Chapter

1 2 Using Lists

Introduction

Lists show your information in a traditional spreadsheet format, and let you scroll
through and quickly browse very large databases. They are used extensively in Fold-
ers for Phone Log entries, Reminders, and Attached Notes. Address book entries can
be seen in List view in Address Book or Calendar. Dialer uses lists to display the
Phone Log, Messages, and Pending Calls. Here is why lists are so powerful:

In each list, you can choose to show only the fields you need, or display all avail-
able information at once. If you only need to see a person’s name, company, and
phone number, you can configure a list to show only those fields. Your display
isn’t cluttered with irrelevant information.

Lists are easily sorted on key fields. If you want to sort by company name, sim-
ply click the company column header. If you prefer your entries sorted in
descending order, click the sort arrow. Then, if you need to view your entries by
zip code, click the zip code column header. The list is instantly resorted.

You can find any entry just by typing the first few characters.

The list’s appearance is completely customizable, allowing you to choose colors
and fonts. You can select the sizes and colors that give you the best legibility on
your large desktop monitor and your small, monochrome laptop screen.
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Click on a column
header to sort the
database by that field.
Then click the arrow to
change from ascend-
ing to descending
order.

Click the alphabet
tabsto jumptoa
specific letter.

Click any cell to edit it.
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Different displays can be saved, so vou can quickly switch from one view to
another. If you are making calls, you can create a list that shows just names and
phone numbers. If you are working on a mailing, create another list that displays
names and addresses. You can then switch between lists as you need them.

In this list format, vou can edit entries, drag-and-drop entries, and dial phone num-
bers with a click.
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This is Address Book’s list view. Lists are also used in Folders, Dialer, and Calendar. All
lists are used and configured the same way.
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Navigating the List View
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Navigating the List View

To move horizontally:
¢ Drag the column headers sideways, or...
¢ Click the left or right arrows on either side of the column labels, or...

¢ Use the optional scrollbar at the bottom (see “List Settings” on page 441 for
details).

To move vertically:
¢ Use the vertical scrollbar on the right, or...
¢ In Address Book, click one of the alphabet tabs to jump to that letter.

To sort the list view:

¢ Click on the header of the column you want to use as the sort key. For example, if
you want to sort by company name, click the Company column header.

To Quick search for an entry:

¢ Sort the list on the appropriate column. For example, if you are looking for a
company name, sort the Company column. If you are looking for a zip code, sort
the Zip Code column,.

¢ Type the first few letters of the information you are looking for. DeskTop Set
zeros in on the correct entry.

Editing an Entry

You can edit entries on a field-by-field basis on the list itself.

To edit a single field:

+ Highlight the entry you want to edit.

¢ Click on the field you want to change. A cursor appears.

¢ Edit the information in the field.

¢ Press the Enter key, or click another entry, to save your changes.

Alternatively, you can open a dialog box that lets you edit the entire entry.

To edit an entire entry:
¢ Double-click on an entry, or...

¢ Select Edit/[Page Name] from the menu.
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List Templates

DeskTop Set lets you customize the list contents, setup, colors, and other list
options. You can then save these lists and switch between them as you need them.

To change the list template:

¢
¢
¢

Right-click on a column header. A floating menu appears.
Select List Styles... from the menu. The List styles dialog box appears.
Highlight the template you wish to use and click the Select button.

To delete the list template:

¢
¢
¢

Right-click on a column header. A floating menu appears.
Select List Styles... from the menu. The List styles dialog box appears.
Highlight the template you wish to delete and click the Delete button.

To create a list template:

¢

¢
¢
¢
¢

Right-click on a column header. A floating menu appears.

Select List Styles... from the menu. The List styles dialog box appears.
Click the Add button. The Add style dialog box appears.

Under New style name, type the name of the new template.

If you wish to use the same settings as the current template, check Copy current
style.
Click OK to create the template.
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Editing a Template

Once you've created a list template, it’s easy to edit the template if you decide to add
or remove columns, or display the list in a different color scheme or font.

List Settings

You can edit list defaults for font and color.

To open the list settings window:
¢ Right-click on a column header. A floating menu appears.
¢ Select Settings... from the menu. The List configuration dialog box appears.

