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IntroducingNowUp-to-Date&Contact

Now Up-to-Date is a calendar pro- G A : g g :
gram that maintains your schedule, The Month View is the first view that you see upon opening a Calendar file.
reminds you of upcoming events, and 000 TR
manages your to-do list. Now Con- 2| SO0 %g Hidm el S| e
tact 1.s a contact mana‘ger that gives Holiday: Tiein October 2001 (D]
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Both applications are integrated so make i M i =
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detailed information, consult online SO |ativeen: [So0sier  |ayaay: tors — To-Do List
Help by choosing the desired option i bt i
from the Help menu. In addition, you 0 Ty oy ' 44
will need an Internet browser such as ‘ ' : ‘ v
Microsoft Internet Explorer oz, . . .
Netscape Navigator to view online Banner: Use to Appointment:  Meeting: Use to Special Event:
hel p & indicate graphically ~ Use for a schedule a Use to indicate
elp- an Event'’s span of date- and meeting on a special occasions,
Note: Full documentation includes a User days. Itgl\r/\;(-r)]-tspemflc ngg:;:g ?i?%/eat a like birthdays.
Guide in PDF format and HTML Online ’ P ’
Help, which are included with your prod- o o
uct. You can purchase a printed User To-Do/Call: Use to indicate a date- and Undated To-Do: Use to indicate non-
Guide for a nominal fee by visiting the gossmly tlrlr;e-speCIflg ttask yfu need to ?_atg—si_ectmc ctiatshksi_ A?E/e_ars only in the
Now Software website at: o, or a call you need to make. 0-Do List and the List View.
http:/fwww.nowsoftware.com
Technical Support L . . . .
You can access web-based Technical The List View is the first view that you see upon opening a Contact File.
Support by choosing this option from Choose List Layouts from the Define menu to choose the columns of Contact
the Help menu in either Now Up-to- information that you want to display. Create different Layouts for different needs.
Date or Now Contact.
T | Ti 8608 My Contacts : By Name
ool Tips Toolbar — @ T T e =
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. . Personal Farnsworth  Samm: Sammy's Quick Stoj m: 21355354119 el farnsy@pubuerks. com
Shift-click other General Cooper : Seth % FEI - : 306-555-1990
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Status bar indicates how many of Click a tab to filter the list by that
the total number of Contacts in letter. Type text into the text field
your Contact File are currently to further filter the displayed list.
being displayed.




Working with Calendar Events

To work with calendar Events:

Launch the Now Up-to-Date applica- Click to turn off/on Click to create  Click to Click to respond
tion. (You can easily launch Now Up-to- text wrap in Event an schedule to meeting
Date at any time by choosing it from the titles/descriptions Appointment a meeting notices

QuickDay menu.) ‘

To create an Event: ‘

Select a day and choose the name of Calendar — :F IE’ IE I%
the Event type you are creating from Toolbar -_— TR OoF Bigp E
the Event menu, or click a new Event . | | |

button in the Toolbar. Type the title of ’—1 ‘ ‘ ‘
the new Event and press Enter or

Return to save the new Event in your Click to hide Click to turn on/off Click to Click to
Calendar File. weekends scrolling in Month/ create a create a
alendar e Multi-Day Views To-Do Call To-Do

To move an Event:

Drag the Event to the new day or time,
or cut the Event and then paste it. The
second method is useful if you need to
move an Event to a date beyond the

- . Click to stamp the date/ Click to print this
period currently in view. time in the text field or Event’s information
To set Event Preferences: start the Timer for Calls
Choose Preferences from the Define
menu and choose the Event type for ) ] Click to
which you want to specify a default Click to create Click to find schedule a
setting. anew Contact — and attach meeting
linked Contacts
To modify an Event: i
Double-click the Event or select it and Type the name of the glchlz(Lto add Select this to block
press Enter. This opens the Event Info Event here your time for other
window (@). The Event Info window Click to events while this Event
is where you set or modify Event Click to use the attacha IS In progress
attributes. This includes setting the Date/Time picker file r
time of the Event, adding a descrip- Lor sett”:jg the g -
tion, attaching Contacts, or changing eﬁiﬂet,i;nessmrt 2l B i y
the Event’s Category, Priority, Repeat, & Eﬁ @ |j 5:9
Type, or Reminder setting. Choose the Title: |Mew appt. |  MBocks Time
To attach a Contact: Category for the ] )
You can attach Contacts to any Event, BvEm e i toate: Eesz1 /01 | Time: [2:00 am |- [5:00 ar1 | Duratlon:
S0 that when yOu are reminded Of an menu — ’Category:[ Buziness Activity ... ij Type:[ Appt. ij Priority : | High = I 0
Appointment, for example, you can Set_the repeat [ Repeat: B total
see your Contact’s name, company, Optlons from this Remnind : [min. before i] [ Alert Drialog i] [Sosumi i]
and phone number. Click the New inenu
Contact button and type the Contact Specify the type of ‘ | ‘
information in the dialog box that RZmind e iy ':he | =
appears. Click OK and this informa- Event from these I AT Ppp— Iz
tion appears in the Contact field of the menus = == i
Event Info Window.
. : This field displays text that Drag the bar up or down
You can link evepts in Now Up-to- yOU type or paste in to adjust the size of the
Date to contacts in Now Contact, so Attachments field
that information and changes made to
1pformat10n_ent}e1:red}11n one applica- This field displays Contacts, documents, Click and hold to drag
tion appear in the other. See page 18 for and web URLS attached to the Event this window larger or
information on linking Now Up-to-Date and/or users invited to a meeting smaller.

and Now Contact.




ViewingCalendarEvents

Now Up-to-Date lets you view your
schedule in several different formats
and time ranges. Select one of several
views by clicking one of the view but-
tons in the Toolbar (@#:0).

To-Do List

A To-Do List is available in all views
except in the List and Year Views.
Click the To-Do List button in the
Toolbar (@) to display in a list To-Dos
and Calls for the current day, Undated
To-Dos, and any To-Dos and Calls
marked Done.

B Dragging an item in the To-Do List
to a new location in the list changes
the Priority setting of the item.

B Dragging any Event from a calen-
dar view to the To-Do List changes it
to a To-Do.

B Dragging a To-Do from the To-Do
List to a cell in the calendar view
changes the date of the To-Do accord-

ingly.

Calendar Layouts

To determine how Events appear in
calendar views, click the Define Cal-
endar Layouts button () in the
Toolbar to open the Calendar Layouts
dialog box. Here you can change the
font, size, and color of month and day
names and day numbers. You can also
change the font and size of Event titles
and descriptions. To change Event
color and style, open the Define Sets
dialog box (see page 6).

List View Format

To determine List View format, choose
List Layouts from the Define menu.
Here you can choose which types of
Events and columns to display.

Using the List View

You can edit items directly in the List
View and select options in pop-up
menus.

B Clicking and dragging the top of
the column moves the column.

B Clicking and dragging the line that
separates the columns resizes a col-
umn.

B Clicking a column’s title sorts by
the column.
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Organizing Events

To determine which events appear in
your calendar, use categories and sets .
Assign an event to a category, select
the category to appear in your calen-
dar’s current Set, and any Events
assigned to that category will appear.
Sets are useful if you want to filter out
events or categories, or if you want to
assign different colors to events.

