Chapter

Calendar

Introduction

DeskTop Set’s Calendar lets you schedule and view your itinerary by the day, week,
month, or year. Since it is integrated with DeskTop Set Address Book, it automati-
cally enters selected names, addresses, and other pertinent information when you
schedule events.

Calendar does not force you to enter events in hourly increments, or accept only
events that have a starting time. Therefore, you can use it as a daily planner, a to do
list, or a reminder pad to see all your daily activities at once.

DeskTop Set is adept at handling multiple calendars on a single PC or on a network.
You can maintain as many different schedules as you wish, and Calendar lets you
view up to 24 of them at a time.



Calendar

Starting Calendar

To launch DeskTop Set Calendar in Windows 3.1x:
. ¢ Double-click the Calendar icon in Program Manager’s DeskTop Set group, or...
¢ Double-click the CALENDAR.EXE application in File Manager.

Calendaricon  p, Jaunch DeskTop Set Calendar in Windows 95:

¢ Open the Start menu and select Program/DeskTop Set/Calendar, or...
¢ Double-click the CALENDAR.EXE application in Explorer.

Calendar Features

Calendar’s streamlined interface will help you control your schedule and to-do lists.
Like Address Book, it uses subject and file tabs, a toolbar, context-sensitive menus,
and drag-and-drop.
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Calendar Features

Element

Description

Title bar

Menu bar

Toolbar

Navigator bar

View tabs

View

File tab
controls

File tabs

Status bar

User Guide

Appears at the very top of Calendar. It includes the standard Win-
dows system menu and buttons for minimizing or maximizing
the window. In Windows 95, a close button appears as well. The
title bar can be hidden.

Used to access the pull-down menus. Pressing the Alt key acti-
vates it for keyboard use. You can also use the mouse to select a
menu, as you would with any other Windows application. The
menu bar can be hidden.

Gives you one-click access to frequently-used options and com-
mands. Hold your mouse over any button to see its tooltip, then
click to execute the command. Right-click on the toolbar to see a
menu for customization options. The toolbar can also be hidden.

Lets you quickly access any date in any view. Left and right
arrows let you select a month and year, then click on a number to
instantly see events for that particular date.

Let you quickly change to any calendar view with a single click.
View tabs can be hidden.

Calendar has 11 views so you can see your schedule in different
ways. They are accessible by clicking on view tabs. The current
view will appear in this section of the window.

Edits the file tabs. Click to add, EI to delete, and to edit.
These controls can be hidden.

Give you one-click access to any local or network calendar. Assign
groups of calendars to a tab for use with the Group Chart. Right-
click on a file tab to change its name. Use the file tab controls (see
7. above) to add or delete. File tabs can be hidden with their con-
trols.

Shows the current date and time. The status bar can be hidden.
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Navigator Bar

Mini-calendar

196

Calendar Controls

DeskTop Set’s Calendar controls appear throughout this User Guide. They are
described here so you are familiar with how to use them when they are referenced
later.

Use this to switch dates quickly in any calendar view.

= [Today | (1996 - | | Octaber - [15[16[17[18[13]20[21]22[23[24]26]25] 27| 28]29 20(a1] Wov [1]2]2]4 |

Click to switch to the previ- Drag the bar sideways to Today’s date is Click to switch to the next
ous day/week/month/year. reveal past or future dates.  raised. day/week/month/year.

To select a year:
¢ Click on the left or right arrows to scroll to the correct year, or...

¢ Click the current year to open a selection menu.

To select a month:
¢ Click on the left or right arrows to scroll to the correct month, or...

¢ Click on the month name to open a selection menu.

To select a date:
¢ Click on the date you want.

¢ If the date you need is not in view, click and drag the navigator bar’s date section
in the proper direction.

This is a small calendar that lets you enter dates using only a mouse.

| 1998 ? | DOctaber =—Click the arrows to change months.
29 a0 | H=2t=t+s+t=
Bl e o L Click the arrows to change years.

13 |14 [15 |16 |17 | 18|13
20|21 (222324 |26|26
2728 |29 0T T 1 2 Click any date to select it.

alalElElilE]E

To see an example of a mini-calendar:
¢ Click the Day tab to switch to Day view.
¢ Double-click any blank line to open the New Event dialog box.

To change the month that is displayed:

¢ Right-click the calendar and select a month from the menu, or...
¢ Click the I button to go back one month.

¢ Click the [» button to go forward one month.
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Clock

To change the year that is displayed:
¢ Click on the || button to go back one year.
¢ Click on the > button to go forward one year.

This control is a clock face. It offers an easy way to enter time fields without touch-
ing the keyboard.
9 >

Click the moon or sun
to specify AM or PM.

Drag the hands to set
the time.

Click the time to clear
it and start over.

To see an example of a clock control:
¢ Click the Day tab to switch to Day view.
¢ Double-click any blank line to open the New Event dialog box.

To set the time:
¢ Drag the hour and minute hands to the appropriate locations, or...
¢ Click the number that corresponds to the hour hand of the event (1, 2, 3, etc.)

¢ Click the number that corresponds to the minute hand of the event (3 = 15 min-
utes, 5 = 25 minutes, 9 = 45 minutes, etc.). To advance the time in one minute
increments, click again on the same number.

¢ If necessary, click the moon or sun to specify whether it is AM or PM to finish the
time.

The clock will try to guess whether the time is AM or PM, based on a 9-5 business
day. For example, if you enter 9:30, it will assume you mean 9:30 AM. You can
override this by clicking on the moon symbol, which switches it to PM.

For example, to set a time of 11:42 AM:
¢ Click 11 once for the 11th hour. The clock will automatically add “AM.”
¢ Click 8 for 40 minutes.

¢ C(lick 8 two more times to advance it to 42 minutes.

To clear a time entry:

¢ C(lick the time indicator at the center of the clock.
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Time Ruler
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The time ruler lets you enter time periods or events without having to touch the

keyboard. It is called a time ruler because it looks like a ruler that is scaled in units of

time, instead of length.

<) &M 12:00 pm - 1:00 pm Pk
7 g 3 10 11 12 1 2 3 4 ] B 7 . g . 3

"""'||'|",/_~, I-Illlllliull I

| |
This thin, vertical bar Schedule your new event Existing events appear on
shows the present time. on the upper bar. the lower bar.
The triangle pointer is Each event's time is Use the arrows to scroll__|
positioned at the alarm depicted by a shaded the time ruler left or right.
time. To reschedule, just block.

drag it to a new time.

To see an example of a time ruler:
¢ Click the Day tab to switch to Day view.
¢ Double-click any blank line to open the New Event dialog box.

To enter a time period:

¢ Place your mouse pointer on the upper bar at the event’s starting time. Click and
hold down the left mouse button.

¢+ While holding the button down, drag the cursor to the event’s ending time and
release the mouse button.

To set an alarm time:
¢ Position the mouse pointer on the upper bar at the alarm time.
¢ Click the right mouse button.

To reschedule a block of time:
¢ Click and hold down the left mouse button over the time block on the upper bar.
¢ Drag the block to a new position.

To delete a time block:

¢ C(lick the left mouse button outside the active time block boundaries.
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Day View

This displays all of your scheduled events for the current day. Use this view as you
would a paper planner: set appointments, make telephone calls at designated times,
and set reminders for yourself.

You can split the Day view into three areas. The left side of the window shows the
day’s meetings, appointments, and engagements. The right side can be configured to
show Address Book’s pending phone calls and reminders, so you can see all current
tasks at once.

To open Day view:
¢ Select the Day tab.

To configure the display:
¢ Click the Reminders icon in the upper right corner to show pending reminders.
¢ Click the Telephone icon in the upper right corner to display pending phone calls.

To move between days:

¢ Click the == and = buttons on the navigator bar (or press the PgUp PgDn
keys) to switch to the following day.

¢ Select a date on the navigator bar.

¢ Hold down the Shift key and press the PgUp or PgDn keys to switch to the same
day in the following or previous years.

¢ Click the Today button on the toolbar to return to the current day.
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1. Pending phone
calls

2. Navigatorbarﬂ Today | (1996 | | October |17[18|19|20|21|22|23|24|25| 26|27 |28|29|30|31| Nov (1|2 |3 |4 (5|6 |7 [8|9 |10 &

3. Event column
headers

4. Event listing

Eile— Edit i C TN N R =) O Y P | i el
= = = & =8 T

g Sample Calendar =l

2| ol o) 2 8]5|

=

|x]|= n| s W] 2]

Day | week | Month | Year | Chart | Desktop | Growp | Todo | Book | Biothpthms | Calls | Befinders | Time zones

— (e

Wednesday, October 30, 1996 a3
1010 A 10:45 A Meet salesman 2110497 br. Edward T aplor
bdr. Jeffrey Ballowe

3 12.00Pk 1:00 Pt | Lunch with brs. Dorathy Gottieb 210437
1:30PM | 230 PM | Business meeting — 210/97
— | 400PM 5:05PM Project status meeting ;:::: g::g;
A B30PM 700 P Business dinner with Joanng Sprihg = ™
730 PH Order equipment from Altec Lansing

Mr. Duncan MeDowell

Joey Adams

American Ailines & American E
Symantec Corporation
Micronics Computers, Inc.

5. Notepad icon

6. Recurring icon

7. Telephone icon

A
[% 210/97 200PM | Submit report ko Joanne Spr

8. Floating icon

9. Reminders
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The day view shows you a chronological listing of your events, just like a paper organizer.

. Pending Split the Day View to show a list of people and companies you
phone calls have to call today. This way, you can see all your pending tasks
in one window. See below for instructions on configuring this

split.
2. Navigator bar ~ Switch dates, months, and years with just a click. You can drag
the numbers sideways to select future or past days.
3. Eventcolumn  These label the fields for your event listing. Right-click here to
headers configure the split window display.
4. Event listing For each event, you can see a description, the time, whether an

alarm is scheduled, and any special characteristics such as
attached notes, recurring status, and more.

5. Notepad icon  This lets you know there is a note attached to this event. Dou-

ble-click the icon to open the note.

6. Recurring icon This triple-arrow appears on recurring events. Double-click the

symbol to jump to the event’s next occurrence; hold down the
Shift key while you double-click to jump to the previous occur-
rence.
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7. Telephone icon This appears next to events which have been linked to Address
Book entries. Double-click the telephone to open the attached
entry’s Folder.

8. Floatingicon  The sailboat marks a floating event, which will keep advancing
to the current day until you mark it as completed. This is good
for low-priority items that you may take care of for a few days.

9. Reminders View Address Book reminders along with your daily schedule,
to make sure you never miss an important appointment or
event.
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Week View

This view displays an entire week’s events in an easy-to-read format.

To open Week view:
¢ Select the Week tab.

8 Sample Calendar [_ (O] ]
File Edit %iew Search Dial Schedule Log ‘Windows Help

S| O] s =] ga]e > ]l

| Bls] % 2|

October 28 - November 3, 1996

”
945 AM 10:00 &M Call John wWalters, Advertiz 10:00 Ak 12:00 P Business meeting
00 Abd|12:00 PM) Business meeting with Do 1200 PR)1:00 Pk Lunch with k. Jobnwfale 1200 PR 1:00 M| Lunch with Mrz, Dorathy Got

Double-click on any

1200 P 1:00 P Lunch with kr. John ' alte 1:30 PM| 2:30 PM| Businezz meeting
event to go to Day 1:20 Ph| 4:00 PM Business meeting with Dur 400 Phd| 5:05 PM Project status meeting
view. 6:00 P Fick up Tom at school 530 P 7:00 PM| Buzsiness dinner with Joanne

Right-click on an
event to open an Edit

menu.
Ta Friday, h Saturday, November 02
10:00 b4 12:00 PM| Buzsiness meeting 10:00 &k 12:00 PM| Buzsiness meeting
1200 Pk 1:00 P Lunch with Jack Firby 1200 P 1:00 Pk Buziness lunch
E:00 Pk Fick up Tom at zchool 730 Ph11:00 PM Eazeball at Soldier field

B30 PR 8:00 P wWildoats practice
730 Pk 11:00 PM Bazeball game at Soldier fi

Sunday, Movemnber 03

This week-at-a-glance format lets you know what you have planned.

To move between weeks:

¢ Click the "= button on the left side of the navigator bar (or press the PgUp key)
to switch to the previous week.

¢ Click the = button on the right side of the navigator bar (or press the PgDn
key) to switch to the following week.

¢ Select a date on the navigator bar.
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Click these icons to
display events as
symbols, banners,
rectangles, or text.

Day icons let you see if
a special day is com-

Month View

This displays the calendar for the current month. Weekends and major holidays are
shown in red, while normal business days are displayed in black. Days from the
previous and next months are grayed out. Various symbols and labels can be
attached to a given day so you can see upcoming holidays, birthdays, and vacations.

To open Month View:
¢ Select the Month tab.

ing up. This flag lets
you know that Septem-
ber 4 is a holiday.

Each Event appears
as a small icon.

Day highlights let you
show important
information.

User Guide

B Sample Calendar Hi=E3
File Edit %iew Search Dial Schedule Log ‘Windows Help
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The month view uses icons to help you see special events, such as trips, birthdays, anniversa-
ries, holidays, and which type of appointments you have scheduled for each day.

To move between months:
¢ Select a new month from the navigator bar, or...

¢ Click the "= button on the left side of the navigator bar (or press the PgUp key)
to switch to the previous month, or...

¢ Click the =5 button on the right side of the navigator bar (or press the PgDn
key) to switch to the following month, or...

¢ Hold down the Shift key and press the PgUp or PgDn keys to switch to the same
month in the following or previous years.

To enter a day highlight or icon:
¢ Right-click on a day.
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¢ Select the icon and/or type the descriptive highlight text.
¢ Press the Enter key to save the information.

To change the event display:
¢ Click the appropriate icon in the upper right corner.

Option Description

m Displays events as colored rectangles.

a Displays events icons.

; Shows text descriptions of each event.

= Shows event banners (for multi-day events only).

—_—

Note: You can configure the Month view to display only certain types of events. For
details, please see “Month” on page 291.

To switch to day view:

¢ Click the Day tab, or...

¢ Double-click any day, or...

¢ Select a day and press the Enter key.
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Year View
When in Year View, a complete annual calendar is displayed. Weekends and major

holidays are shown in red, while normal business days are displayed in black.

To open Year View:
¢ Select the Year tab.

g Sample Calendar
File Edit “iew Seach Dial Schedule Log Windows Help

ISI=] E3

Annual calendar for 1997 Valentine's Day:

T ey
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E 7 8 931011 12
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day view. 1920 21 22 23 24 5 1617 18 13 20 21 22 16 17 18 19 20 21 22 2002 22 2324 25 %

26 27 28 23 30 3 23 24 25 26 27 28 23024 25 26 27 28 2 27 28 29 30

a0 3
T T

S M TW T F 5 S M TW T F 5 S M TW T F 5 S M TW T F 5
e 12 3 4 5 6 7 12 3 4 5 12
4 5 B 7 8 310 g 910 11 12 13 14 B 7 8 91011 12 345 6 7 8 9
1112 13 14 15 16 17 15 16 17 18 13 20 21 13 14 15 16 17 18 139 10 11 12 13 14 15 18
181920 21 22 33 M 2223 M B KT N 00N 2223 MBI R T B T T g e

25 26 27 28 23 300 23 30
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S M OT W T F 5

27 28 23 30 AN 24 25 26 27 28 23 30
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December

S M T wT F 5

Movember
S M T W _T F §

Sep
S M TW T F 5

The year view lets you change dates quickly or see what day of the week a holiday falls on.

To change vears:
¢ Select a new vear from the navigator bar, or...

¢ Click the = button on the left side of the navigator bar (or press the PgUp key)
to switch to the previous year, or...

¢ Click the = button on the right side of the navigator bar (or press the PgDn
key) to switch to the next year, or...

¢ Select the View/Year... command, type the desired vear, and click OK.

To switch to day view:

¢ Double-click any day, or...

¢ Click a day once and select the Day tab, or...
¢ Select a day and press the Enter key.
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Chart View

Chart View is useful for finding free time quickly, or for reviewing an entire
month’s schedule in a single view.

To open Chart view:

¢ Select the Chart tab.

g Sample Calendar =l
File Edit “iew Search Dial Schedule Log “Windows Help

October, 1996

7 am
Click and hold o
ick-an 0 On,a Tam 10:00 AM - 12:00 PM - Monday, October 28
block to see details 10 am Buziness mesting with Duncan McDowell  [Busy]
about the event.
11 am
12 pm !
1pm
Colored blocks show Zpm M
you when your events 3pm O
are scheduled. 4pm 0
B pm
Epm
7om - - - | |
it il n n n -
- H .
1 2 3 4 58 B 7 8 9101112131415 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 A
T W T-E M T wW T_F M T w T F M T W T F Mo W T

You can use the chart view to find open blocks of time to schedule an appointment.

The Chart view displays an entire month'’s events in graphical format. It’s like hav-
ing a month’s worth of event time blocks stacked together.

To view complete details for a selected event:

¢ Select an event block by clicking it and holding down the left mouse button. An
informational block opens, listing the complete details for the selected event.

To switch to day view:

¢ Double-click on any event block to turn to the Day view for the selected event,
or...

¢ Double-click an empty time block to open the associated Day view and enter a
new event, with the selected time block already defined.
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Click and hold on an
event to see detailed
information.

Double-click an event

Desktop View

This gives you instant access to your events (up to 64 day blocks). Every aspect of the
Desktop view can be customized to visualize your schedule’s most important aspects.

To open Desktop view:
¢ Select the Desktop tab.

& Sample Calendar

File Edit “iew Search Dial Schedule Log Windows

Help

M=l E3

@] o &)

D] el =

| Bls| 5w 2]

& |Today | [ 1996 »

Wwieek

Dap

HMonth | Year Chart

Group

Todo

Book

Friday, October 25

10:00 Ak - 12:00 PM - Tuesday, October 29
Business meeting  [Busy)

10:00 AM Business -
12:00 P Lunch with Mr. John
Walters

F

12:00 P Lunch with brs. Darothy
Gottieh

1:30 Pk Busziness mesting

400 Pk Project status meeting

530 P Business dinner with

to see it in Day view.
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Joanne Spring

Saturday, Movember 02 Sunday, Movember 03

The desktop view imitates a desk blotter calendar. You can configure it to show up to 64 days

Sunday, Octol

945 4M Call John walters,

Advertizing S olutions

10:00 AW Buziness meeting with
Cuncan McDowel

12:00 P Lunch with Mr. John
alkers

1:20 P Buginesz mesting with D
E-NM Phd_Biel e T ok crbenl

Thursday, October 31

10:00 Ak Business meeting
12:00 P Lunch with Jack Kirby
E:00 PM Pick up Tom at school
E:30 PR wildcats practice

7. 30PM Bazeball game at Soldier
field

Friday, Movember 01

10:00 AW Business meeting
12:00 PM Buziness lunch
730 PM Baseball at 5oldier field

Monday, Moves
400 P Project status meeting

Election Diay

at once.