List configuration for: Business presentation

Settings | Caontent | Colurnn I
Chec'k here if yoy want r List options — Header ophion:
to display a horizontal Stule name: | Backaround: Gradient; Configure the col-
scrollbar at thef tk;]oﬂﬁT |Busine&& presentation [~ Horz scrollbar I- Teal LI ILeft-to-Hight j el umn headers’
or the list.
List fant: Header font: appearance.
|MS Sans Sert =l Ff|| |MS Sans Seif =l El
IHeguIal j IS j I- Black LI IHeguIar j IB j II:lW'hite ;I
I¥ Fix first calumn - [V Highlight sart eolumn
¥ Dither odd raws — Raow height: |-| 00 E andepion:
Background: Iv Color odd rows Direction: Shyle: Color: Select the cell bor-
Select the rows’ T Jwhi - 1
—_— white » | | velow v Bath || — | [Siver = )i
background colors. ! =i = I = =il = gterlz line color and
yle.
Help | Apply I QK | Cloze |

List Options

User Guide

Customize the list's appearance to your favorite colors, or adjust it to make it
more legible on a laptop’s LCD screen.

This section lets you choose default options for the list.

Option Description
Style name This is the template’s name. You can edit it here.

Horz scrollbar Display a scrollbar at the bottom of the list. When this is turned
off, you can use the arrow buttons to either side of the column
headings to move left and right.

List font Select the font style, size, and color from the drop-down lists in
this area. Your selections are used as a default for list text.
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Font button Opens a traditional Windows font dialog box. This window lets
you choose all font options and displays a preview of your font
selection.

Fix first column Freeze the first column. This means it always appears when you
scroll through the list, similar to column headers.

Highlight sort When this is checked, the column used to sort the list appears in
column bold type.

Dither odd rows  If you have selected a different color for alternate rows, check
here to display that color in a dithered, or dotted, pattern.

Row height Choose the row height here. For most displays, 100% is a com-
fortable size.

Background Choose the cells’ background color from the drop-down list.

Color odd rows You can display alternate rows in a contrasting color to make the
list more legible. Check this box, then select the alternate color
from the drop-down list.

Header options  This section lets you choose default options for the list’s column headers.

Option Description

Background The color selected in this drop-down list is used for the column
header cells.

Gradient If your display is set for high or true color (greater than 256 col-
ors), you can shade the column headers from light to dark, or
vice versa.

3D Check here to give the column header cells a raised appearance.

Header font Select the header’s font style, size, and color from the drop-down

lists in this area. Your selections are used as a default for the tem-
plate’s headers.

Font button Click this button to open a traditional Windows font dialog box.
This window lets you choose all font options and display a pre-
view of your font selection.

Grid options  This section lets you choose options for the gridlines used to separate list cells.

Option Description

Direction This lets you select which gridlines you are editing. You can select
Horizontal, Vertical, or Both.

Style Select a line style from this drop-down list. The gridlines may be
solid, or varying patterns of dots and dashes.

Color Select the gridline color from this drop-down list.
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Select the field that
you wish to add to the
list, then click the
Add-> button.

User Guide

List Content

You can select which fields are shown in the list.

To open the list content window:

¢ Right-click on a column header. A floating menu appears.

¢ Select Content... from the menu. The List configuration dialog box appears.

List configuration for: Business presentation

Settings | Content I Column |

Ayailable fislds:

Show colums with fields:

<PAGE MAME>
<PAGE PHOME>
<TITLE>

<FIRST NAME>
<IMITIAL:

<LAST NAME >
<POSITION:
<COMPAMY>
<DEPARTMEMT>
<DPT NO»
<EMPL NO>
<MalL ADDF1>
s b L AL
<MaIL ADDR 3>
<MAIL SALUT:
<4DDR OME>

These fields are
displayed in the
<BUS PHOME> list.

<COMPANY

- Add-s <P&GE MaME: ;l
| <LAST MAME:

j <-Hemove

<POSITION:

Clear

Up

Bl

Down
Al

Business

LI Home j

i

|

Help | Apply | K Close |

Use this window to select which information appears in the list.