Assign an Event to a Category

To assign an event to a category, dou-
ble-click an event to open the Event
Info window (see page 4). Use the Cate-
gory pop-up menu to select the
category for the event. We recom-
mend you place related events in the
same category.

Create a new Category

If an appropriate category does not
exist for an event, create a category by
choosing Categories from the Define
menu and clicking New.

Filter and/or color Events
With events assigned to various cate-
gories, you now have the option of
filtering events in and out of view,
assigning text color and style to
events, and activating or deactivating
the reminder for groups of events.

Choose Sets from the Define menu (@)
to open the Define Sets dialog box.
Here you see a list of the categories in
the current set. Those categories
whose events appear in your calen-
dar’s current set are marked with a
checkmark.

To remove or add a category, click to
the left of its name (®). Using Mac
OS X, click to select it, then click again
to place the checkmark.

Those with a clock icon to the right

have the reminder activated. To deacti-
vate reminders, select the category and
deselect the Receive Reminders check-

box (@).

To change the color or style of event
titles and descriptions, select the cate-
gory for all events in a category and
then select the desired color and style

(®).

Define

Categories...

Priorities...

List Lavouts...
Calendar Formats.. “C#F

Preferences...

CEEL

Server Connections... “C¥N

List all available Categories. A
checkmark indicates that the Events

[ inthe Category will appear in the
current Set.

Name of the current Set

Select this checkbox to receive
reminders for Events in the selected
Category. A clock icon appears next
to the Category in the list.

Displays information about the
currently selected Category.

g DefineSets=———————

I
Sets: [ work Categories Set ij

Categories in Set:

Category Info

—--- Private Cateqories ——— Thiz iz a private category. Private
Birthdays Categorsy Q ategories are stored locally. Public
v Business Activity Schedule Q ategaries are stored on servers.
Exercize Schedule Category Q
+ Holidays Category [bA Receive Reminders
Horne Activity Category Q =
+ Paydays Schedule Q Color ; | I Cyan ud
—f— Fer=zonal Categary Q .
+ Team Meetings Q E io Iﬁ' E z:t :ne
Tutorial Category alic il
+ Vacation Schedule @) [ underline [ condense
—-— Company Event Server -——
Marketing [¢) [ Duplicate... ] [ HMew... ]
=] [ Delete... ] [ Rename... ]
-
E Inzlude all events that block my frree time [ Cancel ] ” Ok "

2]

Click here to remove the checkmark
and prevent the Category’s Events
from appearing in the Calendar
current set.

4]

Copies, deletes or renames the
current Set or creates a new Set

Select the text, color, and style for
the Events in the selected Category ——




SharingEvents

You can make events public by assign-

;! A server Connections
ing them to a Public Category that
resides ona Public Event SQI'VGI'. Sim— Server Mame IF Address Status Last Update ETir'v'\e :'r’equer\cg‘) ,
ply connect to the Public Event Server, ———— T —x
then 1ncluF1e the appropriate Public v mam
Category in your current Calendar
Set.
Note: See the Now Up-to-Date & Contact Fort: L4000
User Guide for information on setting up B enline
a Public Event Server. Talk to server every

. [ Add ] Remove. Change.
To connect to a Public Event Server: l )| Server's tims fs [0 hours mine
1. Choose Server Connections from 0
the Define menu. The Server Connec- 9 (o ] x|

tions dialog is displayed (@).
2. Click the Add... button. The TCP/

. . . =——— pefinesets=———— g
IP dialog box is displayed (@) mcconding t the Server where
3. Enter the Server name, TCP/IP s e they resige divided by a

Categories in Set Category Info .' N

address, and Port number. B T - separator line. Private
4, When all the information is ::wlhdaysﬁteg:r;; " 8 Categories are listed ﬁrst’
entered, click OK. The new server will % Exeraion Sabodle Cotegory a followed by Public Categories.
be added to the Server Connection list. g holidays Gategory 8 (et ot

_ _ _ e 8 |1 g
To include a Pu_bllc Category in AR ) @B DHiEE
the current Set: e Vnntion Semenate a

. e Tihdays Cateqar (O Blocks Time
1. Choose Sets from the Define menu. g o e b || Qoo
. . Exercise Schedule Categor: .
Private Categories appear as well as o By () Holidays Catequry " | FITEE
- ) ! sles Dept, Call Lo F (| cateqory:|  Home Aotivity Categary L = Priority:
the Public Categories from the Public EHEIY oy shedl Friority
e || B Ry ‘
Event Server to which you have con- FP ] TtorilCatanry
[ Include: all events that black my free time Remind: Wacation Schedule Eribiaeg 2]

nected (@) Company Meetings
2. Click to the left of a Public Cate- @ @
gory to include it in your current Set, Sarbrad, 5021101, 55001 Z
then click OK.
To make an Event public: =—— Define Categories=———— @

1. Double-click an Event to open the

. 5 L
Event Info window. Erver

2. From the Category pop-up menu, Private Categories
choose a Public Category (@). The Birthdays Category Hew. | @
Event is now available to other users Buziness hetivity Schedule New Category
who subscribe to that Public Category. :ce.rc'se Snetule G190 | ame:  [lew ey |

A . . olidays Category
If there is no appropriate Public Cate- Home Activity Category R Owner :
gOI'y to place the Event you want to Paydays Scheduls Edit: l:l
make public, you can create one. Personal Category Rt [ ]

) Tutorial Category

To create a Public Category: Vacation Schedule
1. Choose Categories fI'Om the Deﬁne Medified: Julia Gonzalez, 641401, 8:38 AM
menu. The Define Categories dialog |
box appears (®).
2. Choose a Public Event Server from Offline Editing
the Server pop-up menu. ) ) ) )
3. Click New. The New Category dia- When you add a Public Category to a Set, the Public Events it contains are read

log box appears. g‘ltglyour Calendar flille. A.sla rlesult, if yfou d@sco.nnect from your network, the.f
4. Type the new Category’s name ublic Events are still available to you for \flewm%l and editing. You can modify
ype gory ¢ and create Public Events while you are offline. When you return to the network,
description, and passwords (®). these changes are sent to the Public Event Server and reconciled automatically. This
5. Click OK, and then click OK again feature is particularly useful for mobile users.
to save your changes.




Scheduling Meetings

Now Up-to-Date takes the guesswork
out of planning meetings by automati-
cally finding the time when everyone
is available. To use this feature you
must be connected to other users over
a network with a Public Event Server
running.

Set-up for Group Scheduling
Choose Schedule Meeting from the
Meeting menu. Click OK and Now
Up-to-Date walks you through the
setup process:

1. Connect to at least one Public Event
Server (make sure that you connect to
the Server on your network that’s set
up to support Group Scheduling).

2. Set your user name, which identi-
fies you on the network so you can be
invited to meetings.

3. Include one or more Public Catego-
ries in your Calendar File, for posting
meetings that you schedule.

4. Add some network users, confer-
ence rooms and meeting resources to
your Calendar File, so you can include
them in meetings that you schedule.