To change dates:

¢ Use the Page Up and Page Down keys, or...
¢ Use the == and & buttons on the navigator bar, or...
¢ Select a particular date on the navigator bar.

To see detailed event information:

¢ Single-click and hold on an event.

To see an event in Day view:
¢ Double-click on the event.
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This bar shows the
current time.

Click and hold on a
block to see a detailed
event description.

Each calendar’'s name

appears here. Click the
button for each
calendar you wish to
schedule an event for.

208

Group View

This provides you with an easy way to view the schedules of up to 24 different cal-
endars at once. For example, you may have both a business and a personal calendar,
and would like to find your available free time between the two. Another example
might be several calendars used in a group medical practice. The receptionist can
keep track of each doctor’s appointments in a separate calendar file. A single glance
at the Group view would tell the receptionist when each doctor was free.

To open the Group view:
¢ Select the Group tab.

g Sample Calendar =l
File Edit “iew Search Dial Schedule Log “Windows Help

All calendars, Wednesday, October 30, 1996

Tit53 M

Q0 Kevin's Calendar

] Gym Schedule

@ Sample Calendar

0 Metwork Schedule
T T 1
g 9 9
am am am prm
All calendars f Sample Group & Sales group +|=|'T
Mor, February 10,1997 | [11:53 M

You can use the Group Chart to search several people’s calendars for a common meeting time.

To change dates:
¢ Use the Page Up and Page Down keys, or...
¢ Use the == and & buttons on the navigator bar, or...

¢ Select a particular date on the navigator bar.

To see detailed event information:

¢ Single-click and hold on an event.
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To see an event in Day view:

¢ Double-click on the event.

To schedule a Group Event:

¢ Click the button next to each Calendar you wish to schedule this event for. The
button will turn green; click again to de-select the calendar.

¢ Click your mouse inside the grid, where one of the included Calendar’s row and
the start time’s column intersect.

¢ Drag the mouse to the ending time, and release it. The Edit Event window will
appear.

¢ Complete the Edit Event window and click OK. The event will appear on each of
the selected Calendars.

Working with Groups

Each calendar group you create can hold up to 24 different calendars, and a calendar
can appear in any number of groups. You can also edit and manage these groups
whenever you need to change the group’s options or review its list of members.

To open the Group view:
¢ Click on the Group tab.

B8 Sample Calendar [_ O] <]
Fls Edit View Seach Dial Schecls Log Windows Help

EEEE o e e e s =

= |Today | (1396 | | Ootober »|17]18]1920]21]22] 2324252627 |26]28]30]51 | Nov [1 ]2 ]3[4 |66 |7 ]88 [0 =
" Day [ Weelk [ Ionth [ Tear [ Chart [ Desktog [ Group I Jodo [ Book [ Bioihythms [ Lalls [ Beminders [ Time zones i
All calendars, Wednesday, October 30, 1996

11:53AM

This bar shows the
current time.

Click and hold on a
block to see a detailed
event description.

Each calendar's name
appears in this column.
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0 Kevin's Calendar

} B m I R
@ Sample Calendar - ..

O Hetwork Schedule - --I
T T T T

3 9 10 1 12 1 2 ] 4 5 3 7 8 9
am am am am am pm pm pm pm pm pm pm pm pm pm

<> B Al calendars J Sample Gioup ¢ Sales group +(—[1

Mon, February 10,1897 | 1153 AM

You can use the group chart to search several people’s calendars for a
common meeting time.
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Available calendars

210

are listed here.

To create a new group:

¢ Select File/New group from the menu.

¢ Choose which calendars you want to include by highlighting a calendar, then

clicking the Select button.

¢ When you are finished, click the OK button.

¢ Give the group a name, then click the OK button.

Untitled group E
Calendars:

Gyrm Schedule Al
Kevin's Calendar
Joanne's Schedule

Jim's Calendar Clear

Diane's Calendar
M etwork Calendar

Sample Calendar

i Select
Schedule and Appointments

Remove

1]

Dovan

L Ak

Hep | [ ok

Group members;
i

iS5 arnple il
Metwork Calendar
Schedule and Appaintrments

Cancel

Create a group from any combination of calendars.

Option Description

Selected calendars
appear here.

Calendars

Shows all calendars that have been used. To add a calendar to this

list, you must change to another view and use the File/Open...
menu command to open the calendar.

Group members

Displays all calendars included in the group you are editing.

All Includes all available calendars in the group.

Clear Takes all calendars out of the group.

Select Moves the currently highlighted calendar into the group.
Remove Removes the currently highlighted calendar from the group.
Up Moves the selected calendar up in the group list.

Down Moves the selected calendar down in the group list.
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This list shows all
available groups.

User Guide

To edit a group:

Select File/Open group from the menu. The Select group window appears.
Highlight the group you want to edit.

If necessary, change the group’s name.

Click the Edit button.

Make any necessary changes to the group members, then click the OK button.
Click the OK button to close the Select group window.

* & & o oo o

Select group

Groups: Calendars:

= gevin;s Eéﬂlengaf Here are all the calen-
——|Sales group ample Calendar T : :

Sample Group Gym Schedule dgrs _mCIUded in the
Metwark, Calendar highlighted group.
Schedule and Appointments

GEraup name:
I.t’-‘-.ll calendars

Moke;
Thiz group containg all calendars in uge.

Hep | Dekte | add | Eat | [ ok ]| Cancel

You can select and edit groups in this window.

Option Description

Groups Lists all available groups.

Calendars Shows all calendars in the selected group.

Group name You can edit a group’s name here.

Note If you wish, you can type notes about the selected group.
Delete Deletes the selected group.

Add Creates a new group.

Edit Lets you change the selected group.
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Book View

This listing has been included in Calendar to help you schedule appointments with
people in your Address Book.

To open the Book view:
¢ Select the Book tab.

To move through the list:
¢ Use the arrows to the left and right of the column titles to move sideways.
¢ Use the right scroll bar to move up and down, or...

¢ Click an alphabet tab to jump to a specific letter.

& Sample Calendar =]
File Edit “iew Search Dial Schedule Log “Windows Help
«:» | «:» | Ql G
| 1996
Drag a name to the Day | week | Month | Year Chart | Desktop
day tab_to SChedgle Sample Address Book [sample.adr]
an appointment with - -
that person. A Computer Letter Editor and Publisher  212-696-9330 Computer Letter 419 Park Avenue 5. Mew York ;I
Computer Reseller Hews
This arrow shows the Eompulet Shopper Publisher 212-503-3800 Computer Shopper One Park dvenue, 1. Mew York
list is being sorted by CompuThink Windows __.
Page name. Click Computing Canada 416-437-9562 Computing Canada 2005 Sheppard Ave... | Wilowdale
: Coursey David ariter R08-879-0700 Computensworld 5 Speen Steet Framinghar
another column tIFIe Cringely. Robert Secrat Agent A15-572-7341 Infotworld 155 Bovet Road, S5u.. San Mateo
to resort the list D'Angelo, Dean
based on that field. Darby, George 201-555-6789 Lyndhurst,
D ata Communications ___[Fublishe | 212 5122655 he [ New ork
i Datamation Publisher 617-364-3030 D atarnation Newton b
Click on an alphabet | DBMS Magazine EdtorinChief 4153589500 DBMS Magazine 411 Borel Avenue, 5... | SanMateo
tab to Jump to that Dell Computer Corporation 512-338-4400 Drell Computer Corpora... | 9505 Arboreturn Blyd — Austin T
letter Delrina Technology. Inc. 416-441-3676 Dreliina Technology, Inc. | 835 Don Mills Road....  Toronto Oy
’ Delta Airlines & Delta Co... 800-2211212 Drelta Airlines & Delta .. Atlanta, Cir
Click fth Desktop Yideo World B03-924-0100 Dresktop Video 'World 80 Elm Strest Peterborou
Ick one o e Di. d Comp Syst__. A408-736-2000 Diamond Computer Sy... | 532 Mercury Drive Sunnyvale
tabs to change the Digital News & Review Publisher £17-964-3030 Digital Mews & Review | 275 'Washington Str... | Mewtan M
list template or Dodge John Executive Editor | 617-393-3700 PCWweek 10 Presidents Landing | Medford M
address book. Dr. Dobb’q Journal Editar-in-Chief 415-358-9500 Drr. Dobb's Journal 411 Borel &venue, 5. San Mateoll
Sample ¢ Senators ¢ Business ¢ Suppart book +[=|'T
Man, February 10,1337 | [12:03 Pr

The Book view lets you link an appointment to a person in your Address Book without
leaving Calendar.
To edit an entry:
¢ Highlight the entry by clicking on it.
¢ Click on the field you want to edit.

¢ Make your changes and press Enter to save them.
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Biorhythms

Biorhythms are either a serious tool or an amusing diversion, depending on how
you see things. The Biorhythm tab lets you view a graph of your emotional, physi-
cal and intellectual highs and lows..

g Sample Calendar [_ (O]
File Edit “iew Search Dial Schedule Log “Windows Help

«;»l«:»lﬂ : : ;;;:|><|§<.\25| i:&él

Desktop
Biorhythms for Kevin Taylor [ June 4, 1960']

This shows you which
month(s) you are
viewing.

Hetober, 19

The date selected in
Calendar is grayed-out.

The center line shows
dates and days of the
week.

8 9 10 1112 13 14
F M T W T

A legend appears
below the graph.

Create tabs for.

multiple people to see — physical [23daps) — emational [ 28 days ) — intellectual | 33 days |
how your family and [T Joe omih 3, Kevin Taylor_("MegSmih T apier =%
colleagues are faring- Maon, February 10, 1997 | | 1205 P

This illustration shows Kevin Taylor’s biorhythms for late October and early November.

To change dates:

¢ Use your Page Up and Page Down keys, or...

¢ Use the == and -5 buttons on the navigator bar, or...
¢ Select a date on the navigator bar.

To add additional Biorhythm profiles:
¢ Click on the [¥] button in the lower right corner.
¢ Fill in the necessary fields and click OK.
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Calls

This lets you view your phone log in Calendar. It can list all calls, messages, incom-
ing or outgoing calls, or your pending calls scheduled in Address Book. When you
want to return all calls at once, you can open Calendar to the Calls view and just
work down the list.

g Sample Calendar Hi=E3
File Edit “iew Search Dial Schedule Log “Windows Help

7/19/96 3 :

84196 4:04 P 10:14 Bell Atlantic - Okna 800-339-9911 Charge of $26.25 to remove line.

8/7/96 4:01 P 09:29 FrimeH ozt 800-879-6882 America Online *WAN iz down until 5:00pm

8/7/96 412 P 0250 FrimeH ozt 800-579-6882 Credit card expired, gave cument AmEx info.
8/19/96  12:55PM  02:03 FC Connection 800-800-1111 | Marton Antivis $74.95

8/20/96 1231 PM 1215 P Connection 800-800-1111 | Got $33 off shipping, UPS ground with dizcount iz $
822096 248 PM 057 .5, Heathcare 800-448-7423 90 day waiting period, but we can waive and sign u
9/3/96 S10PM 0252 MJ Transit 800-772-2222 Busy

9/6/96 11:534M | 04:04 PC Connection 800-800-1111 | $204.90

9/6/96 237 PM 0526 Adobe Systems 800-272-3623 | $99 for upgrade

9/25/96 10:62 A 00:56 Adobe Sales - Photoshop 800-521-1976 Out of CD-only package, ordered CD+dizks for $29.
10415/96 |27 4M 0305 PC Connection 800-800-1111  Total: $154.95

10/21/96 215 PM 01:58 FrimeH ozt 7039181135 Left meszage

10/25/96 | &30PM 0000 KPMG 201-307-7849 Got voice mail

11/414/96 | 3104M 0314 PC Connection 800-800-1111

11/20/96  7:03 PM 0552 Micra Warehouze, Inc. 203-838-54584

11/20/96 | &:00PM  00:05 PC Connection 800-800-1111

11/21/96 2233 PM 02:29 E aztman K.odak Company 800-235-6325 Kodak Digital Carmera emor message

11/21/96  2:41 PM 1329 E aztman K.odak Company 800-235-6325 Digital Camera repair

12/6/96 1:06 Pk 2916 Micron Electronics 800-828-0394 Replace mouze LI

Configure this list the
same as any other, to
show only those fields

you need.

SEEEEEESSEEEEEEEEEE

Select a filter tab to view
only the calls you want
to work with.

—ﬁ Al 4 Incoming % Outgoing f Messages 4 Pending 4 Forward g CallerdD g ‘wed, Oct 30,1995 § Expired 4 Ful+|=['T
Mon, February 10,1997 | [1211 PM

If you would like to browse your phone log, open the Calls view.

To switch to Call view:

¢ C(lick the Calls tab.

To select the type of calls you wish to see:
¢ Click the appropriate filter tab: All, Incoming, Outgoing, Messages, etc.

To review a Filter Tab’s options:

¢ Click the Filter Tab.

¢ Click the Setup button in the lower, right-hand corner of the screen.
¢ Edit the options for this Filter Tab and click OK.
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To create a new Filter Tab:
¢ Click the “+” button in the lower, right-hand corner of the screen.

¢ Set the options for this new Filter Tab, and click OK. The new Filter Tab will be
displayed along with the others.

Reminders

You will probably want to schedule special events such as birthdays, anniversaries,
and other non-timed events as Address Book reminders, so they don’t clutter up
your daily appointment schedule. However, you may want to see a full-window
view of these events when you are in Calendar. Just open the Reminders view to see
all Address Book reminders without any other distractions.

g Sample Calendar =1
File Edit “iew Seach Dial Schedule Log Windows Help

Click a column header
to re-sort the list on that —
column’s field. a
A 12/24/96 300 Pk Check phone messages W
SN 182097 4:45 P Back up sales file W
i S 14307 3404 Check web site W
The list can be A 1/13/97  11:004M 11:004M  Cheek Ken's messages v
configured to show JA1413/97  300PM  300PM | Check Ken's messages v
reminder iCOﬂS, S0 you | A 11397 330 P Get directi0n§ & how many copies... | v
hich £ A 2Ma7 11:154M  Check web site
can see which type o [h 210/7  200PM  200PM  Submitreport to Joanne Spring
events are listed at a &5 21097 Mary's bithday
g|ance_ SA2M0/97  S00PM 630 PM Fick up dry cleaning
&3 5M3097 John's bithday
ﬁ F A e s

Browse your Address Book reminders using this view.

To select the type of reminders you would like to see:
¢ Click the appropriate filter tab: All, Pending, or Today.

To review a Filter Tab’s options:

¢ Click the Filter Tab.

¢ Click the Setup button in the lower, right-hand corner of the screen.
¢ Edit the options for this Filter Tab and click OK.

To create a new Filter Tab:
¢ Click the “+” button in the lower, right-hand corner of the screen.

¢ Set the options for this new Filter Tab, and click OK. The new Filter Tab will be
displayed along with the others.

User Guide 215



Calendar

Time Zones

This view lets you check the time difference for anywhere in the world. You can use

this to schedule your calls for different time zones. It is also useful when planning
trips and making airline reservations.

& Sample Calendar
File Edit “iew Search Dial Schedule Log “Windows Help

el o] & |23 el | Blal = 2]

%= |Today | 11996 | | October > [17|18(19|20|21|22|23|24|25|26|27 | 28|29|30(31

M=l E3

Mov |1]2|3|4|6(6|7|8|9|10 5

Dap | Week | Month | Year Chartt | Desktop | Group | Todo | Book
Geographical time zones

Biothpthms | Call: | Eeminders Time zones

This row of clock
faces illustrates time
differences around
the world. i

s
San Francisc:z Dienw

Las Angeleﬁ\
Parilic \\Q
Ocean e

®®®®@®®®®®®®®®®®@®®®

o100 02 00 0300 04:00 05:00 0600 07:00 08 00 03 00 10:00 II 00 121 00 13 00 I-l 00 151 00 16 00 17 00 18 12:00 | 20:00 219:00 22:00 | 23:00 24:00
-1

Atlantic
Ocean

Equator - E quator
US and E t Blenos A Y
an uropean time uenos Ajres = !
P PT | MT | CT E 2T GMT MET EET o
zones are labeled at T et ] en T et e it T e et [Eas o e
the bottom. <| > . Martine's Calendar ¢ Gym Schedule % Sample Calendar { |cons +| =7
Mon, February 10, 1997 | [12:15 PM

The Time Zone view helps you plan international calls.
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Entering Events

Calendar has several ways of setting up events to give you flexibility. You can enter
events, including descriptions, using only the mouse. Alternatively, you can enter
events completely from the keyboard, or by using a combination of both.

In the Day View Window

Let’s assume that you have a business meeting today, from 3:30 PM to 5:00 PM.
Since you plan to be busy returning calls before the meeting, vou would like to set
an audible alarm to remind you when it’s time to go to the conference room. Calen-
dar allows you to schedule your meeting using your keyboard or mouse.

Using the mouse To open the Event dialog box:
¢ Click the Day tab to switch to that view.

¢ Double-click the mouse on one of the blank event fields. The New Event dialog box
appears.

Edit event: Lunch with Mrs. Dorothy Gotthieb

Ewvent | Options I MHote: | Daily I Wieekly | Manthily I Files I Group I
<) &M 12:00 pra - 1:00 pra PH =
. , 7 8 3 0 1 12 1| 2 3 4 & 6 7 & 4 The bottom row
The time ruler’s _| PP PR AP T AP T .é Ll .I NPT PR AP PR PR P T BPEE S AP TP marks the times of
upper bar shows 1 | W [T I other events sched-
when the current : : . — uled that day.
event is scheduled. £if Businessdinner o || 1836 5[ October [
= TR a = Use the mini-calen-
Select an event & Telephone Call SR ER T R EE dar to select the
template to g Callfor information 131411516 |17 | 18 |19 event's date.
automatically fill in a Mest salesman 20|21 |22)23 24|25 28
description. Some al Eedpmt status . |83 WA |12 The clock control
will even set an M I:;"e;;g:fnr;en S s e RE e can set the alarm
alarm. Wisit company Date Alarm From Lntil time and be u,sed
23 Lunch with friend [10/30/98  [o] 174004 o] [1z00 P [3] [1:00 P03 as an altemative to
If none of the W Ninner with friend ;l the time ruler to set
i \I event times.
templates fit the Lunch with Mrs. Dorothy Gottlieb
event you're
scheduling, type a
description here. Help | Llear | [ et | oK I Cancel |

The Event window contains all the controls you need to schedule an
appointment.