Option

Description

Available fields

Show columns
with fields

Add->

<-Remove
Clear
Up

Down

All

This lists all fields you can use in the list.
This displays all fields that are used in the list view.

This adds the field highlighted in Available fields to the Show col-
umns with fields list.

This removes the field highlighted in Show columns with fields list.
Removes all fields from the Show columns with fields list.

Moves the highlighted field up one position in the Show columns
with fields list.

Moves the highlighted field down one position in the Show col-
umns with fields list.

Copies all fields all fields from Available fields to Show columns
with fields.
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Business Adds all common business-related fields to the Show columns with
fields list.

Home Moves all common home-related fields list to the Show columns
with fields list.

Note: To change the column order, you can use the Up and Down buttons in the List con-

figuration dialog box’s Content tab. More simply, you can drag individual columns
into a new position on the list view itself.

Column Settings

You can customize display options for each individual column.

To open the column settings window:
¢ Right-click on a column header. A floating menu appears.

¢ Select Column... from the menu. The List configuration dialog box will appear.

List configuration for: Business prezentation

Settings I Content | Column |

LColumng in list: X
1 Column ophion
<LAST MAME: [
<FIRST NAMES Title: IF'age name
<POSITION: Sort m
Select the column that <BUS PHONE: d

you wish to edri: frlom <COMPANY> I pige [Lett =] width: [145 [2
this list.

—Header options

Backaround: ||:| Silver 'I Backaround: II:lWhite 'I

You can override Header font: Colurmn fant:
default background |MS Sans Seif =l EI |MS Sans Seri =] El
colors and fonts for the
selected column. [Feguar =] /[e =] [Twhite =1 | | [Requar =[5 =] MBIk =]

Help | Spply | oK I Cloge |

Use this dialog box to configure individual columns. Use this to make impor-
tant information, such as names or main telephone numbers, stand out.

Columns in list  This shows all fields displayed in the list. Highlight a field to edit its options. Every-
thing vou select in this window affects only the highlighted field.
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Header options  This section lets you choose default options for the column’s headers.

Column option

User Guide

Option Description

Background The color selected in this drop-down list is used for the column
header cells.

Header font Select the header’s font style, size, and color from the drop-down
lists in this area. Your selections are used as a default for the tem-
plate’s headers.

Fontbutton Click this button to open a traditional Windows font dialog box.
This window lets you choose all font options and displays a pre-
view of your font selection.

Option Description

Title This is the text that is used for the column header.

Sort Select the sort order from this drop-down list. Valid options are
Ascending, Descending, and None.

Align Choose the text alignment from this drop-down list. This can
left-, right-, or center-justify the column’s text.

Width Use the up and down arrows to change the width of the column.
Alternatively, you can simply drag the column boundaries on the
list itself.

Background The color selected in this drop-down list is used for the column
cells.

Column font Select the column’s font style, size, and color from the drop-down
lists in this area.

Font button Click this button to open a traditional Windows font dialog box.

This window lets you choose all font options and shows you a
preview of your font selection.
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1 3 Toolbars

Introduction

All DeskTop Set modules have customizable toolbars allowing you access your fre-
quently-used options with just a click.

Select buttons for the command you use most often and arrange them by func-
tion or importance.

Create different toolbars for different tasks. You can display any number of tool-
bars at one time, so you always have one-click access to the commands you need.

You can create buttons to launch any Windows program.

Toolbars can be dragged out of a program window and moved anywhere on your
screen.

You can use the capture feature to copy graphics from another program, or
design your own.

] 0] @] | #|o[e]x[<] wlLlw] 2] Dls] w2

Toolbars can be set to show only the commands you use most often, and you can create as many
different toolbars as you need.




Toolbars

ToolBars
Shows a list of avail- [ Calendar Close |
able toolbars. Mark ] Edit Event
the checkbox to view ] Integrate
its related toolbar. 4| M avigator
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Selecting a Toolbar

You can display any combination of toolbars in any DeskTop Set program.

To see which toolbars are currently in use:

¢ Right-click on a toolbar. The menu that appears lists all available toolbars at the
top. The ones in use have a checkmark next to their name.

To show a toolbar:
¢ Right-click on a toolbar, and select which one you wish to use.

