 249, 270
Creating 246
Entering items 247
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Linking to Address Book 248, 270
Notes 248,270
Opening 246
Printing 250
Selecting 247
Setup 251
Toolbars 447-449
Button design 454
Calendar 195
Commands 452
Creating 449
Customizing 449
Commands 452
Adding a button 453
Images 452
Design 454
Editing a button image 455
Grab button 455
Moving buttons 449
Dialog box 448
Hiding 448
Selecting 448
Showing 448
Topics 81
Deleting 83
Printing 120
Tabs, Subject 82
Topic pages 58, 64
Viewing 82
Available Topics list 82
Page view 82
Subject tab 82

Unimodem/V

installing the driver 343
Uninstalling 22
Unknown Callers (Answer Bar) 353
Updating 21
User fields 142, 155

Copying 144
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Editing 144

Field name 142 w
Field type 143
Keyword 143
Setup 143

User interface
Address Book 58
Calendar 194

Utilities, Address Book
Exporting 90, 93

Field profiles 92

WAV files 160, 284, 285
Associating with an alarm 285
Removing an alarm association 286
Week-at-a-glance 290
Windows wallpaper 288
WinFax merges See Word Integration
Wizard, import 24
Word Integration
attaching documents to folders 406

De}efang 93 attaching macros to templates 413
. Editing 93 auto merging 411
List 95-96 Book menu in Word 408
Range prQﬁles 90 creating new templates 415
De}efang o1 demonstration 397
Editing 91

document options 406
faxing 407

installing the templates 402
key concepts 401

\'}

Voice recorder

modifying templates 412
Organize utility 413
printing letters 407

options 336, 340, 389, 393

selecting a template 403

professional prompts 337, 390 template options 404

Wordwrap 289
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