The Time Ruler assists you in streamlining the entry of yvour events. The graphical
representation of your day’s schedule allows you to quickly resolve or avoid con-
flicting commitments. The upper part of the ruler shows the active (selected) event.
The lower part shows color-coded blocks of time for other events scheduled for this
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same day. Double-clicking on a time block in the lower ruler switches it to the upper
ruler, allowing you to edit the event.

To schedule the event’s start and end times:

¢ Move your mouse pointer over the time ruler’s upper bar. A vertical cursor
appears.

¢ Move the vertical cursor to the start time: 10:30 AM.
¢ C(lick and hold down the left mouse button.

¢ While holding the mouse button down, drag the cursor to the event’s ending
time: 12:00 PM

¢ Release the mouse button. Your meeting’s starting and ending times appear in the
From and Until fields.

To set an alarm using the time ruler:
¢ Right-click the upper ruler bar at the alarm time: 10:30 AM.

To set an alarm using the clock control:
¢ Click your cursor in the Alarm field.

¢ Click the clock’s “10” to set the hour.

¢ Click the “6” to set the minutes.

For more information on using the clock control, see “Clock” on page 197.

To reschedule an alarm:

¢ Drag the triangular alarm pointer to a new time.

To enter the event description:

¢ In the list of Event Templates, click Business meeting. The event’s description
appears in the Edit field.

Calendar automatically schedules the event for the day you were viewing when you
opened the Event dialog box. If necessary, you can use the mini-calendar to select a
different day.

To change the event’s date:

¢ Select a new day on the mini-calendar. This appears below in the Date field.

When you are done entering vour event:

¢ Click the Ok button to save the new event and return to Day View. The completed
entry appears in Day View.

DeskTop Set Professional



Entering Events

'

The Completed
Event checkmark

Using the
keyboard

b}

The alarm bell

User Guide

When the event has passed, you may want to “check it off,” or mark it as com-
pleted.

To mark an event as completed:

¢ Select Edit/Status/Completed from the menu, or...

¢ Click the Status field until the checkmark appears, or...

¢ Right-click the Status field and select “Completed” from the menu that appears.

To enter a sample event from Day View using the keyboard:
¢ Select the Day tab to switch to that view.

¢ Position the cursor in a blank line using the keyboard’s Up and Down arrow
keys.

¢ Use Tab or Shift-Tab to move the cursor to the Time from field.

¢ Enter the event’s starting time: 3:30 PM

¢ Press the Tab key to position the cursor in the Time to field. Enter the event’s end-
ing time: 5:00 PM

¢ Press the Tab key to position the cursor in the Event description field. Enter the
event’s description text: Business meeting

If Windows is set to a 24-hour format, you can enter military times in Calendar.
When using the 12-hour format, be sure to put in the AM/PM indicator.

The actual amount of text you can enter in a field is limited and is dependent upon
the type of characters you enter. Calendar does not accept more letters when this
maximum is reached.

To set an Alarm:
¢ Click on the Day view’s alarm field, or...

¢ Select the Edit/Status/Set alarm command from the menu. This will set an
alarm at the event’s starting time. A small bell appears in the alarm field.
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Event Options

This dialog box is used to set event-specific options which might not be set in the
standard templates. For instance, you can change the event color or alarm sound,
have the calendar page vou, set a tickler, or make an event float.

Edit event [options): Lunch with Mr. Konstantin Monastyrsky

Ewent | Optionz | MHate | Draily I Wieekly | Monthl_l,ll Filesl Gmupl

Optiong —————— [~ &lam tune — Color You can select an

This event is marked | Public " Private [ | alarm sound from
Public so network ¢ Buginess ¢ Personal this drop-down list.

users can see it, and

¥ Key event W Frintable

Business since it | 1337 | July |3
involves a company I™Locked I Hidden EE R EELERE
purchase. " Flosting [ Billable E (7|8 |8 1011 [12

[ Barmer 13|14 |15 |16 (17 (18 |19

ERNEFEEEIEE
W Ussicon (Bd3 7| | |27 (28 (23 30 311 2
Importance: SRR EE

Tickler date: 0 Mini-Calendar to
Status: [ Out of office j I sy il Bzt Callee schedule an event

: - tickler. These are
Faging: | D efaul [ | Calto confim j| listed when you start

Calendar.
Help | [ElEr, | Con_flictsl 0K I Cloze

You can change basic event options, such as ticklers, color, or alarm
sound, using this setup tab.

You can use the

LB
JHREENE

L«

To access the Event Options dialog box:
¢ Open the Edit event window.
¢ Click the Options tab.

Options and  This section contains event options, alarm tunes and paging setup.
alarms
Option Description

Public/Private Specifies the type of event. These designations can be used as fil-
ters when printing, or to prevent network users from viewing
certain events in your schedule.

Business/ Specifies the type of event. These designations can be used as fil-
Personal ters when printing calendar events. For example, you can print a
calendar listing only your business events.

Key event Designates events of major importance. Key events are displayed
with a red flag in the Status field of the Day View window.
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Printable

Locked

Hidden

Floating

Billable
Banner
Icon

Importance

Status

Paging

User Guide

Includes the event in schedule printouts. You may occasionally
have an event on your calendar that you don’t want to print. If
so, uncheck this option.

Prevents an event from being modified in any way. All of the
fields in Day View are disabled, as is the Event dialog box. It
remains this way until the event is unlocked by selecting Edit/
Unlock event from the menu. To prevent an unauthorized per-
son from unlocking the event, enter a password in the Setup
Options dialog box (see “General Options” on page 274).

Hidden events are visible only to you. Network users will not be
able to view hidden events.

If a floating event from the previous day has not been completed,
it will move to the current day. Floating events appear with a sail-
boat icon.

Designates the event as an item you bill for, or one for which you
are billed.

Displays this event in Month view when you have selected to
show banners.

Select the icon for this event. This icon is used in Month View, and
is also used to display the event when it is parked.

Designates the relative importance of the event. Use this feature
to help you determine whether or not an event can be resched-
uled, cancelled, etc.

Your Status is used to provide others with additional information
when they view your Calendar in Group View.

This field selects the time when your Calendar pages to remind
you of an upcoming appointment. You can either select one of the
times from the combo box, or you can set up a Default paging
format in the Calendar Setup dialog box (see “Event Options” on
page 220).
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Tickler

Color

You can set a tickler to give advance warning of an upcoming event. Unlike alarms,
ticklers can be set for a different day than the event itself, and do not appear at a
specific time. These fields are used to set up a tickler date and message for the event.

Option Description

Tickler date Specifies the date on which you want to be reminded about the
event. Type the date in the provided field, or use the Mini-Calen-
dar control to enter it.

Tickler message  This drop-down list selects the tickler message to be associated
with the event.

Calendar provides sixteen different colors that you can assign to your events. The
selected color is used in the Day view Status field of normal events (remember that
Key Events have a special flag in their Status field), in the time bars of the Event and
Alarm Message dialog boxes, in the Week view, and the Desktop view.

Use the event color as a visual cue to distinguish different types of events. For exam-
ple, vou could use blue for all of your personal events, black for your meetings, red
for your client contacts, etc. This strategy allows you to see what type of event has
been scheduled, without reading the description.

Option Description

Current Color Designates the currently assigned color. The default for a new
event is white. If you select a preset template in the Event dialog
box, its color is assigned automatically. To choose a new color,
simply click on one of the sixteen color bars. The Current Color bar
reflects your selection.
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Type notes as you

would in a word [ We need to discuss marketing options. Don't forget to bring research and poll results.

processor.

Attaching notes

User Guide

Note

You can attach notes to any event in your schedule. Use this window to enter, view,
and edit notes.

Edit event [note): Lunch with Mrs. Dorothy Gottlieb

Ewent I Options | Maote | [ aily I Weekly I Monthl_l,.ll Filesl Groupl

Meet at Kiku Japanese Restaurant in the hibachi area.

Kiku iz located on Route 4 East at the Spring Valley Foad exit. Take the Garden State
Parkway south to the Route 17 exit. Get off on Route 17 south and proceed to the
interzection with Route 4. Get on Route 4 east, and about one mile later iz the Spring Valley
Foad exit.

Jim ate at Kiku last week and recommends the scallops terivaki.

Help | Clear | Conflictsl 0K I Cloze |

Attached notes can hold directions to a meeting, a list of items to bring
or discuss, and anything else you may need.

If yvou prefer a more advanced text editor with File and Edit menus (similar to Win-
dows' Notepad), you can use the note editor window.

To open the note editor window:
¢ Highlight the event in Day view.
¢ Click the Attach Note icon in the Toolbar.

There are two ways you can create and edit notes. The simplest is to use the Edit
Event window’s Note tab, where you can enter and change your notes. For more
features, such as printing, use the text editor.

To use the Edit Event window to attach a note:

¢ Double-click on the event.

¢ Select the Note tab.

¢ Enter the desired notes for the selected event.

¢ Click OK to close the window and save your notes.

A symbol appears in Day view to the right of the event description, showing that
you have attached notes. To view the text again, double-click on this icon.
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The note symbol

Removing notes
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To use the text editor to attach a note:

¢

¢
¢
¢

Select the event to which you want the note attached.
Click the Attach Note icon in the Toolbar.
Enter the desired notes for the selected event.

Select the File/Exit command to close and save the notes.

The text editor window functions similarly to the Windows Notepad application.
Use the commands from the Edit menu to help you format your notes. You do not
have to save your notes, however, since Calendar does this for you when you close
the window. If you wish to save the contents of the notes to a separate text file, use
the File/Save as... command in the text editor window.

To remove notes attached to an event:

¢

¢
¢
¢
¢

Double-click on the event.

Select the Note tab.

Click the Clear button. All text is erased.

Click OK to close the window and save your changes.
The associated note and its symbol are deleted.
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Choose how often
you want the event
to recur.

Use the date range
to set the event’s
first and last occur-
rence, or just select
a starting date and

how many times you |___|. Fram: |1n;30395

want the event to
appear.

Conflict checking
makes sure you
don’t schedule a

weekly meeting at
the same time
you're supposed to
be on the road.

Period

Range

User Guide

Daily Recurring Event

This is most often used for events that span over several consecutive days, or occur
every x number of days. Examples include: several days of meetings while on a
business trip, a vacation, or your every-other-day work-out.

Edit event [daily): Pick up Tom at school E
Event I Optiors I Mote | Daily I ‘Weekly I Farithly | Filez | Group I
) &M 5'30 pm - Bdh pm P
[ AR 5
— ﬂ—F
~ Period : >4 ~ Exclude You may need to
= 1336 Octaber schedule a meeting
L T ™ Days off
Every days (301|234 5 pv‘” £e every three days, but
Range E|7]8]3)10]11/12 Reaiey you don’t want it to
~ 123 12: 123 122 12; 122 122 [~ Monday occur over the week-
= = o ™ Tuesday end. Check the days
Uni: [12/26/%5 3141516 7813 | I Mednesday Z‘\’/:nifzg';‘g:g;:f;i
Total events: |'|5 ™ Thursday
|tv the range section, enter [~ Friday
eitbier Fram and Until dates
Eiatifiletis or & From date and Total W Saturday
I Auto check events v Sunday
Help | Clear | Conflicts | ak I Close |

If you must remind yourself to make a backup before you go home or
check your voice mail messages every day, daily recurring events can
help you.

To set a daily recurring event:
¢ Create a regular calendar event in Day view.
¢ Before you close the Event dialog box, click the Daily tab.

Specifies the number of days between occurrences of the event.

Option
From/Until

Description

Specifies the starting and ending dates for occurrences of the
event. This field defaults to the current date, but can be modified
at any time.

Total events Specifies the number of events that fit within the date range,

based on the defined Period and the selected Exclusions.
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Note:

Exclude

The Range section of the dialog box can be used in two different ways. You can
enter From and Until dates, then let Calendar calculate the total number of events.
Alternatively, you can enter a From date and fill in the Total events field, letting Cal-
endar calculate the Until date.

There may be certain types of days on which yvou do not want this event to occur.
Check any of the appropriate exclusions boxes to select days on which you do not
want the event to occur. This occurrence is skipped.

Example 1 - Scheduling an event that occurs every 10 days for the next year:
¢ Enter the first occurrence of the event in Day view.

¢ Before you close the Event dialog box, click the Daily tab.

¢ Enter 10 in the Period field.

¢ The From field should already contain the date of the first occurrence of the event.
In the Until field, enter a date which is one year after the From field.

¢ Press the Tab key. The Total events field displays the number of times this event
recurs within the defined period.

¢ C(lick OK to schedule the events.

All occurrences of the event are marked with a multi-coloured triple arrow in Day
view.

Example 2 - Scheduling 15 dates for an event that occurs every 10 days,
excluding days off, vacations and weekends:

¢ Enter the first occurrence of the event in Day view.
¢ Before you close the Event dialog box, click the Daily tab.
¢ Enter 10 in the Period field.

¢ In the Exclude section, mark the Days off; Vacations, Saturday, and Sunday check-
boxes.

¢ The From field should already contain the date of the first occurrence of the event.
In the Total events field, enter 15.

¢ Press the Tab key. The Until field displays the last date on which this event will
recur within the defined period.

¢ C(lick OK to schedule the events.

All occurrences of the event are marked with a multi-coloured, triple arrow in Day
view.
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Example 3 - Scheduling an event that occurs daily, for a specific range of days
(such as a training class, business trip, etc.):

¢ Enter the first occurrence of the event in Day view.
¢ Before you close the Event dialog box, click the Daily tab.
¢ Enter 1 in the Period field.

¢ The From field should already contain the date of the first occurrence of the event.
In the Until field, enter the last date of the event.

¢ Press the Tab key. The Total events field displays the number of times this event
will recur within the defined period.

¢ C(lick the OK button to schedule the events.

All occurrences of the event are marked with a multi-coloured, triple arrow in Day
view.

To view other occurrences of an event:
¢ To view the next occurrence of this event, double click on the recurring arrow.

¢ To view the previous occurrence, hold down the Shift Key and double click on the
recurring arrow.

To schedule an event that occurs every ten days for the next year:

¢ Create an event in Day view.

¢ Double-click on the event to open the Event dialog box.

¢ Click the Daily tab.

¢ Choose 10 in the Period field.

¢ The From field should already contain the date of the first occurrence of the event.
¢ Click on the Until field.

¢ On the mini-calendar, select a date which is one year after the From field.

¢ Press the Tab key. The Total events field will display the number of times this
event will recur within the defined period.

¢ C(lick the OK button to schedule the events.

Each occurrence of the event is marked with a multi-colored, right-facing arrow in
Day View.

Double-clicking on the multi-colored arrow turns to the next date on which this
event recurs. To see previous dates of recurrence, hold the Shift key down and dou-
ble-click the arrow.
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To schedule 15 dates for an event that occurs every ten days, excluding days
off, vacations and weekends:

¢
¢
¢
¢
¢

<&

¢

Create an event in Day view.

Double-click on the event to open the Event dialog box.
Click the Daily tab.

Select 10 in the Period field.

In the Exclude section, check the Days off, Vacations, Saturday and Sunday check-
boxes.

The From field should already contain the date of the first occurrence of the event.
In the Total events field, enter 15.

Press the Tab key. The Until field displays the last date on which this event recurs
within the defined period.

Click the OK button to schedule the events.

To schedule an event that occurs daily, for a specific range of days (such as a
training class, business trip, etc.):

* & & & O o oo o
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Create an event in Day view.

Double-click on the event to open the Event dialog box.

Click the Daily tab.

Select 1 in the Period field.

The From field should already contain the date of the first occurrence of the event.
Place the cursor in the Until field.

On the mini-calendar, select the last date of the event.

Press the Tab key. The Total events field displays the number of times this event
recurs within the defined period.

Click the OK button to schedule the events.
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Select how often you
want the event to
recur.

No one can make a
meeting when they’re

Weekly Recurring Event

These are used for events that occur regularly on a certain days of the week, or every
x number of weeks. Below is an example showing a weekly baseball game scheduled

every Saturday for

the duration of the season and excluding vacations.

To set a weekly recurring event:

¢ Create a regular

calendar event in Day view.

¢ Before you close the Event dialog box, click the Weekly tab.

not at work, so vacation
days and days off are
excluded.

Period

Range

User Guide

Edit event [weekly): Project status meeting
Ewent I Options I MHaote | [aily | Weekly I Monthl_l,ll FiIesI Gmupl
<) &M 400 pm - 505 pm PH =
T TO D0 TV O T T T A
I
[T I I [ 1
— Period —Day of week
= | 1996 |4 October B »
— T wesls S o T[T [2 [ 3[4 ]5 || hiotiaes
I R R E TN EE R Tt Select the day(s) of
—Range 131475 118 (17 (18 /19 ¥ Wednesday th'e week the event
From: |10/30/96 2021 22|23 |24 |25 | 26 will occur on.
= 2 |28|23 0|31 |1 ]2 Wiy
Unit [11713/9% 3456 789 || I Fids
Tatal events: |3 — Bl I™ Saturday
a [~ Sunday
v Days off
Conflicts Select all
™ Auto check [ Days of week
Help | LClear | Con_flic:tsl 0K I Cloze |

The weekly recurring event window has many of the same options as the daily

version. Just select

Specifies the numb

Option

which day(s) and the weekly interval to schedule the
recursion pattern.

er of weeks between occurrences of the event.

Description

From/Until

Total events

Specifies the starting and ending dates. The From field defaults to
the current date, but can be modified at any time.

Shows the number of events that fit within the date range, based
on the defined Period and the selected Exclusions.
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Note:

Exclude

Day of week

Select All

The Range section of the dialog box can be used in two different ways. You can enter
From and Until dates, then let Calendar calculate the total number of events. Alterna-
tively, you can enter a From date and fill in the Total events field, then let Calendar
calculate the Until date.

There may be certain types of days on which this event shouldn’t occur. Check any
of the appropriate exclusions boxes to select days when vou do not want the event
to occur.

Specifies the day(s) of the week on which this event will occur.

Marks all checkboxes in the Day of week section with a single click.

Example - Scheduling a meeting that occurs every third Monday:
¢ Enter the first occurrence of the event in Day view.

¢ Before you close the Event dialog box, click the Weekly tab.

¢ Enter 3 in the Period field.

¢ In the Day of week section, check Monday.

¢

The From field should already contain the date of the first occurrence of the event.
In the Until field, enter a date 3 months after the From date.

¢ Press the Tab key. The Total events field displays the number of times this event
will recur within the defined period.

¢ C(lick the OK button to schedule the events.

Viewing other occurrences of an event

¢ To view the next occurrence of this event, double click on the multi-colored triple
arrow.

¢ To view the previous occurrence, hold down the Shift Key and double click on the
multi-colored triple arrow.

To schedule a meeting that occurs every three weeks on Monday for the next
three months:

Create an event in Day view.

Double-click on the event to open the Event dialog box.

Click the Weekly tab.