To hide a toolbar:

¢ Right-click on a toolbar, and select which one you wish to hide. The checkmark
next to the toolbar’s name disappears, and the toolbar is hidden.

Toolbars Dialog Box

To access the Toolbars dialog box:
¢ Click the right mouse button over toolbar area and the toolbar menu appears.
¢ Select Toolbars from the menu.

Mew . Click here to create

a new toolbar.
Delete

Cuztomize. .

dl]

Help

This dialog box lets you select
and manipulate toolbars.

Option Description

Toolbars list Select the check box next to the names of the toolbars that you
wish to view.

New Click here to create a new toolbar.

Delete Erases the selected toolbar.

Customize Edits the selected toolbar.
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Creating a Toolbar

Each application can have an unlimited number of toolbars. You can create a gen-
eral-use toolbar, then many additional ones devoted to specific purposes.

To create a toolbar:

¢ Right-click on a toolbar, and select Toolbars...

¢ Click the New... button.

¢ Type a name for the new toolbar, and click OK. A blank toolbar is created.

Customizing Toolbars

Toolbars can be customized in two way: you can rearrange the buttons as vou
work, so they are in a more convenient order, or you can edit any aspect of the tool-
bar by using its setup options.

Rearranging Buttons

Rearranging toolbar buttons is simple, and can be done on-the-fly, as you work.

To move a button:
¢ Hold down the Shift key and drag the button to its new location.
¢ Click OK.

To insert a separator between buttons:
¢ Hold down the Ctrl key and drag the button sideways.

¢ Release the mouse button to re-place the toolbar button.

To remove a button from the toolbar:
¢ Hold the Shift key down.

¢ Drag the button off the toolbar.

¢ Release the mouse button.
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Setting up the toolbars

Toolbars can also be completely customized using the toolbar’s Setup menu.

To view the Toolbar’s setup:

¢ Right click on an existing toolbar.

¢ Select Customize.

¢ Click each tab to view or change the appropriate settings.

The Toolbar tab

Settings for toolbar : 'Calendar’ E

Toolbar | Carnrmands | Design I

You can change the I &rne: Button options b argin
toolbar's name here Calendar
Fazition fidth; |25 I: Top: |3 I:
Top ﬂ If you are operating at a
: high video resolution,
Baze window Height: |25 I: Buattarm: |3 I: yogu may want to make
Il:unent j the buttons larger.
Euttan style Separator. |5 E Left I3 EI
I.-’-‘«utc- j .
Tooltip .
Colar delay, ms: |1 aoo I: Right; |3 I:
Select a background = -
color from this drop- Il:l Sitver LI
down list. Mizcellaneous

¥ Show tooltips
W Enable float

[ Stetchimages [ Always on top

W Stretch toolbar
HEeset

Help | Lpply | Ok I Cancel |

This dialog box allows you to set up basic toolbar properties. You
can adjust size and viewing preferences for the selected toolbar.

Design options  Option

Description

Name
Position

Base Window
Button style

450

Edits the name of the current toolbar.

Lists the toolbar’s position. The toolbar moves to the selected edge
of the window.

Lists the default window from which the toolbar is viewed.

You can display Windows 3.1x-style or Windows 95-style but-
tons.
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Button functions

Margins

Miscellaneous

User Guide

Color Select a background color from this list.

Option Description

Width Specifies the buttons’ width (in pixels).

Height Specifies the buttons’ height (in pixels).

Separator Adjust the smallest distance (in pixels) between the different
groups of buttons.

Tooltip delay Time period (in milliseconds) before the tooltip is displayed when

the mouse pointer pauses on the button.

Specifies the distance (in pixels) between buttons and the toolbar’s border.

Option

Description

Show tooltips
Enable float

Stretch images
Stretch toolbar
Always on top

Displays on-screen descriptions of the buttons when the pointer
pauses on them.

This allows you to drag the toolbar to a new location on the
screen.

Enlarges images to fit the button’s dimensions.
Stretches the toolbar for the length of its base window.

Ensures that the toolbar is always visible, even when you run
another program in a full screen. This option is available only
when Enable float is selected.