Scheduling a meeting

When you've completed these steps,
the Schedule Meeting dialog box (@)
appears. (If you have already gone
through the setup, you can schedule a
meeting at any time by choosing
Schedule Meeting from the Meeting
menu.) Select the people you want to
attend the meeting, where the meet-
ing will take place, and any resources
that will be needed (overhead projec-
tor, TV, etc.). Just drag the people,
rooms and resources into the box on
the right (8). Use the “Opt” box at
lower-right for optional attendees ().

Next you need to find the best day and
time to have your meeting. To do so,
choose either Group View (@) or
Auto-Pick (©).

When you have found the time for
your meeting, click OK, then click OK
again in the Schedule Meeting dialog
box to book your meeting. People
you've invited will be notified of the
meeting (@) and given the option of
attending or declining.

Schedule

Schedule Meeting for Thursdaw, June 7, 2001 2:00 AM - 9:00 AM

Drag or double=click to invite people and resources to the meeting

Erighton Roomn (10) Irevite : | 3 Barbara .
Chandler Roorn (16)
Mew Conference Room (10)

Dema Systern A
Dema Systern B
Overhead projector

9 Drag the names of people,
meeting rooms, and
resources from the list on

I the left to this box

Snacks

Opt:
Canny G.

Q3 | 3G | =

[ SandiP.

14 parryl

[
e
X
=
0

8 Attendance is optional
for people listed here

l Grroup Yiew. I [ Auta Pick: ] [ Cancel ] "

(4)

Group View lets you look at

<:] & E:> Tuesday , Movember 20, 2001 (afternoon-evening)

the schedules of attendees

12 [ 1 2 E 4 S
P

Jeffrey Anderson

Iohn Baker

graphically.

Julia Gonzalez

Carmen Hopkins

Betty Russell

IMichae] Simpson

Barbara Springer

Seth Willisms

Auto Pick

The required attendees are available at the following times:

1]

M@ -ToDAY-, Tuesday, May 22, 2001

Tirne Location

7:00 AM - 5:00 AM =
730 AM - 530 AM
9:00 &M - 9:00 Ak
8:30 AM - 2:30 4M
2:00 AM - 10:00 AM
930 AM - 10:30 AM

e ) T )

®

5]

Auto Pick finds the first available time for
you automatically by searching everyone’s
schedule and listing the times it has found.

Click the Meeting Notices button
in the Toolbar to open the
Meeting Notices dialog box and
respond to meeting invitations

Meeting Notices

Meeting Notices

Req/

Status

When you are invited to

Opt_ Title Date Time

a meeting, the text
“check meeting notices”
appears in the Calendar
header and the Meeting
Notices button displays a
red arrow. Click the
button to open the
Meeting Notices dialog,
select the desired

Req _Product Planning Mesting

11/13/01 .00 AM - 11:00 AM
1.2 Pt

Bl

meeting, then respond to

the notification. [ e [

Decline ] [ Meeting Info. ] [ Cancel ] [[ oK ]l




UsingQuickDay

The QuickDay component of Now
Up-to-Date reminds you of any date-
specific Event as well as provides a
menu of the day’s Events. The
reminders and the menu appear even
when Now Up-to-Date is not running.

Setting Reminders

To set a reminder, double-click an
Event to open the Event Info window.
In the Remind section, select the
amount of time, the type, and the
sound for the alert (@).

Two types of Reminder alerts

In setting up a reminder in OS 8.6 or
0S 9, you can choose between two
types—an alert dialog box or a menu
bar alert. Only the alert dialog
reminder (@) is available under OS X.

An alert dialog box (@) provides
options for snoozing the alert, dis-
missing it, editing the Event in
question, deleting the Event, or
launching Now Up-to-Date to view
your schedule in more detail. You can
dismiss or snooze this type of alert
and then continue with your work.

The menu bar alert flashes a reminder
in the menu bar without interrupting
you. To dismiss this type of alert, click
the flashing title in the menu bar or
pull down the menu and choose
Snooze or Dismiss.

Quick access to Events

The QuickDay Event menu (©) dis-
plays the current day’s Events and
allows you to create new Events in
Now Up-to-Date. To view more infor-
mation about an Event in QuickDay,
choose the Event from the list. To
open the Calendar file, choose “Open
Now Up-to-Date.”

Setting QuickDay preferences

In OS X you can set QuickDay options
from the QuickDay preferences panel
in Now Up-to-Date (@). Using the
three tabs in this preference panel you
can turn QuickDay on or off, choose
which items to display in the menu,
and set default options for Reminder
alerts. The same options are available
in OS 9 and lower by opening the
QuickDay control panel.

Event Info
Title: | Step Aerobics Class G Blocks Time
— ; === Select the amount of
Date: IIID..-"ft.-:’DI Time: &:00PM - 8:!3? I.DM. Durmnn.. ?2 i} time before a scheduled
Category: | Exercise Schedule . j Type: | Appt. a Priority: [ Medi... /% Event to receive a
Repeat: | Tue, Tha = ol reminder alert, the type
— — PR of alert, and the sound to
Remind: 10 | | min. before % Alert Dialog ﬂ Basso ? }7 accompany the alert
8 (6] Now Up-to-Date Reminder
Evernt:  Lunch with Barry
E When: Tue, Dct9, 2001, 12:30 PWto 1:30 FM
Open Now Up-to-Date
2 Barry Kelse, Kelzo Fixctures, Wk (S0Z) 555-6772, ! S——

Preferences... B

Reformat Hard Disk LB

Go to Vet

Pick up dry cleaning

Install System OSX

Get Car Tuned Up

Call Donna e

Interview w/ Dan G. I Snooze y for: M m

Call Jonathan —— R % N fa

Call Simon Davies ‘ anil: - L{12:38 FifFS ‘

Call Jerry ‘ i ‘

R T e Click to snooze Change the snooze Click to

Write Status Report the Event for time for this Event. dismiss

= the interval You can change the the alert
Veteran's Day Rt . .
indicated default snooze time in message

the QuickDay panel of
your Now Up-to-Date

preferences.
-
Preferences
F - 1
On/Off YZM Reminders |
- Bwent Types: - Menu Cuanmnn:is
Now Contact A Holidays [7] Mew Holigay
| @ Specials D Mew Appointment
- Haliday i
i @ Appointments [ New Ta Do
Special i
\:\ M To-00s [7] Mew cal

| prreniments ? ] cans [ Mew Undated
Meetings E Undateds g T
@ Ta-bo E Mastings g Mew Banner
Call @ Notes [T Mew Special
5| Undated ¥ Banners (7] Mew Mesting
| Sticky Mote .’

i

‘ \E\ Banners |
‘ Graphic '




Printing Your Calendar

Now Up-to-Date allows you to print
out your calendar information in a
variety of formats. Any of the avail-
able Views can be printed onto many
different page sizes.

To print your Calendar file:

1. Open the calendar View you want
to print. Modify the appearance of the
view, if necessary, for the desired out-
put.

2. Choose Print Options from the File
menu.

3. Use the pop-up menus in the
upper-left corner to choose a different
View, the page format, or different
Event font and size (@). A preview of
the page appears in the preview box in
the upper-right corner of the dialog
box.

4. Set the time range from the hour
range pop-up menus and select or
deselect “Draw gray background” if
you are printing a Day or Multi-Day
View ().

5. Make changes to the appointment
book settings at the bottom of the dia-
log box (®) if you have selected an
appointment book format.