Select 3 in the Period field.

In the Day of week section, check Monday.

The From field should already contain the date of the first occurrence of the event.
Place the cursor in the Until field.

* & & & o oo o
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¢ On the mini-calendar, select a date three months after the From date.

¢ Press the Tab key. The Total events field will display the number of times this
event will recur within the defined period.

¢ C(lick the OK button to schedule the events.

Monthly Recurring Event
This is used for events that occur on a monthly or annual basis, such as:
A meeting on the first of every month
A report due on the first and third Friday of every month
A quarterly report
An anniversary on November 9th of every year

To set a monthly/annually recurring event:
¢ Create a regular calendar event in Day view.
¢ Before you close the Event dialog box, click the Monthly tab.

Edit event [monthly): Katy's Birthday

Ewent I Optionz I MHate | Dhaily I Wieeky | Month i| Files I Group I
— Month —Range——
If the event occurs I Janwary Fram; | 9/29/95
on a specific date, I February Uit fifrity
choose it from here. ™ March
I apil : Tatal: I -
- - Ifthere isn'ta setdate,
[ May = ek number—/L rlayofwesh—— Exclude——— you can select which
I une I= Eirst I= | orde [ Days off week and day it will
™ July [ 5zcand I= iuesday [ Wacations occur on.
I August . I S ednesday [ Monday
I= Titird
IV September o = Hihureday ™ Tuesday
Octob Gl )
Select the month(s) | Wk I Fih A Fiicy Bl ey
) . ™ Mowember i ™ | Saturday [ Thursday
the event will occur in. .
™ December I [zt 7 S unday I Friday
Select all Conflicts I™ Saturday
[ Monthe T fwiesks [T Daye | [ [ &uto check I™ Sunday
Help | LClear | Conflicts | 0K I Cloze |

Whether you need to schedule a birthday, an annual report, or a perfor-
mance review on the last Friday of every month, Calendar can do it.

Month  Specifies the month(s) in which you want the event to occur.
Week Number Selects the week number, relative to the start of the month, in which you want the

event to occur. For example, if you have a meeting on the first and third Monday of
every month, you would check the First and Third boxes in this section.
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Day of week

Select all

Day Selection
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Grid

Range

Note:

Exclude

Note:

Shows the day(s) of the week on which you want the event to occur.
Marks all checkboxes in the Month, Week number, and Day of week sections.

Choose dates of the month on which you want the event to occur. The Last box can
be used to automatically select the last day of any selected month(s).

Specifies the range of dates in which the event appears on the calendar, and how
many occurrences of the event the range contains.

Option Description

From Specifies the starting date for occurrences of the event. This field
defaults to the current date, but can be modified at any time.

Until Shows the last date on which the event will occur.

Total events Displays the number of events that fit within the date range,

based on the defined Period and the selected Exclusions.

The Range section of the dialog box can be used in two different ways. You can enter
From and Until dates, then let Calendar calculate the total number of events. Alterna-
tively, you can enter a From date and fill in the Total events field, letting Calendar cal-
culate the Until date.

There may be certain types of days on which this event should not occur. Check any
of the appropriate exclusions boxes to select days on which you do not want the
event to occur.

It is not necessary to make a selection in each of the Week number, Day of week,
Exclude, and Day selection grid sections of this dialog box. Some of these items are
mutually exclusive, and the appropriate options are disabled as you make your
selections.

Example 1 - Scheduling a meeting that occurs on the first day of every month
for the next vear:

¢ Enter the first occurrence of the event in Day view.

¢ Before you close the Event dialog box, click the Monthly tab.

¢ Check the Months box in the Select all section to mark every month.

¢ Click on the 1 box in the Day selection grid.

¢ The From field should already contain the date of the first occurrence of the event.
In the Until field, enter a date that is one year after the From date.
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¢

¢

Press the Tab key. The Total events field will display the number of times this
event recurs within the defined period.

Click OK to schedule the events.

Example 2 - Scheduling a meeting on the first and third Friday of every
month for the next year excluding August:

* & & & o o o

¢

Enter the first occurrence of the event in Day view.

Before you close the Event dialog box, click the Monthly tab.

Check the Months box in the Select all section to select every month.
Uncheck the August month box.

In the Week number section, check the First and Third boxes.

In the Day of week section, check the Friday box.

The From field should already contain the date of the first occurrence of the event.
In the Until field, enter a date that is one year after the From date.

Press the Tab key. The Total events field will display the number of times this
event recurs within the defined period.

Click OK to schedule the events.

Example 3 - Scheduling a report that is due on the last day of every quarter
for the next year:

¢

¢
¢
¢
¢

¢
¢

Enter the first occurrence of the event in Day view on the last day of March.
Before you close the Event dialog box, click the Monthly tab.

In the Month section, check March, June, September and December.

In the Day selection grid, check the Last box.

In the Range section, enter March 31 in the From field and 4 in the Total events
field.

Press the Tab key. The Until field will display December 31.
Click OK to schedule the events.

Example 4 - Scheduling an event that occurs on August 14th for the next five
vears:

¢

¢
¢
¢
¢

Enter the first occurrence of the event in Day view on August 14th.
Before you close the Event dialog box, click the Monthly tab.

Check the August box in the Month section.

Click on 14 in the day selection grid.

In the Range section, enter August 14th in the From field. Enter 5 in the Total
events field.

Press the Tab key. The Until field will display August 14th five years from the
current date.
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status

¢ C(lick OK to schedule the events.

Viewing other occurrences of an event:

¢ To view the next occurrence of this event, double click on the multi-colored triple
arrow.

¢ To view the previous occurrence, hold down the Shift Key and double click on the
multi-colored triple arrow.

No matter how complicated the pattern of your recurring events, they can easily be
deleted in Calendar.

To delete a recurring event:

¢ In Day view, select a future occurrence of the particular event (do not select an
occurrence of the event that falls on today’s date, or one that has already passed).

¢ Select the Edit/Recurring/Delete... command from the menu.

¢ A message box will appear to confirm your intention to delete the recurring
events. Click OK.

All occurrences of the recurring event are deleted.

Once you have set up the pattern of your recurring events, you may find it neces-
sary to edit it. How many recurring events are edited depends on when the event
falls in relation to today.

¢ If you edit a recurring event that occurs today, only that one event is changed.

¢ If you edit a recurring event that occurs in the past or future, all events are
changed. This allows you to make changes to the entire recurring sequence.

You may wish to change a past or future occurrence without affecting the rest of
the recurring sequence. Calendar allows you to do this by unlinking any recurring
event from the rest of the chain.

To unlink one recurring event from its associated events:
¢ Select the desired recurring event in Day view.

¢ Select the Edit/Recurring/Unlink command. The selected event is unlinked from
its associated events (it is no longer part of the original recursion pattern).

When individual recurring events are unlinked, their association with the original
recursion pattern is severed. If you later choose to delete all occurrences of the recur-
ring event, any unlinked events that were part of the original sequence remain.
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Files

You can attach files which are related to an event, such as a spreadsheet of research
results to be presented at a meeting, or a document containing a proposal. If an
event has many files attached, yvou can use the bottom filter tabs to view only
Microsoft Word files, Excel files, text files, and so on. If you are searching for a spe-
cific Word document, this can help narrow the list you are scrolling through.

Edit event [files): Lunch with Mrs. Dorothy Gottheb

Event I Options | Mote I Draily I Weekly I Mc-nthl_l,l| Files I Groupl
. brainstorm liz... 9423096 222 PM Marketing ideas

@E don't forget.... widl 9523796 215 P Don't forget Mew marketing,
_@ logo.bmp BMP  9/23/5E6 3:21 PM  OknaLogo Mew marketing,
X market resea,. DOC |8/29/96 2212 PM | Market rezearch outine Mew marketing,
X poll results vls  ®LS | 8/29496 213 PM | User poll results Mew marketing,

&l Awford / Excel 4 Bitmap /4 Test [+][=]T

Help | [Elear | [Sarticts | Qg I Cloze |

Attachments are displayed in a standard list, which can be configured
normally. Select a topic tab at the bottom of the window to view specific
types of files.
To view your attachments:

¢ Double-click on the event.
¢ C(lick the Files tab.

To view only one type of file:
¢ Click the appropriate filter tab (Word, Excel, Text, etc.) at the bottom of the win-
dow.

To set the options for a filter tab:
¢ Click the filter tab.

¢ Click the Setup button in the lower right-hand corner of the screen.

¢ Set the tab’s options and click OK.

235



Calendar

236

To add a new filter tab:

¢
¢
¢

Click the “+” button in the lower right-hand corner of the screen.
Set the new tab’s options and click OK.
The new filter tab now appears below the list of files.

To add an attachment:

¢
¢

¢
¢

Double-click on a blank line.

Click the button next to the File field to select the file which you wish to
attach. Click Open to continue.

Fill in the rest of the information, such as Author, Subject, Title, and so on.
Click OK to finish attaching the file.

To open an attached file:

¢

Right-click on the file’s listing and select Open.

To remove an attached file:

¢

Right-click on the file’s listing and select Delete.

Removing an attached file leaves the file itself intact; it is simply removed from the
attachment list, but not deleted.

Managing Group Events

There are times when you need to schedule events that include your colleagues—
departmental meetings, planning sessions, and so on. DeskTop Set lets you create
group events with just a few extra clicks.

To invite people to an event:

¢

¢
¢
¢

<>

Schedule an event normally.
In the Edit event window, click the Group tab.
Under Participants, check the calendars belonging to people who should attend.

Use the Presence importance drop-down list to select how important it is for each
person to attend.

If you want, type a note about the event.
When you are finished, click the OK button.
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The checked
calendars’s owners
are invited to this
event. You can see
whether they have
accepted or declined
to attend.

Select how
important it is for
people to attend.

You can describe
what is going to
happen at this event
to help people decide
whether to attend.

User Guide

s Edit event [group) : Meet zalezman - Kevin Tayplor
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[ k.aren Imperative Accept

[<] Diane Irperative Accept b

[

Prezence impartance:
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[late: Froni: To
|9;23;95 E{ N EERE

Imperative j

Free time | Apply |
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e need to plan our distribution strategy.

Help

| Clear | Cc-n[liu:tsl QK I Cancel |

Invite several people to a meeting and see whether or not they have
decided to attend without physically tracking everyone down.

Once the event is

created, the group event appears on all invitees’ schedules. The

event is locked, so no one can change it accidentally. Invitees can either accept or
decline to attend, and you see their choice immediately in the Reply column.

Option Description

Participants Lists all calendars on the network. Check the calendars you
would like to send the invitation to.

Date This is the date on which the event will take place.

From/To Enter the event’s time range in these fields.

Presence Select how critical it is for people to attend this event.

importance

Show only Once you have created the event and invited all participants,

checked vou may check this box to see only your invitees’ calendars
under the Participants list.

Note You can type information about the event here. Use this to
describe what will happen at the event and why people should
attend.

Free time Click this button to search all invited calendars for a common
available time slot.

Apply This button sends the event to all participants’ calendars.

237



Calendar

To respond to an event invitation:

When vou are invited to a group event, the event will appear on your Calendar. To
respond to the invitation:

¢ Double-click on the group event in your calendar.
¢ Click the Group tab.

¢ Under Reply, select your response.

¢ Click OK.

Edit event [group): Businezs meeting [ x|

Event I Options I Moote | Daily I ‘weekly | Monthlyl Filesl Group |

Farticipants Impartance Fieply Access
Freddy Dizcretionan Mo reply -
Gary Compulsory Reject
Faren Imperative Accept
Diane Imperative Accept
w
— Group event: —Reply:
Select your Event organizer: F.evin Taplar
response from this Accept =
p . Frezence importance: Imperative
drop-down list.

hote:
"/ need to plan our distribution strategy.

Help | [Elearn | Con_flic:t&l QK I Close |

This window lets you send your reply to the group event’s organizer.

Option Description

Participants Lists all people invited to the event.

Group event This section shows information about the event’s organizer.
Reply Select the response you want to send to the event’s organizer.
Note This section may contain a note about the event.
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Manipulating Events

Events can be copied, moved, or removed as your schedule changes.

Copying events

You can easily copy the description of an event to a different day or time.

To copy an event to a different day:
¢ Select the event you want to copy.

¢ Choose the Edit/Copy command from the menu. This copies the event informa-
tion to Calendar’s internal clipboard (not the Windows Clipboard).

¢ Select the new date’s Day view.

¢ Position the cursor on an blank line.
¢ Choose the Edit/Paste command.
The event appears on the selected line.

If the original event had attached notes, they are copied as well. The notes of the
copied event are not linked in any way to original notes. If you make changes in one
note, the other note remains the same.

Copying is helpful if you want to duplicate the event in only a few places. If you
want an event to occur a large number of times, use the Recurring Events feature (see
page 225).

Moving events

Events can be easily moved from day to day, by one of two methods.

To move an event using drag-and-drop:

¢ Drag the event to its new date on the navigator bar.

To move an event using cut and paste:
¢ Select the event to be moved.

¢ Select the Edit/Cut command.

¢ Select the new date’s Day View.

¢ Position the cursor on an empty line.

¢ Select the Edit/Paste command. The event appears on the selected line. The origi-
nal entry is deleted.
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The floating
event symbol

To move an event using the Event dialog box:

¢ Double-click on the event. The Event dialog box opens.
¢ Use the mini-calendar control to specify the new date.
¢ Click OK to move the event.

Removing events

Events can also be easily cleared from your daily schedule.

To remove an event:
¢ C(lick on the event.
¢ Select the Edit/Clear command from the menu.

This deletes the event without placing the information on the clipboard. The only
way to retrieve the appointment is to immediately click the toolbar’s Undo button.

Floating events

If they are not marked off as completed, floating events from the previous day are
automatically moved to the current day.

To make a floating event:
¢ Schedule an event in the Day view.
¢ Select Edit/Status/Float from the menu.

Floating events are useful to schedule non-priority items that you want to roll over
from day to day until you get around to doing them.
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link icon

Address Book Integration

Event templates facilitate the integration of DeskTop Set Address Book. With a few
clicks of the mouse, you can set up complete events with any entry from Address
Book. When an event is linked to an Address Book entry, a small telephone symbol
will appear at the end of the event description line.

Linking Events to Address Book Entries

There are several distinct advantages to linking Calendar events and Address Book
entries:

The entry’s name, company, address and other information can be inserted auto-
matically into the event description when you use templates.

You can open the entry’s Folder directly from Calendar, so you can see their infor-
mation without having to start Address Book.

You can view and dial any of the entry’s phone numbers directly from Calendar
by using the DeskTop Set Dialer.

Linked information can appear in printouts.

There are several ways to link Calendar events to Address Book entries. The different
options are explained below.

Linking new events

You can create links using the drag-and-drop method from Calendar’s Book view.
Address Book does not have to be running.

To create an event that is linked to an Address Book entry:

¢ Click the Book tab to switch to Book view.

¢ Click and hold down the left mouse button on the record you wish to link.
¢ While holding the mouse button down, drag the cursor to the Day tab.

¢ Release the mouse button, and Calendar switches to Day view.

¢ Click the left mouse button on a blank line. The Event dialog box appears. The
Address Book entry’s title, first name, and last name appear in the event descrip-
tion.

¢ Select an event template, and make any changes to the event or its options.
¢ Click the OK button to finish creating the link.

A small telephone symbol appears at the end of the event description line, indicating
the link with an Address Book entry.
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Linking existing events

You can use the Link to... menu command for an existing event.

To link an existing event to an Address Book entry:
¢ Click the Book tab to switch to Book view.

¢ Select the entry for which you want to schedule an event. Be sure that you have
already specified relevant information for this entry in the address and telephone
portions of its Folder.

Click the Day tab to switch to that view.

Select the event you wish to link.

Select the Dial/Link to [page name] command. The Event dialog box appears.
Make any necessary changes to the event or its options.

* & & o o

Click the OK button to finish creating the link. A small telephone symbol appears
at the end of the event description line, indicating an Address Book link.

Viewing link information

Once your event is linked to a record in Address Book, its Folder is readily available
from Calendar.

To access a linked entry’s Folder:
¢ Select the linked event and choose Dial/[Page Name] from the menu or...

¢ Right-click the telephone beside the event and select the person’s name from the
menu that appears.

Dialing from the event

Once the link between Address Book and Calendar has been created, you can use
Calendar’s Dial menu in exactly the same way as you would Address Book’s Dial
menu.

To dial one of the phone numbers for a linked entry:
¢ Select the event in Calendar, and choose Dial/[Number] form the menu, or...

¢ Right-click the telephone beside the event and select the number from the menu
that appears.

DeskTop Set Professional



Alarm Monitor

Use the navigator bar
and time ruler to
reschedule events

and alarms.

Pending calendar

events, phone calls,

and reminders are

Use the topic tabs to
filter out specific types

User Guide

listed here.

of events.

— | 1996 - | | October - 20|31 Nev 1224|567 8] a[10[11[12[13[14]15]16[17 1819
M

Alarm Monitor

DeskTop Set lets you schedule an endless number of meetings, reminders, ticklers,
messages, follow-up calls, etc. The Alarm Monitor keeps you notified of these events
whether or not DeskTop Set is running. It gives you audible and visual keys to
inform you of all pending and past events in one window. You are then able to act,
reschedule, or open the related event from there.

Starting the Alarm Monitor

You can configure the Alarm Monitor to launch automatically with Windows, so
you never have to worry about whether you will be notified of upcoming events. If
you did not configure the program to do this during DeskTop Set’s install, you must
start Alarm Monitor manually and configure it to run on Windows startup.

To launch the Alarm Monitor:
¢ In Windows 95, select Start/Programs/DeskTop Set/Accessories/Alarms.

¢ In Windows 3.11’s Program Manager, open the DeskTop Set program group and
double-click on the Alarm Monitor icon.
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B 10430496 S30PM F.00PM  300PM  Fehearsal at StJoe's
0% 10430796 530PM  (5:30PM | 7.00PM  Business dinner with Joanne Spring

A 1043096 445 PM 4:45 P Back up sales file,

of 10/30/96  Z230PM 230 PM Call to Joey Adams

o 10/30/96 1246 PM 1245 PM Call ta Mr. Duncan oD owell

2= 10430496 11:40AM 1200PM 1:00 PM | Call to confim - Lunch with Mrs. Domothy Gottieb
of 10430796 11:304M | 11:304M Call to kr. Jeffrey B allowe

& 10430196 1015 AM 1015 AM Call to Mr. Edward T aylor

‘ Al Today ¢ Ewents ¢ Reminders ¢ Calls 4 Expired _
Calendarl Hemc-vel Sﬂonzel On | LCloze I

The Alarm Monitor window has all the tools you need to handle alarms and
reschedule events.
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Silencing the
alarm

Snoozing the
alarm

Setting Up the Alarm Monitor

You can configure the Alarm Monitor to watch any combination of your Calendar
files, as well as Address Book’s pending phone calls and reminders.