451



Toolbars

All buttons are

grouped according to
their function. High-
light a group to see
which buttons are
available.

You may edit a
button’s tooltip here.

Command
groups

Commands

Images
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The Commands tab.

Settings for toolbar : "Book” E3

Toolbar | Commands | Desgign I

Add a button by drag-
Command groups Comprards tmages ging it to a toolbar.
DeckTonSet [ uaavopc =] [1] 25207 ] =)
IE | B Pad| =S
Tt =
Lltites 0| Cl | R |l J
All commands ﬁ Ol i IENE |
- e [
[ 53 | o | b
£ Bl N
r— Optionz
Tooltip Presentation Tent
Turn to the open topic = | | Image anly = | |Delete topic .
™ [into a normal entre. Al I J I Edit... |
entries in this tapic wil .
be deleted. e Add.. |
=l I 'I I™ Double-click | | 5., |

Hep | conb |[ ok |

The Commands setup tab allows you to choose which commands
and components are shown on the toolbar.

Cloze |

Available commands are grouped together by type. Click the group description to
see its corresponding commands.

To place a button on the toolbar, drag the item you want from the Commands list
onto toolbar. To create a new toolbar, drag an item onto the empty space next to the
toolbar.

Lists images which you can use to represent commands.

To change the image of the selected button:
¢ Double-click on image, or...

¢ Drag the image onto the Commands list to replace previous image of the com-
mand.

To delete an image from the list:
¢ Drag it onto the trash bag.
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Options  Option Description

Tooltip Describes the command. This is displayed when the mouse
pointer pauses on a button.

Presentation Lists what appears on the button. You can show an image on the
button, text, or both.

Text Specifies the name of the selected command.

Views Lists the views where the selected command has a different
description.

Double click When this is checked, you must double-click on a button to use it.

Add  Click this button to add a new command to the Programs command group.

Reset To restore the selected built-in command to its original settings, click the Reset but-
ton.

To add a button to the toolbar:

¢ Right-click on a toolbar, and select Customize...

¢ Click the Commands tab.

¢ Under Command groups, select the type of button you would like to add.

¢ Under Command, drag the button you wish to add and drag it to the toolbar.

To add a button that launches a Windows program:
¢ Right-click on a toolbar, and select Customize...

¢ Click the Commands tab.

¢ Under Command groups, click Programs.

¢ Click the Add... button. The Custom command window opens.

¢ Click the Browse... button. Select the program you want to create a button for
and click OK.

Under Options, type the button’s tooltip.

¢ Under Text, type the button’s description.

¢ Drag the button to the toolbar and click OK.

<>
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The Design tab

Settings for toolbar : "Book” E3
Toolbar | Commandz | Design I
— Image — Toolz
This is the edit area V@l‘@l‘gl ; | K‘}!C! j! Use these editing tools
where you can cus- Faint with cument calar to “paint” the image.
tomize or create a
button icon. — Colors
Click on a color to use it
F
o HENEENNE Sk ona oo
CHET R E
More colors... |
—Preview———————————————— lmagesize———————
Image Toolbar —lNEW
idth: |'| = E T |
This area shows how
your image looks on a E El Height: |1 5 E ﬂl
button. Grab |
Help | Sppi | ok I Cloze |
You can customize your individual button icons, changing colors
or designing your own icon.
Option Description
Image Shows the selected image. This is the area in which you make
changes to the icon.
Tools These are the various editing tools used to modify the image.
Click on a button to use its editing tool and see a description of its
function.
Colors Shows the available colors used for editing the image. This is sim-
ilar to a painter’s color palette.
Preview As you make changes to the image, you can see how they will
look as both an image and on a button.
Image size Adjust the number of pixels in the image. More pixels allow you
to show more detail.
Button functions
Command Description
New Clears the image, allowing vou to start from scratch.
Copy Copies the image to DeskTop Set’s internal clipboard.
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Paste Pastes the image from the internal clipboard over the existing
Image.
Grab Copies an image or icon from another application.

To change a button’s image:

¢ Right-click on a toolbar and select Customize.

¢ Click the Design tab.

¢ On the toolbar, click the button you wish to edit. It appears in the Image section.