6. Set other options such as the type of
headers and page orientation of the
printed output (@).

7. Click Print. The Print dialog box is
displayed ().

8. Specify the beginning of the period
to print and the number of months,
weeks, or days to print (®).

9. Select other options such as the
type of headers, page orientation, or
returning to the Print Options dialog
box. To print double-sided output,
choose Manual Feed (@).

10.Click Print.

Note: For detailed instructions on printing
your Calendar, see the Now Up-to-Date &
Contact User Guide or Now Up-to-Date
& Contact online Help.

Print Options

Wigw : [[Multi-Day Wiew

Farrmat: [ Franklin Classic: 5.5 2.5

Event Font: [ Use Current Style’s Font

Ewent Size: [ Use Current Style’s Size

E Standard Headers

) 5 5(8]5

B Customn Headers and Footers

D Faster Previews

%] To:[600PM =)

|z Draw gray background

Hour Range to Print:  From: [ 2:00 Ak

Cut/Punch Guides : [ Print deross Twa Pages
Faolding Pages - D Prompt for Page Flips

Holes on: 9 Outside O Left

Page Output:

Page
preview

[ Headers... ] [ Pargins... ] [ Frint... ] [ Cancel ] H oK "
Print
Printer: = PrintMaster SMP T]
Saved Settings: | Standard @
_"Now Up-to-Date ?

"- -

[ Print to PICT File

Week Starting: E;’ 8_,f 2001

Weeks to Print: 1 E

{ Headers...

y "_(Prim Options... A t@ t@

Surnmary : Multi-Day, Portrait, Organizer &ppt. Book, Folding, Holes on Outside
I

f‘?\ " Preview

"_( Cancel ‘ &M"’,

Your selected options are
summarized here
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WorkingwithContacts

To create a new Contact, launch Now
Contact, then choose New Contact
from the Contact menu, or click the
New Contact button in the Toolbar.
The Detail View opens to a new Con-
tact record with blank information

fields (@).

To enter Contact information:

1. Click in the field where you want
to enter information.

2. Type the desired information.

3. Press the Tab key to advance to the
next field.

4. Repeat steps 2 and 3 until you've
entered all of the Contact information.
5. Close the Detail View.

To modify an existing Contact:
1. In the List View, double-click the
Contact to open the Detail View.

2. Click in the field where you want
to modify information.

3. Modify the field’s information as
desired.

4. Tab to the next field you want to
modify or click directly in it.

5. Repeat steps 3 and 4 until you've
modified the Contact as desired.

Automatic Data Entry
Information from existing Contacts
may appear automatically in Detail
View fields as you enter new Contact
data in them (®). Now Contact
searches your Contact file for match-
ing text and telephone numbers, and
inserts it as you type. This makes typ-
ing the same information over and
over again unnecessary.

Detail Layouts

You can vary the Detail View by creat-
ing different Layouts, which control
formatting (fonts, styles, colors) and
arrangement (size and placement of
information blocks). To switch Detail
Layouts, just choose the one you want
from the Use Detail Layout submenu
in the Window menu.

Modifying in List View

You can also modify many aspects of a
Contact directly in the List View ().
Almost all text fields can be edited
simply by clicking and typing; click
on other fields to display a pop-up
menu of available options.

Use the Toolbar icons to create new Choose Custom Fields
Contacts, Events, and documents from the Define menu to
‘ customize these fields

0 8608 Sample Contact File : Standard View
£ i o
PO ERELEREL@ B S 7
Enter & Testo Marx 5525551212
name ~
and (4) ¢ t\ 90f 18 Found ® e Category: | Friends 'v:j
address oo lleme: Testa  Marx ‘ork : 952-555-1212 [}
A _ Cornpany : The Correct Numbers Fax: 952-555-1213 [}
lpforma Dept: Management Horne : 952-555-2132 i)
tion Title : CED Salut: Mr Mohile : 952-555-4321 @
Wk Addr: Z Turbulence Street Other : 952-555-1234 [i]
. Emaill ; testo@thecorrectnumbers.com | P
City: Pensicola State: FL Emai|2: tmarx@crashnburn.com =
Zip: 23416 Country : U URL: www thecarrectnumbers com [ ]
Hm Addr : 13 Mackay Way Switchboa:
Spouse :
City: Pensicola State: FL Children: 3
Zip: 23416 Country : U Birthday: 11/6/72 a
[ | Keyseords |
Holiday Card
Mailing List
Tupe [ Title || Date Time Services
B Appoint.. Planning Meeting 102401 1:00PM - 2:30 PM
EATo-Do  Hdits + 10412/
SMote  Initial Contact ‘ 8/14/01 9:284M ‘
[ @] Mosified: 5/29/01 4:53 r:M ‘ y

Note, Event, and document attachments appear in
the log entries. Double-click an item to open it

2]

©

Contact Keywords list. Click the green
checkmark to choose keywords

Contact information already entered for other

Marne : Cindy  Shannon a - 4

pany . Fiworcide Printing Contacts is automatically displayed as you type
Cept:

Title: Salut: If more than one address exists for the same

company, a pop-up menu allows you to choose
the correct address from the list

1400 Michigan Ave. 5., Chicago, IL, 80805 ... [2]
1205 Michigan 5. Chi L, & 5042
123 Cresent Rd., London, England, 512 SBM, UK .. [1]

Wk Adde: 1400 Michigan dve. 5.

City : Chicago State: IL
Zip: E0G0T Country T URL NN TneTImes T 3-‘1

8686 My Contacts : By Name

Y 1 g = B
bR B ReIE = 74
AL a8 clolelFle/ninla/kiLimniolplalrls|T/ulviw/x v|z|1za |[dick foenter find fext
Category | LastMame ! First Hame | Company Pri. Phane Pri. Email
Business Surtree Caroline Riverside Printing Wie: (503) 555-1120 o1t cantrae@rivers. g
Genaral Spencer Henry Clemson Printing Co Hm: 555.7819 21: spence@clemson m
Business Spencer Jeremizh The Big Store, Inc Wilk: T18-555-1941 ol jospencer@higst. |
Business Shannon Cindy Riverside Printing Wilk: (503) 555-1120 el: cshannen@rivers. &
Employses  Samson Laura Our Company Wik: (503) 555-2020 el: lsamson@ourcom... |y

To modify Contacts in List View, click in a field and type the new information ...