To set up the Alarm Monitor:

¢
¢

Start the Alarm Monitor.

Click the Setup button in the Toolbar. The Alarm Monitor Setup dialog box
appears.

Click the Options tab.

Select the settings you would like. If you want Alarm Monitor to start automati-
cally with Windows, be sure to check Run on Windows startup.

Under Snooze time, select how long you would like the Snooze button to post-
pone alarms.

Click the Monitor tab.

Under Check, select which portions of DeskTop Set you would like the program to
monitor.

Under Calendar files, select which files the program should monitor for Calendar
events.

In Reminder range, select how many days before and after a reminder is scheduled
that you are notified of the event.

When you have finished, click OK to save your changes.

Receiving Alarms

When it is time for an alarm to go off, the Alarm Monitor window appears and gives
you several options to handle it. You may turn it off, snooze it, or reschedule the
event and alarm for a different day or time.

To turn an alarm off:

¢
¢

In the Alarm Monitor window, highlight the event that is sounding the alarm.
Click the Off button.

To remove an alarmed event from the Alarm Monitor window:

¢
¢

Highlight the event that is sounding the alarm.

Click the Remove button. The event is deleted from the Alarm Monitor list. If an
alarm is sounding, it is turned off.

To snooze an alarm:

¢

Click the Snooze button. The alarm will sound again after the Snooze interval
(defined in the Alarm Monitor Setup dialog box).
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Rescheduling the  To change the alarm time:

event Drag the time ruler’s alarm marker to a new time.

To change the event’s time:

¢ Use the time ruler to set a new time.

To change the event’s date:
+ Highlight the event in the list.
¢ Drag-and-drop the event onto the appropriate day in the Day Bar.
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To-Do Lists

Calendar has a handy To-do module that lets vou create and manage task lists. Use
it to list unscheduled activities, projects, checklists, etc. Like other areas of DeskTop
Set, to-do information is saved automatically as you work.

To open To-do List view:

¢ C(lick the To-do view tab.

Bl 5ample Calendar M= &3
The name of the to-do File Edit “iew Search Dial Schedule Log Windows Help

list you are viewing
appears here.

To create an item, you

can either type the Sampleiist
information in this
view or double-click T[T Start manual Now 1,96
. 1 | Start sales brochure Now 12, 95
the Due da.te fleld for 1 | Contact UPC negative marker Now 15, 96
an edit window. 1 | Check into service bureau costs Now 18, 95
1 | Compare adverlizsing agencies Now 13, 96
The numbers in the left 2 | Look over suggestions list MNov 15, 95
column show an item’s — 2 | Get memam upgrade for printer Now 18, 96
priority. 3 Follow up on UPC shipment Naw 18, 96
3 Heply to John's letter Now 13, 96
3 | Confim meeting with Fobert Naw 15, 96
This item has been W | Cut out UPC spmbols: send order Oct 21,96
Completed and ———v | Compile sugestions inta one list Oct 28, 96
checked off. ¥ | Discuss manual concepts with tech support Oct 28 94
Use the file tabs to
open a different list. —
These tabs appear
automatioaly when vou sanpe s { T s L B i T

wed, October 30,1996 | | 300PM

To-do list tracks project tasks in a simple list format. It’s like writing your list on a ruled
notepad.

Creating To-Do Lists

You may have as many To-Do lists as you like. Like any other data file, they are
stored in the DeskTop Set data directory (\DTS\DATA by default). The To-Do list files
are assigned unique names by Calendar. You may refer to them by whatever
descriptive name you supply.
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To create a new To-Do list:

¢ Select the File/New to-do list... command.
¢ Calendar asks you if you would like to retain the current list’s options. Answer-
ing Yes will create a new list with options identical to the current list. Answering
No will allow you to define new list options.
¢ Under List Title, type a name for the To-do list.
¢ Select any other options you wish.
¢ Click OK to create the list.
List Dptions
. List Title:
Type the list Sample List
name here. = ok
ey by i ; Highlight items that are due so you
¥ Prioity W Include in status check won’t miss them. If you want them
Thi sh " Due date i IRIEAIER el i to highlight a week in advance or
i IS contr(;s oW Y OUr ¥ Include in search remain for several days afterward,
Istis sorted on screen. ™ Nane Grace: |3 Advance: I? adjust the grace and advance
| .
r Erint by Acce values
Thi sh :i i I Private s You can mark the list as private and
Is controls how____ " Due dats : enter a password to protect it from
the list is sorted  Erty Password: | unwanted eyes
for printing. '
Help | Eraze | O I Cancel |

You can configure the list to present items the
way you prefer. Sort them by priority, due
date, or alphabetically. Highlight upcoming
items in red.

Entering To-Do Items

To enter a new To-Do list item from the Item Options dialog box:

¢

* & o o

User Guide

Right-click on a blank line and select Item from the menu. The Item Options dia-
log box appears.

Select the item’s priority by clicking a number button.
Click a due date on the mini-calendar.

Type the item’s description at the bottom of the window.
Click the OK button to save the new To-Do item.
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Choose a priority
from this button
keypad. Click on X to
mark an event as
completed.

Notes

The Note
symbol

Address Book
entries

The telephone
symbol
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Item Options
Pricrity: Ciue date:

Select a due-date from
| 1998 B4 October ——1—— e
il ;l S Tanl 1 1 213415 this mini-calendar.
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] [ =]

w LB L
= 13 (14 |16 |16 |17 |18 | 19

Lat]

2|22 W|AN|1|2
o= s Bl
ICDmpiIe sugestions into one list —

Help | Clear | (0] I Cancell

You can use this dialog box to enter your to do
items.

| Type the item descrip-
tion here.

Attachments

You can link related information, such as notes, files, and Folders, to to-do items.

You can attach a Notepad-like document containing free-style notes to each to-do
item. The document can contain up to 32,000 characters.

To attach or open a note:

¢ Select an existing to-do item.

¢ Double-click on the item description line.

¢ Type the note text as you would in Windows Notepad.
¢ Select File/Exit to close and save the note.

When you select a to-do item with a note attached, a note symbol appears below
the view tabs.

Address Book entries are linked to to-do items similarly as to Calendar events. You
may dial phone numbers, review record information, etc.

To link an Address Book entry:

¢ Click the Book tab to switch to that view.

¢ Select the record you wish to link.

¢ Click the To Do tab to return to your list.

¢ Select the To-Do item you wish to link.

¢ Select the Edit/Link/Link to [page name]... command.

When you select a To-Do item with an attached Address Book entry, a telephone
symbol will appear below the view tabs.
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Data Files

=

The Attached File
symbol

Click this button to

You may attach data files to each To-Do List item. If the attached file can be opened
by a Windows compatible application, yvou may run that application with the asso-
ciated data file directly from the To-Do List.

For example, you may be working on an expense sheet using Microsoft Excel. You
could place an item on your To-Do List that says Finish expense account and then
attach your Excel file (EXPENSE.XLS) to the To-Do item. Later on, when you are
reviewing your to-do items and you see Finish expense account, you could launch
Excel to work on the expense sheet directly from the To-Do List.

To attach a file to a to-do item:

¢
¢
¢
¢
¢
¢

Select the to-do item to wish you which to attach the file.
Choose the Edit/Link/Attach file... command from the menu.
Click the folder next to the File field.

Select the file you want to attach.

Click the OK button.

If DeskTop Set can determine the name of the program that created the file, it fills
that in. If not, you must click the folder next to the Application field and select it
yourself.

In the Title field, supply a short description of the attached file.
You may fill in the rest of the fields with relevant information.
Click the OK button to attach the file.

Attach File E3

Attachment information: Preview W

select a file.

Type a description
for the file here.

User Guide

File: IE:'\M_I,J Documentztw/ebhFolders 4.doc
Application: ID:\MSDFFIEE\WINWDHD\WINWDFED.EXE

— Title: IFD|E|BIS Chapter

Subject: ITutDriaI

Authar: IMartine A, Carlzon

Cateqgany: |Manuals j|

Keywards: IManuaI, DTS E
Comments: [Folders rough draft H

Help | (0] I Open | Cancel |

This window attaches files to a to-do item.

When you select a to-do item with an attached file, a file symbol will appear under
the view tabs.
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Setting Up

This is the printer that

To edit attachment information:
¢ Select the Edit/Link/Edit attachment... command.

To open an attached file:

¢ Select the item with the attached file.

¢ Select the Edit/Link/Show file... command, or...

¢ Hold down the Shift key and double-click the To-Do item description field.

The Calendar’s ability to open a data file that is associated with a Windows compat-
ible application is an integral and fundamental Windows function. The associations
between data files and applications are usually established at the time those applica-
tions are installed. If you need to manually associate a file type with a program,
please consult your Windows documentation.

Selecting Other Lists

To open another To-Do list:
¢ You do not have to save the current list. It is saved automatically.
¢ Click the list’s file tab at the bottom of the ToDo window to open it.

Printing To-Do Lists
Each list has its own printer setup that is independent of the other lists.

To set up the print options for the current to-do list:

¢ Select the File/Print setup/Page... command. The 1o do list print options dialog
box appears.

“To do” list print options

will be used. Click the
Printer button to select
a different one.

You can print attached
addresses and notes
by checking here.
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— Margins — Printer & Fonts
Left: IU.EEI" Right: IU.SU" /HF' Lazerlet 1D
Top: IU.ED" Bottom: |U.5D" Title LI
— |4 =[5 2l e
— Paper onentation )
& s "Todao" items [~ Bold
+ Portrait Landzcape - - -
|Ana| J| | 12 J| [ Italic
r— Frint Attachments
) - [~ Bold
¥ Notes ¥ Header |Ana| j| 12 j I~ Italic
IV Lirk records [V Footer Headers & Footers I~ Bold
I~ Mo label [l = 12 =l e
Help | Frinker | Setup | Header | Frint | Cancel | Ok I

Similar to the daily schedule setup, you can create a no-frills printout or include
attached notes and records.
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Printing Lists

Type the list name

This controls how your

here.

list is sorted on screen.

This specifies how

the list is sorted

User Guide

for printing.

>

Click the Printer button. Select your printer and click OK.

In the Printer & Fonts section, select a font and point size for all text elements.

Select any other options you wish.

Click OK.

To print the current to-do list:

¢ Select the File/Print/Current list... command. The current to-do list will print.

To print a consolidated to-do list:
Select the File/Print/Consolidated... command. The Print to-do lists dialog box

¢

* & o o

appears.

Accept the default, CONSOLIDATED LIST, to select all to-do lists, or...

Highlight the to-do lists you wish to print.

If necessary, change the Priority from/To fields and Date range.
Click the Print button. A consolidated to-do list prints.

The To-do list has one main setup dialog box that allows you to setup most controls
of the to list.

To open the List Options dialog box:
¢ In Calendar, click the To-do tab.
¢ Select File/Setup.

List Options E3

Highlight items that are due so you
won’t miss them. If you want them to
highlight a week in advance or
remain for several days afterward,

adjust the grace and advance values.

You can mark the list as private and

List Title:
_ISample List
~ Show by — Dptions
& Priority ¥ Include in status check
" Due date ¥ Highlight dug itemsz
[ ™~ Entry ¥ Include in s=arch
" Mone Grace: I3 Advance: I?'
— Print by —Access
¥ Priority [ Private list
" Due date
" Entry Fazzword: I

Help | Eraze | Ok I Cancell

You can sort list items by priority, due date, or
alphabetically. Highlight upcoming items in red.

enter a password to protect it from
unwanted eyes.

251



Calendar

Select any of these
options to control how
the information is
printed. Start a new
page for a new day, or
sort your appointments
chronologically.

You can choose to
print headers and
footers, or attached
information

Printing

Calendar can print in several formats. In each, you have control over fonts, mar-
gins, orientation, headers, footers, and many other options.

Daily Itinerary

This lists of all your events for the date range that you specify. Each day’s events
begin with a header for that day. The events can include attached notes and Address
Book entries.

Setting Up
Before you can print an itinerary, you must select the options that are appropriate
for your printer and which suit your preferences:

¢ Be sure that Calendar is in Day view. All options for itinerary formats must be set
from Day view.

¢ Select the File/Print setup/Daily itinerary... command.

When you open this dialog box for the first time, all options show their default set-
tings. You must at least choose a printer before printing an itinerary.

Calendar print options
— Margins — Printer & Fonts
. Calendar uses
Left: |b.50" Right: |U.5D" . i c -
= [l HF Lazeret 1D - Dean [ this device to
Top: IU.ED" Bottom: |U.5D" Title LI print your daily
& Porait € Landscape |A"a| j| | L j| I Italic schedule. Click
Erril the Printer but-
pleli———— rOpizie v - = Ml ton below to
. |Ana| J| | 10 J| [ Italic .
Iv Header v Skip blarks change it
Attachments :
v Footer v Diay per page |A " J| = J [~ Bold
— i3 A - )
Iv &ddiess v Sort entries I lalic Click h
v hates I Mo label Hefaders e ol [~ Bald Chlecl:n ee:ﬁeto
v Calendar |Ana| j| M I~ Iralic 9
header or footer.
|
Help Erinter Setup | Header | Brint | Ok I Cancel |

The Daily Itinerary setup lets you configure a simple listing of appointments
or include attached information and a three-month reference calendar.

Margins Defines the margins you wish your printer to use for your printout. You can also
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set the paper orientation (Portrait or Landscape) by clicking the radio buttons.
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Print

Options

Printer & Fonts

User Guide

Buttons

These options specify which elements are included in the printout.

Option Description

Header/Footer Includes a header and/or footer in your printout.

Address Prints the business address of any attached Address Book entries.
Notes Includes attached notes.

Calendar Prints a three-month reference calendar at the top of the page.

This section contains miscellaneous printing options.

Option

Description

Skip blanks

Day per page
Sort entries

No label

If you have blank lines in your schedule, they are skipped during
printing. If this option is not selected, blank lines appear in the
printout just as they appear in your Day view window.

Prints a new page for each day in your itinerary. While this
option consumes more paper, you may find it easier to organize.

Indicates that events are sorted chronologically. Events without
times are printed last.

By default, Calendar prints a label to identify the columns in the
printout (time from, time to, event, etc.). If you do not want this
label, check here.

This section specifies the printer you want to use to print the itinerary, as well as
font types, sizes and styles. You must choose a font name and size for each of the
elements of the printout. The Bold and/or Italic modifiers are optional.

Option Description

Title Specifies the font used to print the title that appears at the start of
each day of your itinerary.

Events Selects the font used to print the daily events.

Attachments Shows the font used to print event attachments, such as notes or
Address Book entries. You may want to use a relatively small font
here, especially if yvou have a lot of notes.

Headers & Displays the font used to print the header and footer for each

Footers page of your itinerary.

Function Description

Printer Lets you choose or change your printer.

Setup Opens the printer’s setup window.

253



Calendar

Header Customizes headers and footers.

Print Prints the itinerary with the currently selected options.
OK Exits the setup window and saves changes.

Cancel Closes the setup window and discards changes.

Headers and Footers
The header and footer contents and options apply to all Calendar printouts.

To specify the settings for the Header and Footer of your printout:
¢ Click the Header button. The Headers and Footers dialog box appears:

Headers and footers
— kepword
_These are the —CCDATEs - date as Mon, Jan 1, 1990 CTIME> - Time of piinting ___ Youcanaddtextin
available DeskTop <NDATE> - date as D1/01/30 CPAGE> - Page number addition to fields in
_ Setfields that can be CEDATE> - date asJanuary 1, 1390 CFILE> - File name the header or footer.
included in the header
and footer. — Header
W Drawi line [~ Zero Margin Space: IU.UU" Begins from page: I'I_ Select which page
number the footer
IKevin Taylor IDkna Corparation IDaiI_l,l Itirerary begins on. If you
Honany for your s
Mark this box to print a ¥ Drawline | Zero Marg : l_ i :
_ gin Space: |0.00 Begins from page: |1
ruling line between the M page, you may want
printout text and the [<CDATE> | <FILE> [<TIME> to type 2 so th’e
footer. header doesn'
interfere with the
dep | ok ]| Ccancel | pre-printed footer.
This dialog allows you to customize the Header and Footer for the
selected print format.

¢ Place the cursor in one of the Header/Footer edit fields.

¢ Click on one of the keywords in the top section of the dialog box. It is automati-
cally inserted at the cursor position.

¢ Click OK when you are done setting up the Header/Footer.

The top section of the dialog box displays the keywords which can be used in the
header and footer. You can use any of these fields, or enter text of your own.
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Header/Footer

User Guide

These sections of the dialog box allow you to set up the layout and content of the

header and footer.

Option Description

Draw line Prints a ruling line between the header/footer and the body text.
This can add a professional touch to your page’s appearance.

Zero margin This sets the top and bottom page margins to 0" when you print
a header and footer.

Space Specifies the distance from the edge of the page at which the

Begins from page

Printing

header/footer is printed.

Tiy/pe which page on which you want the header or footer to start
printing. For example, if you are printing the first page on letter-
head, you may choose to have headers and footers begin on page
two.

You may select a particular day, week, month or range of dates when printing the

daily itinerary.

To print your itinerary:

¢ Select the File/Print/Daily itinerary... command. The Print Range dialog box

appears.

¢ Select the date range yvou wish to print.

¢ Click the Print button to send the specified print range to the printer.
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You can print more than
one week at a time

back-to-back. If your i Duplex:m

printer doesn’t support
duplex printing, Calen-
dar will pause and wait
for you to turn the paper
over.

Printer

Font Options
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Week-at-a-Glance

Calendar also allows you to print your schedule in a Week-at-a-glance format.
These are handy to take along on business trips, when you’ll be away from your
office for extended periods of time. You can select one of the predefined layout for-
mats to make it small enough to fit in a paper planner.

To configure the week-at-a-glance print options:
¢ Select the File/Print setup/Week-at-a-glance... command.

Print zetup for Week-at-a-glance style E
—PFrinter————————————————— [~ Page layout — Print optiar:
Frinter: WhwDeanshp Left:lW TDDZIW Copies: |1_ Weeks: |1—
[HP Laseuet D -Dean =] Direction
Default source: Widthil 7.3 HEith1I1 oo % Top-down 1 Leftright
[Upper ray | bedesfioe =] | Weskiom
& Porait ¢ Landscape  Monday & Today
’ Rows: |3 Eolumns:|2
I Draft quality Prirt: [~ Empty farm
Ewent row height [pt]: |11 ¥ Header | Faoter
- Font  Include
i i i i i
| Times New Roman j| ¥ Status bar ¥ &l events ¥ Business ¥ Perzonal
¥ Time from ™ Key only ¥ Public: [V Private
[ Bold T ltalic : : :
¥ Time to ¥ Completed ¥ Recuring IV Hidden
Help | Header | Frinter | Ok I Cancel |

Week-at-a-glance printouts are handy to take along on business trips, when
you'll be away from your office for extended periods of time. You can select
one of the predefined layout formats to make it small enough to fitin a
paper planner.