To edit the image by hand:

¢ Click on the foreground color you want to use.

¢ Right-click on the background color you want to use.
¢ Click on the Tool you wish to use.
¢

In the Image section, click the squares you want to change color. Left-click to use
the foreground color, and right-click to use the background color.

¢ When you are finished, click OK to save your changes.

The toolbar’s design tools work similarly to Microsoft Paint, which comes standard
with Windows.

To copy an image from your screen:
¢ Click the Grab button. You mouse pointer will turn into a cross-hair
¢ Place the cross-hair on the upper left corner of the image you want to copy.

¢ Hold the left mouse button, then drag the mouse to the bottom right corner and
release the button. The selected icon is copied to the Image area.
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Introduction

DeskTop Set’s Backup utility is included with DeskTop Set, and installs automati-
cally along with the rest of the program. Backup provides you with a simple, one-
step way to back up your data, for archiving purposes or to make moving data
between two machines easier.

The following information provides instructions for using Backup. Please do take
the time to read through it, and to understand how Backup works. This is a very
important procedure for any application, and we suggest backing up your data at
least once a week, and any time you add a great deal of information to your address
book or calendar.



Backup

Select the drive you

wish to back up to. It's
best to use a floppy
disk, so you can take it

458

with you.

Starting the Backup utility

Backup is automatically installed when you install DeskTop Set.

To start the Backup utility:

¢ Close all DeskTop Set applications.
¢ In Windows 3.1, DeskTop Set Program Group and double-click on the Backup icon

- it is a blue safe, or...
¢ In Windows 95, Select Start/Programs/DeskTop Set/Accessories/Backup - it is a blue

safe.

Using Backup

Backing Up Your Data

When you run Backup, it will open to the Backup screen:

= DeskTop Set Backup M= B3
Backup | Fiestare |
Back up to drive:
ia:\ Eq'l Files..: II

Click here to backup

— Backup statistic
File:

Compress ratio;
Files in backup:

Files backed up:

—

Changed:

Added;

Removed: I

Help

Cancel |

The Backup tab backs up all your data automatically.

Just choose a drive, and click OK.

To back up all of your data:

We recommend using the following procedure to back up your data, so that you do

not inadvertently exclude important pieces of your data.

¢ Make sure you are viewing the Backup tab. If you are not, click this tab at the
top of the screen.

only certain files. This is
useful for moving a
single book or calendar
to another machine.

Statistics about the
backup appear here as
the files are being
backed up.
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You can choose to
backup only certain

types of files. Click

here to select/deselect
each type.

Addenda for Version 6.0b

¢ Choose the drive you wish to back up to (we suggest using the A: drive). Be sure
to insert a floppy disk.
¢ Click the OK button to begin the backup.

¢ Backup will begin compressing and copying vour data. If your data requires
multiple floppy disks, you will be prompted to insert additional disks as they are
needed.

¢ You will receive a confirmation when the data has been successfully backed up.

To back up only particular types of data files:

If you are sure that you need to back up only certain pieces of your DeskTop Set
data, you can choose which components of the data you wish to back up. Because
items that are not selected will not be backed up, we recommend this procedure only
if you are absolutely sure that you will not need certain parts of your data.

¢ Make sure you are viewing the Backup tab. If you are not, click this tab at the
top of the screen.

¢ Choose the drive you wish to back up to (we suggest using the A: drive).Be sure
to insert a floppy disk.

¢ Click the Files button. The Files to process window will appear:

Files to process E
Applications Filez
[] &ll general data files & | Tk v Clierts.adr
i ress book files = ¥ Clients btr
[ Calendar files Clear All | ¥ Disbook.cfg
[ Dialer files Resst | ¥ Disrec.cfg Asyou select the types
[ Calls = ¥ Mybook. adr — of data to backup, the
[ Reminders ¥ Mybook bty individual files appear
[ Attachments in this list.
[ Toolbar configuration |
[] System configuration
[ Templates for word
[ Sounds ;I
Help | 0K Cancel

You can also choose to back up only certain pieces of your
data, using the Files to process list.

¢ In the Applications list, click the box next to each type of data you wish to back
up. This will place a checkmark in the box beside the data type. (Click again to
remove the checkmark).