... 0r choose an option from the pop-up menu that appears
808 My Contacts : By Name

HRRD YRR BRGS0 %

aL A BlclolE(rle it ak[LmnlolplolR]s T ulviwx v z|1z3 |dickoeater find fext

Category Last Name ! First Hame " Company Pri. Phone Pri. Email

Personal Trewor Steve Sunburst dwmings Hm: 213-555-5419

Business Suttres Caroline Riverside Printing Wi (503) 555-1120 | cautt ras@riversi m
General Spencer Henry Clemson Frinting Co. Hm: (503) 555-3422  spencei@iclemson.. |
Eusiness Spencer Jeremizh The Big Store, Inc. Jbspencer@bigst.. &
Business Shannan Cindy Riverside Printing cshannon@rivers.. |y

12 of 36 Contacts Laooking for TCPZIP Server () yalr 2
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Organizing Contacts

Using Categories

N C 1 . =—————— My Contacts :ByName=—————— [0 H
ow Contact lets you organize your ry 71 % | & o=
LT el F B I @ g =) [7 4
Contacts by assigning them to Catego- Dm| B i Ej| R @'tz‘ EL @ éﬂ @ @|| *
: 3 L a B clp e/ F 6 H 1 gkt mnlolplalr|s|[T/ulviw x|[r|z|123 [dickoenter find fext
ries. .You c.an group Contcacts by th?H‘ Last Hame ' First Mame | Company "Pri. Phone Category Pri. Email
relationship to you (Business, Family B em s (v Wik [415] 5553423 Employees =
Belamy David Sundown Resorts Wb Z12-555-1941 General
and SO OI‘I) and change the way they Eeooth Frank Beaumont Hardware Wik (208) 555-2000  Business el: fbooth@boothsales.com
M 1 T Butcher andrew Starfline totel Hm: 602-555-6019 Genersl
appear accordmg to their Categorles, Catson Delia Marson lvon Warks ks 415-555-1971
Cooper Seth FBI ks 206-555-1990 General
To assign Contacts to Categories: Crimsan Barbara Miiami Tours ks 305-555-1935 =] famiteurs. co..
. . i Dowd Larry Harvey's Bar & Gril Wk 555-1950 %&mlac(s fworks.net
B In the List View (o), click over the Farnsworth  Sammy Sammy's Quick Stop  Hm: 213-555-4119 Employees werks.com ||
, Harper E. R Teddy (Grant &Hepburn, In.. Hm: 215-555-401% dh.com -
Contact’s Category column and choose Hawthorne  Denton James Joneswood Industries W 415-555.1941 Define Categor ies. neswood.com [ |
the desired Category from the pop-up 31 of 32 Contasts Looking for Company Contacts L] [« ]Z
menu that appears. (The Category col- (1) To assign a Category in the List View, click and hold
umn must be included in the current in the Category field for the Contact, then choose
List Layout.) the desired Category from the pop-up menu.
B In the Detail View, choose the de-
sired Category from the Category pop- (2] | Category: To assign a Category in the Detail View, choose the

up menu in the Category Header (). i k4 desired Category from the Category pop-up menu.

Perzonal

Press Contacts

To create or modify Categories:
1. Choose Categories from the Define
menu. The Define Categories dialog
box is displayed (®).

Define Categories. .

2. Click New to cre.ate.z a new Cate- ET— @ [P] Detie Keywords B
gory, or select an existing Category idd Shared Fr| Add Shared Keyword
and click Edit. £yl Comworker ful Comworker To assign a Keyword,
Custormer Customer )

. o Friend POl Friens choose it from the pop-up

Using Keywords Holidsy Card T — menu in Detail View, or
. . Mailing List h
Keywords let you identify Contacts as Services Servioes choose Assign Keywords
belonging to one or more distinct Supplier r 1z et L7 from the Contact menu.
1 E: it Client

groups. Since a Contact .can belong to Exempt e T, —————— G
only one Category at a time, but can be Hon-Exempt Mendor
assigned as many Keywords as you Cateqory: [Private z
want, Keywords work well for groups Choose Keyword to Assign or Remove: [[Co-worker E

of Contacts that cross over between
Categories. Public Keywords (®)can
be seen by all users who subscribe to 6 [ e | (Remore J [[_teen ]|
the Public Contact Server and Cate-
gory where the Public Keywords are
assigned.

Define Categories

To assign Keywords to Contacts:
B In the Detail View, choose the

Location: | Local (Private)

desired Keyword from the Keyword EE{EE%: z‘fty flfm s ng‘ "

pop-up menu in the lower right-hand + Press Contacts (nevspapars, magazines, eto.)

column of the Contact Log (®). = Definekeywords———— @
B In the List View, select a Contact Category (Employess z

and choose Assign Keywords from the ertsen et [Ecemar

Contact menu (6). — ] o~ Exempt

To define or modify Keywords: ] i

1. Choose Keywords from the Define ] ]

menu. The Define Keywords dialog

box is displayed (@). Choose Categories or Keywords from the ||
2. Click New to create a new Key- Define menu to create Categories or C o ]
word, or click Edit to modify an exist- Keywords.

ing Keyword.
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Now Contact lets you find Contacts
quickly and easily. You can rely on the
customizable finding preferences to
help you search under the same crite-
ria each time, or you can specify every
aspect of your search using more
unique criteria.

To use the AlphaBar or QuickFilter to
narrow your search, see the following

page.

To perform a basic search:

1. Choose Find from the Find menu,
or click the Find button in the List
View or Detail View Toolbar. The basic
Find dialog box appears (if the
detailed Find dialog box appears, click
the Less button).

2. In the search text field, type the text
you want to search for. By default,
Now Contact searches for Contacts
whose Name or Company fields start
with the search text.

3. Click Find. The current contents of
the List View are replaced by any Con-
tacts matching your search text.

To perform a detailed search,
click the More button (@).

Using QuickFind

There may be times when you want to
search for Contacts based on the Cate-
gories and / or Keywords you've
assigned them. QuickFind lets you do
just that by “filtering” the Contacts in
the List View so that you see only spe-
cific Contacts and hide the rest.

To use QuickFind:

1. Choose QuickFind from the Find
menu, or click the QuickFind button
in the List View toolbar. The Quick-
Find window opens ().

2. In the Categories list, click the Cat-
egories whose Contacts you want to
include in the List View.

3. In the Keywords list, click the Key-
words whose Contacts you want to
include in the List View.

4. Close the QuickFind window.

The Keywords list operates in “All” or
“Any” mode. “All” displays only
those Contacts with all selected Key-
words, while “Any” displays Contacts
with any of the selected Keywords.

FindingContactsinNowContact

To perform a basic search, type the search text, then click Find

Find =

Find: I.Jesse

|

Find il

To perform a detailed search, click More, then set your
search criteria in the detailed find dialog (below)

Find

Choose an option

Select fields to search:

to determine how

[~ [ Full Hame your search text
Select the Keywords Comparison [startswith______ = Will be matched
field(s) in Notes/Events/ Comments Fi e,
which you . First Name
want to -~ Middle .
search for Tt N Where to search: _ _ What to do Select an option to
the text + Company @ Contact File @) Replace List specify how the
Dept (23 Within List O addtaList || fO_Und Contacts
Title ) Hide will affect the

current List View

I

Less..

] [ Defaults ] [

Cancel

J [

Click to return to the
basic Find dialog
(above)

Click to select all
of the Categories

Click to deselect

Click to search only
the fields specified in
the Now Contact
finding preferences

Select an option to specify
where Now Contact should
search for the text

[0 = Quickfind

il

All Nane

Show coptacts in Categories:

all of the
Categories

Click to switch
between “All”
and “Any” mode

Press Contacts

Select the Categories
whose Contacts you
want to include in the
= List View

Just those with A.II

Keywn

ris:

Co-worker |

« Customer
Friend
Holiday Card
Mailing List
Supplier

Select the Keywords
whose Contacts you
want to include in the
List View

S
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Using the AlphaBar and QuickFilter

Using the AlphaBar

An easy way to narrow your search is
to use the tabs in the AlphaBar (7).
The AlphaBar is located just below the
Toolbar in the Now Contact List View.