These options allow you to select the printer and adjust the printer setup.

Option
Duplex

Description

Some printers print duplex, which means that they can print on
both sides of one page. This option allows you to select this set-
ting on your printer.

In addition, Calendar allows you to emulate duplex printing on printers that don't
support duplex. It achieves this by printing the first page of your output and then
pausing. It instructs you to take the first page of the printout, flip it over, and re-
insert it into the printer's paper tray. It then prints the second page of the printout.

In this section of the dialog box, select the font type and size to print the event text.
Optionally, you can specify bold or italic styles.
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Page Layout

Print options
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Print

Include

Select the page configuration in this section of the dialog box. The Left and Top mar-
gin values specify the positioning of the printout on the page. The Width and Height
values specify the size of the printout.

Option

Description

Pre-defined

Rows

Columns

There are several pre-defined page setups which can be selected using
this combo-box. These automatically set the page margins and size.

This specifies how many rows of day-blocks are used to print
the week-at-a-glance. Each week consists of 6 day-blocks; one
for each of the weekdays, and one for Saturday and Sunday
combined. The number of rows multiplied by the number of col-
umns must equal six. Therefore, the only allowable values in
either field are 1, 2, 3 or 6. As you enter a value in one field, the
other is automatically updated.

This specifies how many columns of day-blocks will be used to
print the week-at-a-glance.

This section of the dialog box displays additional printing options.

Option Description

Copies Type the number of copies in this field.

Weeks This field specifies how many calendar weeks are printed. The
default is 1, which prints just the current week. You can place 2 in
this field if you want to print this week and the following week,
or 3 if you want to print this week and the following two weeks,
etc.

Direction These radio buttons specify the direction in which the day-blocks will
flow on the page. For example, in Top-down View, Tuesday is below
Monday; in Left-right View, Tuesday is to the right of Monday.

Week from You can choose to have the week-at-a-glance printout start with
Today (the current day) or with Monday of the current week.

Option Description

Empty form To print a blank week-at-a-glance page, check the Empty form
box. This is useful for filling in by hand.

Header/footer The Header and Footer boxes specify whether or not they are printed.

These check boxes specify which event types are printed. It also allows you to
include an event status column (completed, key event, etc.), time-from, and time-to

fields.
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Buttons  Function Description
Help Opens the help file.
Header Customizes headers and footers
Printer Lets you choose or change your printer.
OK Exits the setup screen and saves changes.
Cancel Closes the setup screen and discards changes.

Note:

Header/Footer Setup

For a full description of customizing headers and footers, see “To specify the settings
for the Header and Footer of your printout:” on page 254.

Printing the Week-at-a-Glance

To print the week-at-a-glance:

¢

¢

Select the File/Print/Week-at-a-glance... command;

Use the Mini-Calendar control to select the date from which to start printing,
or...

Type the starting date in the From field;

Select the number of weeks you wish to print, with week number one being the
week containing the From date. (This field overrides the Print options/weeks field in
the Week-at-a-glance setup dialog box described earlier in this topic).

Click Print.

Depending on your printer’s speed and installed memory, this printout may take

some time to format.

Month Poster

You can print out your monthly events on one page in a wall calendar format. The

Month Poster looks just like a page from a hanging calendar.

There are some limitations with the month poster. The amount of text you can fit in
each day is limited by the size of the boxes, so use the smallest practical font. The

ideal setup is a laser printer with legal size paper (82" x 14”) in Landscape orienta-

tion. If you have a slow printer or computer, it may take some time to format this

printout.
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Setting Up

To set up the Monthly Poster printing options:

¢ Select the File/Print setup/Month poster... command. The Monthly Poster print
options dialog box appears.

¢ Set up the page characteristics and choose the options.

¢ Click OK to save your changes.

If you can't fit all your Monthly Poster print options
events in, you may — Print — Ewent shows — Marginz & Orientation
eliminate holidays ] m
| 7 Hal v Ti Left: |u.25" Right: [0.25" | .
personal events, or ¥ Holidays ¥ Time from Paortrait
anything else that’s Iv Highlights [ Time to Top: |I:|.25" Battom: |U.25" % | andscape
unnecesary. [+ Day status .
¥ Busi — Exclude — Printer & Fonts
If you don’t need to HsIngss I Saturdays HF Laseulat 11D 2D |
see weekends, you I |Perzonal [ Sundaps et Ean
can check here to turn ¥ Ke Headings Size
- W EvENts IE [v Bold
them off and give WV Emply rows | ial = [z =] I~ ltalic
weekdays more room. ~ Misc. options Events I
Bold
V¥ Headers [~ Blank poster |Arial jl | a j| I ltalic
You may turn word- | ¥ Footers ™ word-wrap off Headers & Footers  Bod
. [ul
wrap off to fit more ¥ Print events that didnt fit | il o8 = i
events in each day. If
they still overflow, you
can print an extra page Help | Frinter | Setup | Header | Print I Ok | Cancel |
for them.
The month poster lets you print your events in a wall calendar format. Since
space is limited, you may choose to print only the information you need.
Print  These options specify which elements will be included in the printout.

Event shows

User Guide

Option Description

Holidays Prints all holiday names.

Highlights Includes day highlights as they appear in Month view.

Day status Prints each day’s status (vacation, business trip, sick day, etc.) as
text.

Business Includes business events.

Personal Prints personal events.

Key events Includes key events.

You can include the starting and/or ending times of your events, or no times at all.
Keep in mind that space is limited, and printing both time fields takes up room.
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Exclude

Misc. options

Margins &
Orientation

Printer & Fonts
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Designates what can be excluded from the printout. Since you are limited by space,
vou should examine these options carefully and exclude those items which you

don’t need.

Option Description

Saturdays/ Specifies that Saturday and/or Sunday columns are not printed.

Sundays This gives your poster more horizontal room.

Empty rows Does not print blank rows appearing in your month grid. This
gives your poster more vertical room.

Option Description

Headers and Prints a header and/or a footer on the poster.

Footers

Print events that
didn’t fit
Blank poster

Word-wrap off

Prints events which didn’t fit into the day boxes in a list form on
following pages.

Prints an empty Monthly Poster with no events, highlights, holi-
days or status. You can fill this in by hand.

Cuts off text that does not fit on one line. This lets you print more
events per day, but you may not see the entire event description.

Defines the margins you wish to use for your printout. You can also set the paper
orientation (Portrait or Landscape) by clicking the radio buttons. Landscape orienta-
tion works best for Monthly posters.

This section specifies the printer you want to use as well as font types, sizes and
styles. You must choose a font name and size for each of the elements of the print-

out.

Option Description

Heading Specifies the font used to print the centered heading of the poster
(i.e. “Calendar for August, 1994”), the column headings (Mon-
day, Tuesday;, etc.) and the day numbers. For best results, choose a
relatively large, bold font.

Events Specifies the font used to print the daily events. You are able to fit
more event text if you use a small font.

Headers & Specifies the font used to print the header and footer for your

Footers Month Poster.
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Button functions

You may select a
predefined margin

Function Description

Printer Selects another printer.

Setup Opens your printer’s setup window. The Printer Setup dialog box
is part of your Windows printer driver and has nothing to do
with DeskTop Set.

Header Opens the Headers and Footers dialog box.

Print Prints a copy of the selected format.

Headers and Footers

For complete details on customizing headers and footers, see “To specify the settings
for the Header and Footer of yvour printout:” on page 254.

Printing

To print the Month Poster:
¢ Select the File/Print/Month poster... command.

Month Chart

This format is similar to the Chart view. Your appointments appear as shaded blocks
of time in a graphical format.

To set up the month chart print options:
+Select the File/Print setup/Month chart... command.

Print setup for Month chart style
— Printer —Page lapout — Print options
Frinter; ‘wDeanihp 8
0.3 - 0.3 Cao |es:|'| Months:l'l
[HP Laserset 1D - Dean = Let] Topd i
Default source: Width:l A Height:lmﬂ” Chart range [daws); |3D

setting for differently-
sized printouts.

Here you can select

|LDWE[ 2y J Predefined: | Mane j Tirne: I?:DDAM to: |11:DEI Prd

% Portrait  Landscape

time range, chart
orientation, the start
day, and more.

User Guide

™ Draft quality SreieE weawes: (Day ¥ Time
Duplex: m [V &l events Veames:  Up € Down
= I™ Kep only IV Camplated Chart beging from:
v Busi v P I " First day & Today
| Times Hew Froman j| [V Business [V Persona
[+ Public [+ Private Print. [ Empty form
I™Bold [ ltalic ¥ Recuning v Hidden [V Header ¥ Footer

Help | Header | Printer | Ok I Cancel |

Month Chart can be set to print any type(s) of events.
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Printer The options in this section of the dialog box allow you to select the printer and

adjust its setup.

Option

Description

Printer
Portrait/Landscape
Draft Quality
Duplex

Font

Page Layout Option

Selects the desired printer.
Determines the paper orientation.
Prints in less time at a lower resolution.

Some printers can print in duplex mode, which means that they
can print on both sides of one page. This option allows you to
select the duplex mode of your printer.

In addition, Calendar allows you to emulate double-sided printing
on printers that don’t support duplex. It achieves this by printing
the first page of your output and then pausing. It instructs you
to take the first page of the printout, flip it over, and re-insert it
into the printer’s paper tray. It then prints the second page of the
printout.

Selects the font type and size you wish to be used to print the
event text.

Description

Left, Top, Width
and Height

Pre-defined

The Left and Top margin values specify the positioning of the
printout on the page. The Width and Height values specify the size
of the printout.

Specifies several pre-defined page setups which can be selected
using this combo-box. They automatically select the appropriate
page margins and size.

Print options  This displays additional printing options.

Option

Description

Copies
Months

Chart range
(days)

Time from/to

262

Type the number of copies in this field.

This field specifies how many calendar months are printed. The
default is 1, which prints just the current month. You can place 2
in this field if you want to print this month and the following
month, or 3 if you want to print this month and the following
two months, etc.

Select the number of day bars you would like to be included in the
printout. The default is 30.

Specify the beginning and ending time for the chart display. Each
hour in the range will appear as a block in the chart.
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X-axis Choose whether you want the horizontal axis of the chart to dis-
play the day values or the time values. The y-axis will display the
other of the two fields.

Y-axis The vertical axis of the chart can be formatted in either ascending

or descending order.

Chart begins from You can choose to have the month-chart printout start with the
current day, or with the first day of the current month.

Empty form To print a blank month chart page, check the Empty form box.
This may be useful for filling in by hand.

Header/Footer The Header and Footer boxes specify whether or not those page
elements are printed.

These checkboxes specify which event types are printed.

Command Description

Help Opens the online help file.

Header Customizes the header and footer.

Printer Lets you choose or change vour printer.

OK Exits the setup screen and saves changes.
Cancel Closes the setup screen and discards changes.

Header/Footer Setup

For complete details on customizing headers and footers, see “To specify the settings
for the Header and Footer of your printout:” on page 254.

Printing the Month chart

To print the month chart:
¢ Select the File/Print/Month chart... command.

¢ Use the Mini-Calendar control to select the data from which to start printing,
or...

¢ Type the starting date in the From field.

¢ Select the number of months you wish to print, with month number 1 being the
month containing the From date (this field overrides the Print options/months field
in the Month-chart setup dialog box described earlier in this topic).

¢ Click Print.
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Combo Folder

You can mix-and-match daily and weekly schedules, month-at-a-glance timeline
charts, individual or consolidated To-do lists, and annual calendars on a single page
using the combo folder.

You can print up to three items, in columns, on each page of the folder. You can
select any one of the following for each column of the folder:

Appointments Lists all of your events for the specified day. Events without
times appear at the top of the list.

Appointments,/To do Lists all of your events in the top half of the column and all
of your To-Do items in the bottom half.

Calendar Prints 12 miniature month calendars for your reference.

Month chart Prints the Month-at-a-glance information. This can also list
the holidays for the current month.

Schedule Prints an entire day’s schedule, inserting your events in
the proper time slots. The difference between this and the
Appointments format is that Schedule includes lines for
each half-hour of the day, even if you don’t have an
event scheduled for that time. Empty periods may be
filled in by hand.

To do list Lists your To-Do items.

Week-at-a-glance Prints the Week-at-a-glance format.
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To set up the Combo Folder print options:
¢ Select the File/Print setup/Combo folder... command.

Print setup for Combo style
— Printer —Margins, page size, print optionz — Page lapout
Prirter: “WDeanthp Leﬂ:l oo TDIII o 13t calume: Advance
[HP Lassat 1D - Dean =] [Scheduls =P
Paper Source: Width:h b5 Height:l 4 2nd colurm;
Select a format for |UDDEI tray ﬂ| Predefined:_ |Ealendar j| ID_
each column from the " Portrait (¥ Landscape I Prirt faldable form 3rd column:
drop-down box. If you I Draft quality ™ Enable next/reverse page | Manth chart j| ID_
want to skip a column g
. ’ Duplex: | Mone - Copies: |1 Days: 1 it v v
pick None. Lples J I I Print:  [w Header | Footer
— Schedules/Appointments — Calendar — ToDo hist
The bottom half of this L | Tirmes Mew Foman j| | Tirmes Mew Foman j| | Tirmes Mew Floman j|
. st(‘;"r:dzv,"n';ts_g'o:l I Bold [ ltalic [ Bad [ ltalic [ Bold T Italic
u 1ze Inaividu
styles. Event row height; I'I 2 k. Calendar starting from: Ewvent row height: I'I 2 k.
¥ Time from ¥ Time to * Today " danuary I Friarity bar [+ Due date
¥ Highlights [~ Empty W PFrint holiday's legends v Highlights [ Empty |
Help | Header | HExtEage | Prirter | Ok I Cancel |
If you need more than one type of printout, set up the combo folder to print up to three
different styles on one sheet of paper.
Printer  This section of the dialog box selects the printer and adjusts its setup.

User Guide

Option Description

Printer Allows you so select the desired printer.

Portrait/Land. Determines the paper orientation.

Draft Quality Prints at a lower resolution speeding print time.

Duplex Some printers can print in duplex mode, which means that they

can print on both sides of one page. This option allows you to
select the duplex mode of vour printer.

In addition, Calendar emulates duplex printing on printers that don’t support dou-
ble-sided printing. It achieves this by printing the first page of vour output and then
pausing. It instructs vou to take the first page of the printout, flip it over, and re-
insert it into the printer’s paper tray. It then prints the second page of the printout.
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To-Do List

This allows you to specify the font types and sizes that you wish to use to print the
associated items. There are also options which control how each of these items

prints.
Option Description
Font Use the drop-down menu to select a font.

Event row height

Time From/To
Highlights
Empty

Denotes the height of the row that is used to print the associated
item. A larger point size leaves plenty of room to hand-write new
events directly on the printout.

Marking these boxes includes the event time in the printout.
Includes the day highlights in the printout.

Prints a blank daily schedule. This is useful if you want to fill it in
by hand.

This section allows you to specify the font types and sizes that you wish to use to
print the associated items. There are also options which control how each of these

items prints.

Option Description

Font Use the drop-down menu to select a font.

Calendar starting  Specifies if the calendar begins on January 1 of the current year,
from... or from the first day of the current month

Print holiday’s
legends

When marked, prints a list of holidays for the current month and
early into the following month.

This lets you specify the font types and sizes that you wish to use to print the asso-
ciated items. There are also options which control how each of these items prints.

Option

Description

Font
Event row height

Priority bar

Due date
Highlights
Empty

Use the drop-down menu to select a font.

Denotes the height of the row that is used to print the associated
item. A larger point size leaves plenty of room to hand-write new
events directly on the printout.

When marked, includes the priority bar for information about a
to-do item’s importance.

When marked, includes the due date for to-do items.
Includes day highlights in the printout.

Prints a blank to-do list. This is useful if you want fill it in by
hand.
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Margins, page
size...

Page layout

User Guide

Option

Description

Left, Top, Width,
and Height

Pre-defined

Print foldable form

Enable next/
reverse page

Copies
Days

The Left and Top margin values specify the positioning of the
printout on the page. The Width and Height values specify the size
of the printout.

Specifies several pre-defined page setups which can be selected
using this combo-box. They automatically select the appropriate
page margins and size.

When this option is selected, the Pre-defined field is disabled. The
application divides the sheet into equal columns to allow you to
fold the printout brochure-style.

The combo folder can print two pages at once for a total of up to
6 columns of information. This is particularly useful if you print
in duplex mode, as you are able to neatly fit just about every
piece of information about your schedule on one piece of paper.

Specifies the number of copies to print.

Select how many days of combo folders will be printed. The
default is 1, which prints just the current day. For example, if you
want to print a Combo Folder for each day of the entire week,
place a 7 in this field.

Describes which items get printed in the combo folder. You can print up to three
items in columns on the first page of the folder.

If all three columns are defined, the printout will be tri-fold. If only two columns are
defined and one is set to None, the printout will be bi-fold. If only one column is
defined, it produces a full-page printout.

You can select any of the following for each column:

Option

Description

Appointments

Appointments/
To-do

Calendar
Month chart

Lists all of your events for the specified day. Events without
times appear at the top of the list.

Lists all of your events in the top half of the column and your
to-do items in the bottom half.

Prints 12 miniature month calendars for your reference.

Prints the Month-at-a-glance information similar to the chart
view. This can also list the holidays for the current month.
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Schedule Prints an entire day’s schedule, inserting your events in the
proper time slots. The difference between the Schedule format
and the Appointments format is that the former includes lines
for each half-hour of the day, even if you don’t have an event
scheduled for that time. Empty periods may be filled in by
hand.

To-do list Lists all to-do items.
Week-at-a-glance  Prints the Week-at-a-glance format.

Advance Allow you to specify how many days in advance (from the
current day) the associated column prints. For example, to
print a Combo Folder which contains all of your appointments
for today, tomorrow and the following day, set each of the col-
umns to Appointments and enter 0, 1, and 2 in the Advance
fields for columns 1, 2 and 3, respectively.

Please keep in mind that there is a limited amount of space in which to print the
selected information. Some of the lists, particularly the To-Do List, may be trun-
cated. You can increase the amount of information in the lists by decreasing the font
size used, and by minimizing the event row height field.

Function Description
Help Opens the online help file.
Header Opens the header/footer setup dialog box.

Next Page/Duplex If you have selected double-sided printing, click here to set up the
reverse page.

Printer Lets you choose or change your printer.
OK Exits the setup screen and saves changes.
Cancel Closes the setup screen and discards changes.