¢ As you click each data type, its related files will appear in the Files list, on the
right.

¢ If you wish to add a single file to the backup, click the file’s name in the Files list,
and click the Set button to add it to the backup.

¢+ When you are finished selecting all the components you wish to back up, click
OK to return to the Backup tab.
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disk here.

¢ Click the OK button to begin the backup.

¢ Backup will begin backing up your data. If your data requires multiple floppy
disks, you will be prompted to insert additional disks as they are needed.

¢ You will receive a confirmation when the data has been successfully backed up.

To reset the list of files:
¢ Click the Reset button.

¢ The list of Files will be reset, so that only the files that belong to the selected Appli-
cations will remain selected.

Restoring your Backups

Your backed-up data is stored in compressed format to reduce the number of disks
necessary to hold your data. These backups cannot be opened directly from the
disk. They must be restored using Backup’s Restore option. Attempting to open your
files directly from the backup disk can damage the backup, and prevent the files
from being restored properly.

To restore your entire backup:

We recommend using the following procedure to restore your data, so that you do
not inadvertently exclude important information.

¢ Make sure you are viewing the Restore tab. If you are not, click this tab at the
top of the screen:

* DeskTop Set Backup [_ [T x]

Backup | Restore I

- Click here to restore
Reztore from drive:

I Sl e | only certain files from
at Files...
| EI s | the backup.
— Restore statistic
File:

File statistics will
appear here as the

Compress ratio: I Changed:

i

Files to restore: Added: files are restored.
Files restared: Remowved:
Help | TTEETTY Canesl |

The Restore tab lets you restore your backed up data.

¢ Choose the drive that contains your backed-up files (this is most often the A:
drive).
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¢ Click the OK button to restore your files.

¢ Backup will begin restoring your data. If your backup required multiple floppy
disks, you will be prompted to insert additional disks as they are needed.

¢ You will receive a confirmation when the data has been successfully restored.

To restore only particular types of data files:

You can choose to restore only certain types of data from your backup. This is use-
ful if it becomes necessary to restore a single address book, for example, without
overwriting the rest of your files:

¢+ Make sure you are viewing the Restore tab. If you are not, click this tab at the
top of the screen.

¢ Choose the drive that contains your backed up files (this is most often the A:
drive).

¢ Click the Files button. The Files to process window will appear:

Files to process E

Applications Filez
[] Al gereral data files 4| Set ¥ Clierts.adr

) e E Address book files W Clients. btr

types of files. Click [ Calendar files Clear &l | ¥ Disbook.cfg
[ Dialer files Resst | ¥ Disrec.cfg As you select the types
[ Calls = ¥ Mybook.adr — - of data to restore, the
(<] Reminders % Mybook. bir individual files appear
L] Attachments in this list.
(] Toolbar configuration |
<] Swstern configuration
B Templates for word
[ Sounds ;I
Help | 0K | Cancel

Addenda for Version 6.0b

You can choose to restore only certain pieces of your data,
using the Files to process list.

¢ In the Applications list, click the box next to each type of data you wish to restore.
This will place a checkmark in the box beside the data type. (Click again to
remove the checkmark).

¢ As you click each data type, its related files will appear in the Files list, on the
right.

¢ If you wish to add a single file to the Files list, click the file’s name in the Files list,
and click the SET button to add it to the list.

¢+ When you are finished selecting all the components you wish to restore, click OK
to return to the Restore tab.

¢ Click the OK button to begin restoring these files.
¢ Backup will begin restoring up your data. If your backup required multiple
floppy disks, you will be prompted to insert additional disks as they are needed.
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moving data

¢ You will receive a confirmation when the data has been successfully restored.

Using Backup to Copy Data Between Two Machines

Backup is a useful way to move data between two machines. This is useful if you
keep your data at home and at work, or on a laptop. It also provides a simple way
to move your data if you buy a new computer.

To copy data from one machine to another:

¢ Starting with the machine that contains the data you wish to copy. Back up the
data on this machine (“Backing Up Your Data” on page 458).

¢ When the backup is complete, take the floppy disk that contains the backup to
the second machine.