To start your search, simply click any
of the letter tabs or the number tab.
Contacts will be searched using the
first level of sort set in the column
header and all Contacts starting with
the selected letter (or any number, if
the number tab is chosen) in that field
will displayed. For example, if you
sort by Company and click the “G”
tab, all Contacts in Companies start-
ing with “G” will be displayed.

Click the All tab to display all Con-
tacts in the Contact file.

To change search parameters, make
changes in the Find dialog as shown
on page 13.

Tip: To find all Contacts in your Contact
file matching the letter in the selected tab
(in any field), hold down the Option key
while clicking the tab. To display all of the
Contacts in your Contact File, Option-
click the All tab.

Using the QuickFilter text
entry field

Use the QuickFilter text entry field
(located to the right of the tabs in the
AlphaBar (®)) to quickly search for
Contacts containing a specified word
or phrase.

Only the Contacts currently being dis-
played in the List View will be
searched. This allows you to further
filter your list.

Contacts containing a match in any
field will be displayed.

(1)
00

Use the QuickFilter text field to search
only those Contacts currently being
displayed in List View. As you type, the
list is updated. Continue typing additional
characters until the Contact(s) you want to
see have been found.

v Wl Xy z 123 | |otick b0 enter find fext

My Contacts : By Name

2]

bR SRR @O

BTG ST

i

7

ALL [A|B D/ EIF|GH|1]J K LIMMu[0PoRIS T UV WX ¥ Z| 123 ] dickioenterfind fea

Category

Perzonal Trewvor
Business Suttree
General Spencer
Business Spencer
Eusinass Shannon
Employeas Samson
General Phelps
Press Conta.. Mariell
Business Lange
Ferzonal Farnzworth
General Coopet

Last Mame ! First Name

Stewve
Caroline
Henry
Jeremiah
Cindy
Laura
Santana
Steve
Shanara
Sammy
Seth

11 of Z7 Contacts

Use the letter and number tabs in the AlphaBar to quickly filter your Contact list.

I Company Pri. Phone Pri. Email
Sunburst Aumings Hrm: 213-555-5419
Riverside Printing Wl (G03) 555-1120 el: csuttres@riverside. com
Clemson Printing Co. Hm: 555-7219 el: spence@clemsonprint.com
The Big Store, Inc. Wi T18-555-1941 e1: jbspence r@bigstore. com
Riwarside Frinting Wil (303) 555-1120 e1: cshannon@riverside.com
Our Company e (503) 555-2020 el: lsamsoni@ourcompany. com
Azhland Coach Co. Hm: 60Z2-555-2919 el: santa@marworks.org
Chicago Times Wl 312-555-1974 e1: smariell@thetimes. com
Sundown Resorts Wb 212-355-1941
Sammy's Quick Stop Hm: 313-555-4119 el farnsyi@pubwe rks. com
FEl ile: 206-555-1990

e <7
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SharingContacts

The Public Contact Server application

included with Now Contact lets you Server (onnections

share your Contacts Wlth other net- Server Name IP Address Status Last Update Time Frequency

work users. This is useful if your ’ | |

Contact File contains a list of com- ——
pany employees or other names and

numbers that your colleagues might =

find useful. TCF /I address:
You share Contacts by assigning them Pot
to Public Categories that are stored on [ online

Public Contact Servers, 'rather than in [ Add ] [ Femove... ] [ Change. | Talk ta server every
your personal Contact file.

Note: See the Now Up-to-Date & Contact Q 9 o | [ ]

User Guide for information on setting up
a Public Contact Server.

To connect to a Contact Server: = (HIR@EHImsS—————————————— @

1. Choose Server Connections from Location g

the Define menu. The Define Server ~ B . 12 Contats @
Define Categories=————————

Connections dialog box appears (@). e
2. Click Add... button. The TCP/IP

Location:
« My Server Shared Contacts

Category Info

« Press Contacts
dialog box is displayed ().
3. In the fields provided, enter the
Server name, TCP/IP address, and
Port number. This information should
be provided to you by the administra-
tor of the Public Contact Server.

Category Info 20 Contacts

4. When all the information is

[ Alert when deleting contacts

entered, click OK. The new server ch Fec esof
should now appear on the Server Con- ChoosetheCategorieso - -
nection list PP PublicContactsthatyouwant =

) toaddtoyourContactfile.
Note: In the status column for the newly
added server, “Never Updated” will be
displayed until you close and reopen the
Server Connections dzalog. [0 =————— My Contacts :ByName ——— 015 6

- - #* i 1 5% o2 & &=
Adding Public Contacts sRRD YRR BERHAFY 2@ il
1. Choose Categories from the Now AL (a8 co EF6H I [KLMnoPlo R s T/ulviwxly 7|iza | dickoentr find lext Eraléagtsl’les —
) Last Hame !/ First Hame | Company, " Pri. Phane Category | Pri. Email
Contact Define menu. (@) Belamy David Sundown Resorts Whe: 212-555-13d1 Buziness = displaved above
2 F h L . Butcher andrew StarMine dotel Hm: 602-555-6019 ® General p . y .
. From the Location pop-up menu, Cooper Seth (1] ke: 206-555-1990 Eersonca‘ it the line in the
: _ Farnswarth  Samm Sammmys Quick Stop  Hm: 213.555.4119 | PressContacts bve s com
choose the desired server. Choose Cat Johansen Floyd ' Sundown Resarts ? Wik: 212-555-1941 — pOp'Up menu, )
egories, click OK, then click Done (@). Lange Samsra S Brts Wl 2RSSt otz Public Categories
Mariel Stewve Chicago Times Ml 312-555-1974 Dthetim, a ear beIOW the
. ) Phelps Santana Ashland Coach Co.  Hm: 602-555-3%13 | _Define Categories... Foric.cre pp
Mak|ng Contacts PUblIC Quenton Andrea Sundown Resorts Wk: 212-555-1941  Business | line.
) Samson Laura Our Company Wike: (503} 555-2020  Employees 21 Isamson@ourcompany. .. [&

To share one of your Contacts with Spencer Henry Clemson Printing Co.  Hm: 555-751% Generzl &1: spence@clemzonprint. . [ |
others, just assign it to a Public Cate- 15 of 34 Contacts Looking for TCP/IP Server [ [«

gory that appears in the Detail View
Category pop-up menu (6).

Offline Editing

When you subscribe to a Public Category, the Public Contacts it contains are read
into your Contact File. When you disconnect from your network (go “offline”), the
Public Contacts are still available for you to view and edit. You can modify and
create Public Contacts while you are offline. When you reconnect to the network,
your changes are sent to the Public Contact Server and reconciled automatically.
This feature is useful for PowerBook and iBook users.

Modifying Public Contacts
When you make changes to a Contact
in a Public Category, the change is
updated across the network. Every-
one subscribing to the Public
Category containing that Contact
receives the updated information.

15



Using QuickContact

QuickContact gives you instant access
to your important Contacts at all
times, whether or not you’re running
Now Contact. It displays a menu of
Contacts (@) that you have selected to
show, and also lets you quickly find
any Contact.

Setting up QuickContact

By default, QuickContact displays
information about a Contact when you
choose that Contact from the Quick-
Contact menu. You can also set it to
open Now Contact when you choose a
Contact (OS 8.6 and OS 9 only), to dial
the Contact’s telephone number or to
copy the Contact’s essential informa-
tion to the Clipboard.