If you checked the Enable next/reverse page option, you can set up a second page for
the Combo Folder. If you are printing in duplex printing mode, the second page is
referred to as the reverse page. Otherwise, it is referred to as the next page.

To set up the second page:
¢ Click the NextPage or Duplex button.

The Combo Style - Next Page Setup dialog box appears. This dialog box is identical to
the Combo Style Setup dialog box pictured above, and the second page is configured in
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Use the Mini-Calendar 13 (14 |15 |16 (17 [18 |19

to choose the date

User Guide

range.

the same manner as the first. Some of the fields are disabled, as this information has
already been specified in the first page setup (the Printer, for example).

Header/Footer Setup

For complete details on customizing headers and footers, see “To specify the settings
for the Header and Footer of your printout:” on page 254.

Printing the Combo Folder

To print the Combo Folder:

¢ Select the File/Print/Combo folder... command.

¢ Use the Mini-Calendar control to select the date range, or...

¢ Type the starting and ending dates in the From date or Until date fields.
¢ Click the Print button.

Print combo folder
Select date: Select bo-do lists:
COMNSOLIDATED LIST . .
RS g Octohes b Brochure deadlines | Ifyou are including a

[
FEnETE]E Help e
B 789 101112 | |5ample List

To do list in your
combo folder, choose
which list to print here.
If you want to print all,
select Consolidated

20|21 |22123 |24 |25 | 26
27128029 30|31 |2
Tl E el E

—Prntrange—————————  ~Include List
Fram date: |1U.-’SUHEIE Priarity fram: |1 To: |3
[rate range:
Until date:  [10/30/36 [Due today = You may use the Date
range to print all to-do
- items, or only those
Hel Print I [ | ’
i | - = | that are due now.
Before Calendar prints a combo folder, it asks you for a
date range and to-do list options. By selecting several
days, you can create multiple combo folders at once.
Option Description
Print range Use the From date and Until date fields to specify a range of days

for which to print a combo folder. For example, you can print an
entire week by specifying the appropriate dates in these fields.
Select todo Use this multi-selection list box to choose the to-do lists that you
lists want to be included in the printout. The first item on the list,
CONSOLIDATED LIST, includes all of your to-do lists. If your
combo folder setup doesn’t include a to-do list printout, then this
option has no effect.
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Note:

Notes

The Note
symbol

entries

The telephone
symbol

Data Files

Include Use these options to determine which items from your to-do lists
are included in the printout. You can specify the items which are
printed based on priority, or due date.

Depending on your printer’s speed and installed memory, this printout may take
some time to format.

Attachments

You can link related information, such as notes, files, and Folders, to to-do items.

You can attach a Notepad-like document containing free-style notes to each to-do
item. The document can contain up to 32,000 characters.

To attach or open a note:

¢ Select an existing to-do item.

¢ Double-click on the item description line.

¢ Type the note text as you would in Windows Notepad.
¢ Select File/Exit to close and save the note.

When you select a to-do item with a note attached, a note symbol appears below
the view tabs.

Address Book entries are linked to to-do items similarly as to Calendar events. You
may dial phone numbers, review record information, etc.

To link an Address Book entry:

¢ Click the Book tab to switch to that view.
¢ Select the record you wish to link.

¢ Click the To Do tab to return to your list.

¢ Select the To-Do item you wish to link.

¢ Select the Edit/Link/Link to [page name]... command.

When you select a To-Do item with an attached Address Book entry, a telephone
symbol will appear below the view tabs.

You may attach data files to each To-Do List item. If the attached file can be opened
by a Windows compatible application, yvou may run that application with the asso-
ciated data file directly from the To-Do List.

For example, you may be working on an expense sheet using Microsoft Excel. You
could place an item on your To-Do List that says Finish expense account and then
attach vour Excel file (EXPENSE.XLS) to the To-Do item. Later on, when you are
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The Attached File
symbol

Click this button to
select a file.

Type a description
for the file here.

User Guide

reviewing your to-do items and you see Finish expense account, you could launch
Excel to work on the expense sheet directly from the To-Do List.

To attach a file to a to-do item:

Select the to-do item to wish you which to attach the file.
Choose the Edit/Link/Attach file... command from the menu.
Click the button next to the File field.

Select the file you want to attach.

Click the OK button.

If DeskTop Set can determine the name of the program that created the file, it fills
that in. If not, you must click the button next to the Application field and
select it yourself.

* & & o oo o

¢ In the Title field, supply a short description of the attached file.
¢ You may fill in the rest of the fields with relevant information.
¢ Click the OK button to attach the file.

Attach File E3

Attachment information: Preview W

File: il:: My Tiocuments i ebhFolders 4. doc E" I

B

Application: ID:\MSDFFIEE W INWORDWINWORD EXE || (2=

— Title: IFDIders Chapter

Subject: ITutoriaI

Author: IMartine A Carlsan

LCategory: |Manuals ﬂ|

Keywards: IManuaI, DTS E
Comments: [Folders rough draft H

Help | Ok I Open | Cancel |

This window attaches files to a to-do item.

When you select a to-do item with an attached file, a file symbol will appear under
the view tabs.

To edit attachment information:
¢ Select the Edit/Link/Edit attachment... command.

To open an attached file:
¢ Select the item with the attached file.
¢ Select the Edit/Link/Show file... command, or...
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¢ Hold down the Shift key and double-click the To-Do item description field.

The Calendar’s ability to open a data file that is associated with a Windows compat-
ible application is an integral and fundamental Windows function. The associations
between data files and applications are usually established at the time those applica-
tions are installed. If you need to manually associate a file type with a program,
please consult your Windows documentation.

Setting Up

To set up the print options for the current To-Do List:
Click the To do tab to view a to-do list.

¢
¢

¢

Select the File/Print setup/Page... command. The ‘To-do’ list print options dialog
box appears. The print options and settings are like those used for Calendar’s itin-

erary printout.

Set up the page characteristics and select the options.

¢ Click OK to save your changes.
'To do’ list print options E
— Margins —Printer & Fontz
.. . 0 LIRS ight; ID.ED"
This is the printer that Left I Right. HF Laserl=tlIID
will be used. Click the Top: [050° Bottom [0.50" Title SiZt S pod
Printer button to select | i = s = I~ Itdlic
; — Paper orientation
a different one. ; o -~ "o do' items  Bold
* Partrait Landzcape - - -
|l = (12 =l e
— Print Attachments I Bold
You can print attached || ¥ Motes ¥ Header |l = [2 = I~ Italic
addresses and notes I¥# Lirk records IV Faater Headers & Footers [ Bold
by checking here. I Nolabel |aia = 12 =) =i
Help | Brinter | Setup | Header | FErint | Cancel | (]3 I

Margins

Paper orientation

You can create a no-frills printout or include attached notes and records.

Defines the margins you wish your printer to use for your printout.

Select Portrait for conventional orientation, or Landscape for a wider printout. To-do

lists generally print better in portrait orientation.

Print

Option

Description

These options specify the elements that will be included in a printout.

Notes

Link records

272

Prints notes attached to an event.

Prints the business address of any attached Address Book entry.
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No label

Header/Footer

Prohibits Calendar from printing column labels at the top of each
page. Labels identify the priority, item, and due date.

Check these boxes to include a header and/or footer in your print-
out.

This section specifies the printer as well as font types, sizes and styles. You must
choose a printer, font name and size for each of the elements of the printout.

Option Description

Title Specifies the font used to print the title at the top of the list.

“To do” items Selects the font used to print the list items.

Attachments Chooses the font used to print event attachments, such as notes
or Address Book entries. Use a relatively small font here, espe-
cially if you have a lot of notes.

Headers & Specifies the font used to print the header and footer for each page

Footers of your list.

Function DescriptionPrinting To-Do Lists

Printer Selects a printer.

Setup Opens the printer’s setup window. The Printer Setup dialog box is
part of your Windows printer driver and has nothing to do with
DeskTop Set.

Header Customizes the header and footer

Print Prints your to-do list with the selected options.

To print the current to-do list:

¢ Open the to-do list that you want to print.

¢ Select the File/Print/Current list... command.

To print a consolidated to-do list

¢ Be sure you are on the To-Do List.

¢
¢
¢
¢

Select the File/Print/Consolidated... command.

Accept the default, CONSOLIDATED LIST, to select all to-do lists, or...

Highlight the to-do lists you wish to print.

Change the Priority from/To fields (the defaults are 1 and 3) and Date range (the

default is Due today) as appropriate.
¢ C(lick the Print button.
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Setup Options

DeskTop Set Calendar has an integrated Setup Dialog box that organizes the setup
options into tabs. This allows you to change certain aspects of the program without
having to see all the options at once. As you become accustomed to the program,
you can explore some of the more advanced features.

To change any of the options:

¢ Select File/Setup... from the menu.

¢ Select the appropriate tab.

¢ Make any necessary changes.

¢ Click on OK, or select another tab to save the changes.

General Options

The General tab shows basic setup information.

Calendar setup
General | Templates | Holidays | “Your day | Sounds | Pager I [Degktop I Wweek I tonth |
. . LCalend Sh fi
Mark the options which e B --..:- p—
you wish to view in Calendar name: [ Show message on
i & Putli  Privat ow message on lam
Calendar. IUntltIed Calendar ublic Tivate 53 On alam bring calendar on top
Owner name: Password: [ On exit close alarm manitor
You can Password pro- IKevin T aylor r| [ Toolbar
tect your calendar file, = - [ N.a\rigator bar
or mark it as private to =LE (] File tabs
P Ic:\dtsBc\data\desktopB.cal [~ Main calendar <] Status bar b
. [ Highlight current record ;l
users from accessing
your schedule. Calendar font Chart view tirme range Enable views
Fram: Tao
I Default
Customize the font . {0700 M @ [oz:00Pu 7}
Calendar uses to VBl
display your event | M3 Sans Serf j| — Day scale time range
information. Style: Size: From: To
. Fiegular - g - 07:00 &M 0500 Ph [ Biorhythms kb
Select the time ranges | 2 J| | Jl 1 @ I @ [ Calls tab =]
used by chart view and
the time ruler.
Help | (]9 I Cancel |
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The General tab is used to set up essential Calendar options.
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Calendar Lists the Calendar’s file properties.

Option

Description

Calendar name

Public/Private

Owner Name

Password

File name

Main calendar

This is a description of your calendar file that will appear on
group charts, lists of available calendars, and file tabs.

Determines how your calendar is seen on a network. Selecting
Private prevents network users from accessing your schedule
information.

Displays the calendar owner’s name

If you wish to protect your Calendar from unauthorized users,
enter a password here.

Shows the Calendar file name and the directory in which it is
stored. This is only for your information and cannot be changed.

Check this box if this is your primary calendar file. All events cre-
ated in Address Book or folders appear in your primary file.

Calendar font  Allows you to customize the font Calendar uses.

Option

Description

Default
Text font
Style
Size

Check here to use Calendar’s default font settings.
Select the font you would like Calendar to use.
Select the font style, such as regular, bold, and italic.

Select the font’s point size.

Chart view time  Specifies the time range to be shown in the Month Chart view.

range

Day scale time  Specifies the time range shown on the time ruler. You can access the full twenty-
range four hour day range by scrolling the ruler sideways.

Show options  Select which components you want to use.

Enable views Check the boxes next to the view tabs you wish to use.

User Guide

275



Calendar

Templates

This section allows you to customize and add new event templates. Review the tem-
plates that are already entered by clicking on them with the mouse and observing
what happens in the dialog box fields. This will help vou better understand the con-
cepts behind creating templates.

Calendar setup
Click on one of the General | Templates | Holidays | “our day | Sounds | Pager I Deskiop I Week I tonth |
boxes to change the Predefined Options Calors
event template’s Business meeting 21| © Public &+ Private | |
default color. BT Business dinrer " Business % Personal - -
BT Business lunch = ¥ Printabi
L . & Telephane Cal G el I -
Thisis alistof pre- & Calfor infarmation ™ Locked [ Hidden - -
defined event tem- K2 Meet salesman ™ Floating ™ Billable I_ -
. . Order equipment ™ Banner | -
Select a template icon
. —— |[& Callcompany Importance: i - -
from this drop-down Gl it compary F 'M - -
list, then type‘the (141 LL_mch wi.th fri.end Status: Do nat disturb j Delete |
description. Eﬂ Dirner with friend : Current Color:
W Perzonal event Paging: Default j _ Up
L gk Doctor visit | -
Th|§ is hgw the event &5 isit friend — flarms & Tickler Down |
will be listed. Brack- S Call friend ;I [ Alarmn |Horse race j| B &dd |
eted keywords are : =
filled in with Address | [l ]| [Report status [ Wiekier [Dort forge =] Copy_|
Book information. .
IStatus report for <FIRST MakMEs: <LAST NaME:> Fields |
Hep |[ ok | Cose |

The Templates tab allows you to customize the event templates to simplify creating
events linked to address book.

The following options can be selected for event templates.

Option Description

Predefined Lists all predefined available templates. The list box does not dis-
play its corresponding event descriptions in alphabetical order.
This is to hasten event entry. Your most commonly accessed tem-
plates should be placed near the top of the list, for quick selection.
Select the event template and use the Up and Down buttons to
reposition it on the list.

Event icon and These appear just below the Predefined list. The icon you select is
name used to represent the event in Calendar’s Month view. The
description is the template’s name.
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Description
template

Public/Private
Business/
Personal

Key event

Printable

Locked

Hidden

Floating

Billable

Importance

Status

This is the large edit box at the bottom of the window. In the
illustration, it contains the text Call <FIRST NAME> <LAST
NAME>, <COMPANY>. The information in the description template
is entered into the Calendar event description field whenever this
event template is selected. The text may contain merge fields
related to Address Book entries. If a template is selected for an
event that is not linked to a Book entry, the template name is
used.

This selects whether the event can be seen on the network. If you
want a specific type of event to be viewed only from your PC,
select Private.

Specifies the type of event. These designations can be used as fil-
ters when printing calendar events. For instance, you can print a
calendar listing only your business events.

Designates events of major importance. Key events are displayed
with a red flag in the Status field of the Day view window.

Includes the event in printouts of yvour schedule. This option is
enabled by default. You may occasionally have a type of event on
your calendar that yvou do not want to show up in a printout. If
so, clear this checkbox.

Specifies an event that may not be modified in any way. All of the
fields in Day view are disabled, as is the Event dialog box. It
remains this way until the event is unlocked by selecting Edit/
Unlock entry from the menu.

Check here for private events you do not want others to see, even
on your PC. Hidden events can be concealed, so unauthorized
people walking by your computer can't see them if they glance at
your monitor.

Floating events automatically reschedule themselves for the cur-
rent day until they are marked completed. This is useful for non-
priority items that you may not get around to for a few days.

If this event is for a billable action, such as a doctor seeing a
patient or a consultant assisting a client, check this box. It is for
reference only.

Designates the relative importance of the event. Use this feature
to help vou determine whether or not an event can be resched-
uled, cancelled, etc., by judging its importance.

Can other people interrupt you during this event or would you
prefer not to be disturbed? Select your status for the duration of
this event.
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Paging

Alarm

Tickler

Color

Calendar can be set to page you automatically when an alarm
sounds. This field selects the time delay that calendar waits before
sending you a message to remind you of an upcoming appoint-
ment. You can either select one of the times from the combo box,
or you can set up a default paging format in the Calendar Options
dialog box.

Check the box if you want to automatically set an alarm for this
event. Then use the combo-box on the right to select one of the
available tunes. This plays when an alarm goes off. Use different
sounds as audible cues to help you distinguish which event has
arrived without having to look at your calendar. Calendar pre-
sents you with a sample of the alarm tune when you select its
title from the combo-box.

If the Tickler box is checked, a tickler date is automatically set
whenever this event is selected. If the Alarm box is checked, an
alarm is automatically set for this event. Use the combo-box to
specify the tickler text.

Calendar provides 16 different colors that you can assign to your
events. The selected color is used in the time bars of the Event and
Alarm Message dialog boxes, and in the Week, Month, and Desk-
top views.

To add an Event Template:

* & & & o o

Click the Add button.

Type a short event description into the query field.

Click on the Add button.

Select the desired options.

Click on a color bar to select a color for the new template.

Enter event template text (with associated keywords) in the field beneath the

event description. You can click on the Fields button for a list of available key-

words.

¢ Click on OK, or select another tab to save the changes.

Note: An example template might be “Breakfast with <FIRST NAME> <ILAST NAME>."”
When this template is used to set up an event in conjunction with a person in
Address Book, the merge fields are replaced with the associated information from
the person’s record to become “Breakfast with John Doe.”
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Note:

If vou precede template text with a “+” symbol, its formatted contents are appended
to any text that is already in the event field. Alternatively, a “-” symbol will insert
the formatted template text in front of any existing event text.

When using the “-” symbol to insert template text in front of existing event text,
don't forget to add a trailing space at the end of your template text.

To edit a Template:
¢ Select the template name from the Predefined list box.
¢ Make the desired changes.

¢ Click the OK button to save the changes and close the dialog box, or select
another template name to modify.

In addition to those already described, there are several other buttons in the Setup
Templates dialog box to help you manage your templates.

Function Description
Delete Deletes the currently selected template.
Up Moves the currently selected template up one position in the

event template list box. Use this in conjunction with the Down
button to reorder yvour template lists, placing the templates you
use most frequently near the top of the list.

Down Moves the currently selected template down one position in the
event template list box.

Add Adds a new event template.

Copy Copies event templates from another file into the current calen-
dar.

Fields Opens a window listing available keywords.

To copy event templates from another calendar:

¢ C(lick the Copy button.

¢ Select the desired filename from the list of available files.
¢ C(lick the OK button.

The default directory (generally C:\DTS\DATA) is searched first. If your desired cal-
endar file has been created in a different subdirectory, use the Directories list box to
locate the file.

Please note that the copied event templates overwrite any existing templates in the
current calendar.
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Use this grid to select
the day of the month
that a holiday

occurs on.

This is a list of
predefined holidays.

Select the holiday
type (national,
religious, etc.) from
the pull-down menu.
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Holidays

Calendar has a flexible holiday scheduling system. It comes pre-configured with the
standard national holidays. You can edit or delete any of these, and add any number
of your own. These holidays support Windows international date conventions.

Calendar setup
General | Templates | Holidays I our day | Sounds | Pager I Deskiop I Week I tonth |
Mew Year's Day - i
M artivi Luther King Jr.'s Birthday ™ January
Linzoln's Birthday ™ Febmiary
Yalenting's Day tarch
Washington's Birthday observed FA ar.lc
Washington's Birthday At
St Patrick's Da I 'ty
™ Jure
Armed lForces Day ™ duly Wieek number— — Dap of week
F‘Iewona::)Day It ™ First [ Monday
ather's Day
Independence Day I September E ?:ch'nd F&‘ejdayd
Labar Day ™ October i (==t
ﬁollll,lmbus Day I~ Novemnber ™ Fourth I~ Thursday Copy... |
alleween .
Al Saint's Day ™ December I~ Last I Friday Erable.. |
Election Day I~ Saturday —
Veteran's Day |
Thanksgiving Day - - . . . - - ¥ Sunday il
Pearl Harbor Day T
Chiristrnas Eve e Beset |
Christrnas IMother's Ciay
[elete |
o [T Duration:|1 | T~ bad. |
Hep |[ ok | Ciose |

You can customize calendar to show various holidays including ones that you create.