¢ Restore this backup onto the second machine (“Restoring your Backups” on
page 460).

¢ You will receive a confirmation when the Restore is complete. You can then run
DeskTop Set on this second machine, and open your files.

DeskTop Set’s data directory contains files that “remember” what directory your
files are stored in. This is how DeskTop Set automatically opens the last file you
worked on whenever you run Address Book or Calendar.

If you have installed DeskTop Set to two machines (for example, at home and at
work), it’s important that the program is installed to the same directories on both
machines.

If you install DeskTop Set to different directories, it is possible that DeskTop Set will
fail to remember where your files are located, and you may need to use the File/
Open command to open your files after restoring them.

To prevent this from happening, we suggest installing DeskTop Set to identical direc-
tories on each of your machines. This will allow DeskTop Set to always remember
where your files are located - even if you are running different versions of Windows
on the two machines.
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Important Backup Issues

Possible Messages from Backup

When you are backing up or restoring your data, you may receive warning mes-
sages. These messages are designed to alert you to potential problems, so they do not
necessarily mean something has gone wrong:

Cannot find backup files.

If this message appears, check that you have placed the right disk into the drive. If
the disk is correct, it is likely that you backed up to a subdirectory on the disk, and
have not specified this subdirectory when you attempt to restore the data. Check the
disk using File Manager or Explorer to view the disk, and correct the Restore from:
path if necessary.

File xxx in the backup is older than it is in the DeskTop Set directory.
Would you like to restore the older version of this file anyway?

This message indicates that this particular file has been edited since the backup was
made. This can occur if the backup is very old, or if you went into your address
book or calendar to after backing up the files.

¢ If you are sure that the data you want is on the floppy disk, choose Yes.

¢ If you prefer to keep the most recent file (the one on the hard disk), click No. This
file will not be restored, and the copy that is currently on the hard disk will
remain.

File xxx from the DeskTop Set directory not found in the backup.
Would you like to remove this file from the DeskTop Set directory?

This file indicates that there are files on the hard disk that do not appear in the
backup. Since the file is not included in the backup, vou have the option of removing
it from your hard disk, as well.

¢ If the file is an old one that you know vou do not need, click Yes. The file will be
removed from the hard disk.

¢ If you are transferring information from one machine to another, and only want
the second machine to have the information on the first machine (no more, and
no less) click Yes to remove any other files from the DeskTop Set data directory.

¢ If you are not sure whether or not the file is important, click No. The file will
remain on your hard disk. The next time you back up, this file will be included,
and you will not receive this message again.
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Passwords

Passwords are designed to prevent unauthorized access to files. When you assign a
password to an address book, only those people who know the password can open
the file. You may assign each of your books a different password. If security is not
an issue, then you don’t have to assign a password at all.

You can also specify a master password. Regular passwords open individual files. A
master password opens all your files.

Passwords make it easy to share each of your books with a select group of people.
Your Sales book, for example, may have a password that only the Sales and Market-
ing team members know. The Accounting book has a password only the accoun-
tants know. You can open both books using the master password.
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To set up passwords:
¢ Select File/Setup... from the menu.
¢ Click the File tab.

¢ Type your password for this address book in the Password field. It can include let-
ters, numbers, and punctuation. Spaces are not allowed. For display purposes,
Address Book replaces each character you type with an asterisk on your screen.

¢ Click the OK button. The Password setup window appears:

Password setup E

Paszsword | bl aster |

Pazzword: I’“““‘

Werify: I

Help | feey | Ok I Cancell

Setup verifies your password to make sure you have typed
it in correctly.

¢ Type your password again under Verify.

To set up a master password:

¢ Click the Master tab.

¢ Type the master password under Master and Verify.

¢ Click the Key button to create a password key disk.

¢ Insert a disk into your floppy drive and click OK.

¢ When the key disk is created, click OK to save your password information.

Make sure you always have at least one good copy of your key disk. If you ever lose
your password, using the key disk is the only way to open your files.

If you lose your password:

¢ When Address Book asks you for a password, insert the key disk in your floppy
drive.

¢ C(lick the Key button.

¢ DeskTop Set uses vour key disk to erase your password information from
Address Book. You can then open the file.
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