To set these and other QuickContact
options in OS X, choose the QuickCon-
tact panel of the Now Contact
preferences (6). In OS 8.6 and OS 9,
change preferences in the QuickCon-
tact control panel.

To add Contacts to QuickContact:

B In the Detail View, select the Quick-
Contact checkbox in the Category
Header.

B In the List View, select the Contact
and choose Add to QuickContact from
the Contact menu.

Note: You must save your Contact File
before the Contact can be displayed in the
QuickContact menu.

Using QuickContact

Choose Find Contact from the Quick-
Contact menu to search for a
Contact—the QuickContact Find dia-
log box appears (@). Choose New
Contact to open Now Contact to a
blank Detail View, where you enter
new Contact information. Choose
Open Now Contact to open your Con-
tact file.

Choose a Contact name from the
QuickContact menu to display the
submenu of information that you have
chosen to display. You can configure
QuickContact to perform different
tasks when you choose a Contact; see
“Setting up QuickContact” above.

Preferences

9 Belamy Da 212-555-1941 »
Booth Franl 06) 555-2000 >
Butcher Andrew. 602-555-6019 b
Cooper Seth... 206-555-1990 b
Crimson Barbara. 305-555-1985 »
Dowd Larry.... ..555-1950 >
Sammy 213-555-4119 b
Hawthorne Denton James >
Hendricks Bill >
Kepler Fre >
Lansing Traci >
Larson Jamee. 503-555-2800 b
Larson Lar: 503-555-1975 >
Samson Laurs 03) 555-2020 >
Spencer H 555-7819 b
(503) 555-1120 Suttree Caroline. )5 20 »
csuttree@riverside.com Tavish Trin: 1-555-4019 >
Show More Info... Find Contact.
Open Contact. New Contact...
Copy to Clipboard Open Now Contact™
9 080 QuickContact
QuickCentact A Component of Now Up-To-Date & Contact
c 11 Found
Name - _Cumpany “ " -
Henry Spencer Clemson Printing Co. 2799;33”55“5 Street
N " uite
Drew Yealin Chicago Times Knowwille OR 97260
Janet Henderson  Chicago Times USA
Barbara Crimson  Miami Tours (@ work: (503) 555-1120 ()
Seth Cooper FBI —_ =
Delia Carson Marson Iron Works @ Home:  (503) 555-3422
Caroline Suttree  Riverside Printing @ e (503) 555-1121
Steve Mariell Chicago Times =
David Johnstone  Chicago Times (] Mobile:
Cindy Shannon Riverside Printing T other:
Brett Andrews Chicago Times -
O Email 1: csuttree@riverside.com (P}
=1 Email 2;
@ URL: http: / fwww.riverside.com

General

¥
Personal Data i [7] show Phone Labels

@ Last Names First

{ How Up-to-Date ? Main Manu Displays:

Finding | Submenu displays:

¥ @ Primary Info.

Duplicate Handlin §
’ ! i [] Al Phome #s

Primary Phone #

[7] Al Email addresses

[JumL

Copy Contact Info =

Data Entry Aids £

™ Show in Dock

Newr Contacts i
Dialing
Internet

i
QuickContact :
i

@ Show in Menubar
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PrintingContacts

Now Contact lets you print Contact
information in envelopes, labels,
address books and more. Using the
built-in word processor, you can cre-
ate letters, faxes or “form letters” that
contain personalized information for
one or more Contacts.

Using Templates

Templates (@) are predefined text for-
mats that speed up Contact printing.
Now Contact includes a number of
preset templates, or you can create
your own using the template editing
tools; choose the type of template you
want to create from the Template sub-
menu in the Define menu.

To print Contact information:

1. In the List View, select the Con-
tact(s) whose information you're
printing.

2. Choose Print from the File menu,
or click the Print Contact button in the
toolbar. The Print dialog appears (6).
3. Choose Now Contact from the
pop-up menu.

4. Click Select Template... (©).

5. Select the template that you want
to use for printing (see “Using Tem-
plates” above).

6. Click OK.

7. Select the Now Contact printing
options as desired. Click Printing
Options... to set further options.

8. Click Print.

To create and print a letter or fax:
1. Choose New from the File menu.
2. In the dialog box that appears,
select Letter or Fax.

3. From the Template pop-up menu,
choose a template to serve as the basis
for the document (see “Using Tem-
plates” above).

4. Click OK. Now Contact’s word
processor opens (@).

5. Choose Print from the File menu,
or click Print in the word processor
toolbar. The Print dialog box appears.
6. Select the Now Contact printing
options as desired. If you're sending
the document to more than one Con-
tact, choose which Contacts to include
from the Which Contacts pop-up
menu.

7. Click Print.

o Define Templates
Choose the type of ———  Tempiate Tpe
Template you e Template
want to create or Compact ~Basic 1 thumbnail
modify Dovgumer e
DayRunner Classic Organizer
DayRunner Entreprensur
Choose from B e o |
preset templates Filafax - B0mm ¥ 1 20mm
Filofax - 95mm ¥ 170rmm
for the selected U Pocket - Basic
template type g~ Costom Fies Create,
Click to ch Pttt g <] rename or
ICK 10 Change Sr. Pocket - Basic - delete
. . D lete. Rename.
b oo o et s
Selected temp|ate ——+ | Dimensions ] [ Layout. ] [ Cancel ] ” oK "
|
\ Click to add
predefined text or
graphics to the
selected template
2.7

Printer: | PrintMaster s

Destination:

~ General

©

Background Printing Collated
Color Matching
Cover Page
Font Settings To:
Job Logging :I l:l
Layout

+ s from:
save as File from: | Frinter: | PrintMaster Z
Printer Specific Options LI UFLITE

R vom: | - (Now Contact =]

Save Settings

2.7

Destination:

£ 5 Template: Simple Detail

Which Current list

Word processor

Attach document to Contact(s)

Select Template...

Save Settings

(1)

Untitled 1

==

=i ————
beda Pab

Toolbar

EEYE

Text formatting ‘

[Tmes ~[z]~v B 7 u =
Gev ot R

tools

«Today’ s Dates

«FullNames

«COHpaANYs

<« Withddresss

SNt « WIS T « WNeZips

Dear «Baluts «LastNames,
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Linking Calendar Events and Contacts

Sharing information between Now
Now Up-to-Date and Now Contact

. o New Contact ®N In Now Contact, choose the

gives you the power and flexibility of a Dial... %D Event that you want to attach

complete personal organizer. Contacts Email... *E to the selected Contact

created in Now Up-to-Date automati- Web Services »

cally appear in your Contact file, and New Note... ‘ Click to link this Event

Events created in Now Contact s s call... | to your Calendar file

appear in your Calendar file, and. New Url... Appointment... in Now Up-to-Date

When you modify a linked Event or COEEeD (PO losDo |

Contact in either application, it Quu?kMerge... [0 =———— Caruline Suttree : Event Info. g—,— B

appears in both applications. ::::g: E:g'::i:" £ Ao Type: (Bppoiniment_12] N ©@

Now Up-to-Date links to your pri- Assign this Contactas|( 1y, [New Appointment ]

mary Contact file by default, and Now Remove from QuickCon (™, "= R0725701 [Tuesday  [7:104M |-[2.104M | Duration{100 |