Option

Description

Month

Day selection grid

Week number

Day of week
Color bars

Holiday

Check a box in this section to indicate the month in which the
holiday occurs.

If applicable, use the blue day selection grid to show the day of
the month on which a holiday occurs. Use the Last box to auto-
matically select the last day of a month.

If applicable, check a box to identify the week of the month. For
example, Mother’s Day occurs on Sunday in the Second week of
May.

If applicable, check a box to identify a day within a week. For
example, Mother’s Day is always on Sunday.

Click on one of the available color bars to give the holiday a dis-
tinguishing color when it appears on the calendar.

The edit field in the top of this section shows the text used to
describe the holiday.
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Type Displays the type of the currently selected holiday. You can spec-
ity which type (religious, national, personal, etc.) of holidays are
displayed in the Calendar.

Duration Specifies the duration of the holiday. Some holidays, especially

religious ones, may span over several days.

Day off Indicates that you do not work on the holiday. You may need to
modify this option for some of the preset holidays to reflect your
company’s policy. The Day off status of any particular day is rele-
vant when recurring events are scheduled, as days off can be
excluded from the schedule.

Select a few of the preset holidays from the list to see how they are configured. Note
the difference between New Year’s Day and Mother’s Day, for example. New Year’s
Day is selected as the first day of January, while Mother’s Day is the second Sunday
in May.

Button Functions There are several buttons along the bottom of the dialog box:

Function Description

Copy Copies holidays from another calendar file. If you have already
edited and entered all your holidays in one file, use this button to
transfer them to all your calendars.

Enable Opens the Show holidays window, allowing you to select which
holiday types Calendar displays.

Test Opens a Mini-Calendar control window, displaying the occur-
rence of the selected holiday for the current year.

Reset Resets Calendar’s holidays to the default configuration. This

removes any holidays that you have added and revert any
changes you have made. Use this function with care.

Delete Deletes the currently selected holiday.
Add Adds a new holiday to the list. See below for more information.

Adding New Holidays

To add a new holiday to Calendar:

¢ Select the File/Setup... command and click the Holidays tab.
¢ Click the Add button. The Add Holiday dialog box appears.

¢ Enter the holiday’s name in the query field provided.

¢ Select the holiday Type and Duration, and check the Day off box, if appropriate.
¢ C(lick the Add button.
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Example

¢ At this point you are be returned to the Setup dialog box. The holiday you have
just added is selected. Use the date options described above to specify the date for
the holiday.

¢ Click the Test button to verify the date of your new holiday.
¢ Click OK to save the holiday, or add/edit another.

To add Flag Day to vour calendar:

¢ Select the File/Setup... command and click the Holidays tab.
¢ Click the Add button to open the Add Holiday dialog box.

¢ Enter Flag Day in the edit field provided.

¢ Select the National holiday type, specify a 1-day duration, and uncheck the Day
off box.

¢ Click the Add button. You are returned to the Setup dialog box.

In the Month section, select June.

Click on 14 in the blue Day selection grid.

Select a holiday color, if desired.

Click the Test button to verify the date of your new holiday (June 141).
¢ Close the Test box, then click OK to save the holiday.

* & o o

Selecting Holidays
Use the Enable button to choose which types of holidays are displayed on your cal-

endar.

To choose which holiday types display on your calendar:

¢ Select the File/Setup... command and click the Holidays tab.

¢ Click on the Enable button. The Show Holidays dialog box appears.
¢ Check the boxes of the holiday types that you would like to display.
¢ Click on OK to save the changes.

Copying Holidays

If you have already set up your holidays in another DeskTop Set Calendar, you may
copy them into the current calendar file.

To copy holidays from one DeskTop Set Calendar into the current file:
¢ Select the File/Setup... command and click the Holidays tab.
¢ Click the Copy button. The File Selection dialog box appears.
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¢ Select the file from which you want to copy the holiday setup. Use the Directories
control to locate the file, if necessary.

¢ Click OK. The holiday setup is copied from the selected file into the current calen-
dar.

Your Day

This dialog defines when you are in the office, and which times you would like to
reserve for your own use. If you allow other users to schedule appointments for
you, they need to know when you are available. The times you have selected to be
in the office and have available for calendar events are shaded in the Chart and
Group views.

Calendar setup
General I Templates I Holidays | Your day | Sounds I Pager I Degktop I Wweek I tonth I
Click which day you ~Set up day — Office — Reserved time 1

would like to modify.

You can set two

reserve

& Manday ¥ Inoffice |9:umm @ ¥ From IH:DDAM @
¢ Tuesday Out of office: Im@ Until: |11345 A @

d times per

day where appoint-
ments will not be

scheduled.

Don't forget to enter
your lunch time here.

Setup day

User Guide

 “wWednesday

Dan't disturb
£ Thursday I Dont distur
¢ Friday i~ Lunch ~ Reserved time 2

" Saturday ¥ Lunch from: |123DEI Phd @ I Fram: |2:EIEI Pt @
 Sunday Lunchuntk  [12:30PM [ Unt [230PM [7]

Set as...

Office

Set az W’ednesdayl ¥ Dion't digturb

If other people schedule appointments for you, use this screen to let them know when
you are available.

Choose the day of the week you would like to modify.

This button copies all options from the last weekday you edited. For example, if you
have selected Titesday under Setup day, and the button says Set as Wednesday;, click-
ing the button copies all of Wednesday’s settings to Tuesday.

Option Description

Checkbox Check here if you are in the office on the selected day.
In office Enter the time you arrive at the office.

Out of office Enter the time you leave at the end of the day.
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Lunch

Reserved time

This button restores

Option Description

Checkbox Check here if you take a lunch on the selected day.
Lunch from This is the time you go to lunch.

Lunch until This is when you return from lunch.

You can schedule two time periods per day when you do not want appointments

scheduled. Use this if you need uninterrupted time to work on a project.

From
Until
Don'’t disturb

Sounds

Calendar offers a variety of alarm melodies to play with associated events. If you
have a Windows-compatible sound card with speakers, you may wish to use WAV

Enter when your reserved time starts.

Enter when your reserved time ends.

Check here if you do not want to be disturbed during your

reserved time.

files as your alarm tunes. These can be defined in the Sounds tab.

Calendar setup

the selected alarm —————Gemerat—|—Femptates——Huofidays—|—Fourdey——Soomds—|—Pagen | Deskiop | Week | Menth |

sound to its “factory
default.”

Click this button to

¥ Play selected sound: Options:
Horze race “ Sound name:
Cuckoo bird - -
Digital sound IUtopla Exclamation

play the selected
sound.

Click here to assign

=T LdLilS UU[ILi
Telephone ring
Beethoven First
Beethoven Second

1~ Play system sound

| Syztemn beep

%]
i

a WAV file to the
selected sound.

You can record your
own sounds with a
sound card and

microphone.

|topia E xclamation

Bach melody " Play audio wave file

1812 Overture =
M arzeillaize |c: windowshmedialuiopiaes way EI
Alarm Clock

Circus = Test to speech announcement
DabiDalilaliDa

Happy Birthday Repeat interval: |5 ZeC. E
wedding

Computer speech Total duration: |3 miir, E[

This slider adjust the
record volume.

ERecorder

Ready

This slider adjusts
recording quality.

Hep |[ ok | cise |

The alarm sounds you create and edit here are available in all DeskTop Set programs.

Play selected When you select a sound, this automatically plays a sample of it. This can be useful
sound when you are searching for a particular sound.
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Sound list box This Lists all of the available sounds.

User Guide

Options  This section determines the parameters of the selected alarm sound.

Recorder

Option Description

Sound name This is the description of the alarm sound.

"5 button This erases all changes you have made to customize a sound,
reverting to the “factory defaults.”

Play system This radio button plays a DeskTop Set sound from your PC

sound speaker. You can select the alarm tune from the combo box. This

button

Play audio wave
file

button

Text to speech
announcement

Repeat Interval

Total Duration

option may not work if you have installed Windows sound driv-
ers that prohibit access to your system'’s internal speaker.

This will play the sound you have selected.

This radio button allows you select a WAV file to play. You need a
sound card and driver capable of playing WAV files to hear this
sound.

This lets you select a WAV file and assign it to an alarm sound.

Reads your event description and time in a computer voice. This
option is handy if you are not always in front of your computer.

This determines the time interval (in seconds) between alarm
sounds.

This determines how long (in minutes) an alarm sound repeats.

If you have a microphone and a sound card, you can record your own alarm

sounds.

Option

Description

Volume slider
Quality slider

Record
Setup

The left slider adjusts the recording volume.

The right slider changes recording quality. Lower-quality record-
ings lose fidelity, but they are smaller than high-quality ones, and
take up less room on your hard drive.

Click this button to record a new sound.

Click this button to change recording parameters.

To associate Calendar alarms with a Windows WAV file:

¢ Scroll down the Sound list box until one of the Undefined ## choices is visible.
Click the desired choice.

¢ Enter a Sound name.

+ In the Options section of the dialog box, click the Play audio wave file radio button.
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¢ Click the button. The Select Windows-compatible sound (wave) file dialog box
appears.

¢ Select the desired WAV file and click OK.

¢+ The WAV file plays for verification, and you are returned to the Setup dialog box.
If vou wish, you may enter new values in the Repeat Interval and Total Duration
fields.

¢ Click the OK button to save your changes.

To remove a .wav file association:

¢ Scroll down the Sound list box until you find the sound you wish to disable, and
click on it.

¢ Click the button. The designation returns to Undefined ## and the .wav file
association is removed.

¢ Click OK to save your changes.

To test one of the alarm sounds:

¢ Select the sound to be played.

¢ C(lick on the button.

This is generally used when Play selected sound is not chosen.

To delete one of the alarm sounds:

¢ Select the sound to be deleted.

¢ Click on the button. The name of the sound will turn to Undefined ##.
¢ Click OK to save your changes.
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Pager

Calendar allows you to call either of two different pagers when an alarm goes off. It
sends numbers and messages to these pagers directly from your computer.

Calendar setup
General | Templates | Holidays | our day | Sounds Deskiop I Week I tonth |
— Scheduls
From Lintil Uze pager
Choose the days of the 1 ! - . = i -
ook B o ————— ¥ Manday N e T e |
ou wish to be paged.
Y Pag  Tuesday [sa0eM =] [5o0PM =] [Second =
W Wednesday  |300aM =] [soorw =] [Fist =l
Select the pager that /
you wish to use ¥ Thursday [rooam =] [230PM =] [Fist. then Second =]
depending on day
and time. ¥ Friday [so0eM =] [1za0rM =] [DayFist/ Night Second =
I~ Saturday [saoem =] [roorm =] [Fist =]
™ Sunday | 8:30 A ﬂ| | 700 PM jl | First ﬂ|
Hep |[ ok | Cose |

Configure Calendar to page you when alarms sound.

This dialog box allows you to specify the times when Calendar should page vou. If
you have specified settings for more than one pager, you may also indicate which
pager(s) Calendar should use. Pagers are configured in the Dialer program’s setup
(see “Pager setup” on page 331).

To configure your pager schedule in Calendar:
¢ Mark the checkboxes corresponding to the days you wish to be paged.
¢ Select a time range in the From and Until combo boxes. This is considered daytime.

¢ Select which pager(s) you wish Calendar to use from the Use pager drop-down
list.

¢ Click OK button to save your changes.
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Desktop

You can view the Desktop calendar as a tab view or as Windows wallpaper. This dia-
log box lets you customize the Desktop view and display by defining the number of
days that are shown, the type of information that is visible, and how it appears.

Calendar setup

General | Templates | Holidays | our day | Sounds | Pager | Deskiop | Week I tonth |

— Deszktop ophions —Show events — Dizplay optionz
Choose the number of _
days to be viewed by Columns: mj ™ Keyanly IV Time from
selecting the number I+ Business ¥ To
of rows and columns.
Flows: v Personal [ white background
Mark preferred
options for displaying N ¥ Public ¥ Use event colors
the Desktop calendar. frace: I
¥ Frivate [ Enable word-wrap
Adjust your margins to - Margins v Completed ¥ Shows toolbar
best suit your = — : :
personal viewing I1 00 ¥ Recuring [V Show date & time
preference when using ¥ Hidden
the Desktop wallpaper. |1.DD" |1_gg--
—Exclude event
Select the types of |-I — ™ wwithaut times ™ withaut alarms
events that you wish to
exclude.
Hep |[ ok | Ciose |
The Desktop tab lets you configure your DeskTop blotter.
Here are the options available in this window:
Desktop Options
Option Description
Columns
best.
Rows
setting the number of columns, above.
288

Show

Determines the number of columns in the Desktop view and dis-
play. You can format dates in up to eight columns. More columns
mean less space for each entry, while fewer columns restricts
vour view of upcoming events. Optimum settings for your
installation depend on your schedule, the quality of your video
display, etc. A little experimentation may help you decide which is

Determines the number of rows in the Desktop view and display.
You can format dates in up to eight rows. See considerations for
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Margins

Note:

Show Events

Display options

User Guide

Grace

Option

Determines the number of days prior to today that Desktop view
displays. The default value is 0, with valid values from O to 63.
Note that the current day’s cell border is always black. This
makes it easy for you to spot today’s events, even if the Grace
option is enabled.

Description

Left, Right,
Top, Bottom

Allows for precision adjustments of the Desktop wallpaper’s size
and position. Smaller margins mean more space for your entries,
while greater margins leave more room for your Windows icons.
Some Windows 3.1x users find it preferable to set a larger bot-
tom margin, thus creating an “icon gutter” in which to view
minimized applications.

If you use Windows 95, or other Windows shells with a desktop type view, Desktop
Wallpaper covers yvour desktop icons. Use the margin adjustments to position the
wallpaper in the center of your screen, and move your icons to the borders.

Specifies the type of information that is displayed on Desktop Calendar. You can
include or exclude different types of information by checking or unchecking the
appropriate boxes. For more information on how these categories are applied to Cal-
endar entries, please see “Event Options” on page 220.

Option

Description

Time from, To

White background

Use event
colors

Enable word-wrap

Specifies whether or not the starting time and ending time of an
event are displayed. If you need more room for event descrip-
tions, unchecking the Time from and 1o boxes provides additional
space.

Allows you to change the background of each cell from gray to
white. This option can increase the impact of using Event colors
(below).

Allows you to display events in their assigned colors. Unmarking
the checkbox displays them in black. Remove this option if you
need to improve your display’s legibility.

Continues a lengthy event label on the next line. Choosing to
wrap event labels may mean less space for each day’s itinerary,
while electing to shorten the event may restrict your view of a
thorough description. Note, however, that complete event
descriptions may be viewed in a pop-up window by merely click-
ing and holding on the event text.
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Exclude events

Show/Hide button

Show Toolbar Displays a toolbar on the Desktop wallpaper.

Show date and Shows the current date and time on the Desktop wallpaper.
time

Determines the types of events that are excluded from the Desktop poster view.

Option Description

Without times When marked, this does not display events that do not have
times.

Without alarms Does not display events that do not have alarms scheduled.

Displays (Show button) and hides (Hide button) the Desktop Calendar. The button
label toggles from one to the other, depending on the current state of Desktop Calen-
dar.

Week

The Week-at-a-glance view has several options that affect how it displays your
events. Changes made in this dialog box interact in real time with the Week view, so
you can immediately see their effect.

Calendar setup E
General | Templates | Holidays | “our day | Sounds | Pager I Desktop | Week I tonth |
Mark the boxes —Shiaw even.tf = Dispfa_l,l options
corresponding to the ¥ Time from
. events.you wish to [ Business ¥ Time to
include in the Week
) ¥ Use event colors
view. ¥ Personal
. . ¥ Public — Dizplay direcion
Choose the dllrectlon & Leftight
that you wish the [V |Frivate P
Week view to flow. Vg
¥ Completed
— Erclude eventz
v R i
Select the types of ¥ Recuring I ‘without tines
events that you wish to IV Hidden [ “without alarms
exclude.
Hep [ ok | cose |
This tab allows you to set up the viewing options for the Week-at-a-glance view.
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You can screen out
personal completed
events.

Option Description
Show events Selects which types of events are displayed in Week view.
Display options  Specifies whether or not event time fields and colors are dis-

Display direction

Exclude events

Month

played. You may also choose to have your events appear on a
white background.

Specifies the direction of flow for day layout in the window. You
can show your week from left to right or top to bottom.

Determines the types of events that are not shown in Week
view.

You can customize the Month view to suit your viewing preferences. At a quick
glance, you can see what you've got planned a month at a time.

Calendar setup

— Show events
™ Keyonly
" W Business

General I Templates I Holidays | Your day I Sounds I Pager I Deskiop I Week | tonth
— Dizplay events az Tirme format
™ Descriptions 24 clock
& Sumbals ' AR /PM
" Banners Dot indicates Ph

¥ Personal
¥ Public

¥ Private

¥ Completed
R ecurming
IV Hiddzn

Dizplap syrbolz &z
" Color rectangles

% |cons

— Descrption includez
[V Time fram

— Exclude events

Without tmes

™ without alarms

[~ Time to
Iv Colar

v Show recumings as banner

Hep |[ ok ]

Close |

Select which events you want to see in the month view, then choose whether to display

them as symbols, wrapping text, or banners.

Show events  Selects which types of events are displayed in Month view.

Exclude events Determines the types of events that are not shown in Month view.
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Description
includes

Time Format

Option Description

Descriptions Shows the actual text describing the event

Symbols Uses an icon to represent events.

Banners Shows a “bar” across the day with the event’s description.

This option is enabled when you choose to display events as Symbols.

Option

Description

Color Rectangle

Icons

Simply shows a colored block for each event. The color is selected
in the Event options tab.

This shows the icon selected in the Event options tab for each
event.

This option is enabled when you choose to view event descriptions

Option Description

Time from Shows the starting time of an event.

Time to Indicates the ending time of an event.

Color Shows event’s descriptions in the color selected in the Event

Show recurring
events as banner

options dialog box.

This will use a banner across multiple days for daily recurring
events.

Option Description
24-Clock Shows events using 24-hour “military” time.
AM/PM Lists events using standard 12-hour, AM/PM conventions.

Dot indicates PM

Uses a Dot (*) to show PM times; none is shown for AM. This is
similar to most alarm clocks.
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