Contact links to your primary Calen- Eumaykiontach

dar file. You can set linking options Address Format

from the Preferences window of both =

applications. -]
=

To create an Event in Now Contact:

1. In the Detail View, choose an Event

type from the New Event submenu in New Appt. EN @

the Contact menu. The Event Info dia- New Meeting

log box ° dlsplay?d (). . ::x E‘;?,Du T In Now Up-to-Date, choose to find a

2. Enter information for the Event in New Undated %U Contact that already exists in your

the appropriate fields. New Special %E Contact file, or choose to create a

3. Click the Link /Unlink Event button New Holiday new Contact

in the Toolbar. New Banner ¥B

4. Close the Event Info window. The New Sticky Note

Event appears in the Contact Log and : : Fihd Contact... O %F @

in your Now Up-to-Date Calendar file. Style p| New Contact. G-#N

To create a Contact in Now Up- g:?i"':gw : New URL_“' = owilntadh

to-Date: - Attach Fil| e o n “My Contacts

1' Wlth an Event Open’ Choose New E::g‘;gain :E Edit Attac Delia Carson, Matson Iron Works, Work: 415-555-1971

Contact from the Contacts submenu in Find Original %= Caraline Suttree, Riverside Frinting, Work : (5031 555-1120, csuttres@riverside com

the Event menu (&). The New Contact bone e

dialog box appears. Hide Event __ %H

2. Enter Contact information in the =

appropriate fields. -]

3. Select the Add to checkbox. [ Finde ] [ mewe. ] [ caneel ] [ attschtoevent ]|

4. Click OK. The Contact appears in

the Event Info window’s Contact field

and in your Now Contact file. @ o 0L

To link Contacts to an Event in @ n o (?é |

E|
Now Up-to-Date:

1. In the Event Info window (®) for Title: |Broshure Review | EABiocks Time
the Event, click the Find Contacts but-

ton in the Toolbar. The Find Contacts pate: @[10/25/01] Time: [130PM |-[35PM | buration:[ozas |

dialog bOX (@) iS dlsplayed Categary [ Business Activity ... i] Type: [ Appt. i] Priarity : | High = I
2. Type the text to search for. Repeat: [ ]tota
3. Click Find. A dialog box is dis- Rernind: [min.before | 2] [AlertDialoa | 2| [SimpleBesp | 2

PR . .
played (\J) hStlng an Of the ContaCts m 2 Caroline Suttree, Riverside Printing, wk: (S0Z) 555-1120, csuttres@rivg = Conta(.:ts Ilnked to the
your Now Contact file that match the 2 Laura Samson, Our Company, 'k : (S03) 555-2020, lsamson@ourcompany { = | || Event in Now Up_to_
search text. (oo — = Date
. . ec rogQress o o jec -

4. Select the desired Contact(s) in the SR e

. . B v
list and click Attach to Event. e R s A 7
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MacintoshKeyboardShortcuts

Now Up-to-Date

Creating

New Appointment

New To-Do

New Undated

New Special

New Banner

New Contact

Duplicate Event

Paste Repeating Event

Finding
Find Text
Find Again
Find Original
Find Contact

Viewing

Open Event Info Window
Open Month View

Open Week View

Open Multi-Day View
Open Day View

Open List View

Open Set

Go To Date

Duplicate Window

Hide Event

Show Hidden Events
Zoom In

Zoom Out

Turn on/off Word Wrap
Mark To-Do/Call as Done
Open Now Contact

Formatting

Define Sets

Define Categories
Define Calendar Layouts
Define Layouts

Define Preferences

Command-N
Command-T
Command-U
Command-E
Command-B
Command-Shift-N
Command-D
Command-R

Command-F
Command-G
Command-=
Command-Shift-F

Command-E
Command-M
Command-K
Command-I
Command-Y
Command-L
Command-1 through
Command 8
Command-J
Command--
Command-H
Command-;
Command-[
Command-]
Command-\
Command-/
Option-Double-click a
Contact

Command-Option-S
Command-Option-C
Command-Option-F
Command-Option-L
Command-Option-R

Define Server Connections Command-Option-N

Working with the Calendar File
New Calendar

Open Calendar
Close Calendar
Save Calendar

Quit Now Up-to-Date

Command-Shift-N
Command-O
Command-W
Command-S
Command-Q

Now Contact

Working with Contacts (List or Detail View)

New Contact

Delete Contact

Attach File

Mark Contact

Dial Contact

Email Contact

Switch to Now Up-to-Date

Working in List View
Open List View

Move to Next Contact
Move to Previous Contact
Move to First Contact
Move to Last Contact
Select All

Show/Hide List View
Close List View

Command-N
Command-K
Command-Shift-C
Command-M
Command-D
Command-E
Command-U

Double-click a Contact
in List View, or press
Command-L

Command-Right Arrow

Command-Left Arrow

Command-Up Arrow

Command-Down Arrow

Command-A

Command-L

With List View active,
press Command-W

(Note: Closing List View closes the Contact File)

Print Selected Contact(s)
Switch to Now Up-to-Date

Working in Detail View
Open Detail View

Move to Next Contact
Move to Previous Contact
Move to First Contact
Move to Last Contact
Clear Field Info

Print Contact Info

Close Detail View

Switch to Now Up-to-Date

Command-P
Command-U

Double-click a Contact
in List View, or select
it and press Enter

Command-Right Arrow

Command-Left Arrow

Command-Up Arrow

Command-Down Arrow

Command-B

Command-P

With Detail View active,
press Command-W

Option-double-click an
Event, or press
Command-U

Working with the Contact File

Open Contact File
Close Contact File

Save Contact File
Quit Now Contact

Command-O

With List View active,
press Command-W

Command-S

Command-Q




WindowsKeyboardShortcuts

Now Up-to-Date

Creating

New Appointment

New To-Do

New Undated

New Special

New Banner

New Contact

Duplicate Event

Paste Repeating Event

Finding
Find Text
Find Again
Find Original
Find Contact

Viewing

Open Event Info Window
Open Month View

Open Week View

Open Multi-Day View
Open Day View

Open List View

Open Set

Go To Date

Duplicate Window

Hide Event

Show Hidden Events
Zoom In

Zoom Out

Turn on/off Word Wrap
Mark To-Do/Call as Done
Open Now Contact

Formatting

Define Sets

Define Categories
Define Calendar Layouts
Define Layouts

Define Preferences

Control-N
Control-T
Control-U
Control-E
Control-B
Control-Shift-N
Control-D
Control-R

Control-F
Control-G
Control-=
Control-Shift-F

Control-E
Control-M
Control-K
Control-I
Control-Y
Control-L
Control-1 through
Command 8
Control-J
Control--
Control-H
Control-;
Control-[
Control-]
Control-\
Control-/
Option-Double-click a
Contact

Control-Option-S
Control-Option-C
Control-Option-F
Control-Option-L
Control-Option-R

Define Server Connections Control-Option-N

Working with the Calendar File
New Calendar

Open Calendar
Close Calendar
Save Calendar

Quit Now Up-to-Date

Control-Shift-N
Control-O
Control-W
Control-S
Control-Q




