Sdekick 95
User’'s Guide

Introduction
Installing and starting Sidekick 95
Overview

The Calendar

The Cardfile

The Write view

The Expense view
EarthTime

The Phone Dialer
Printing

Reports

Back Up and Restore

Click here for

License Agreement

Sidekick 95 corece . [
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defective media to Starfish along with a dated proof of purchase, and Starfish will replace it free of charge.

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

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

Limitation of Liability

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

Miscellaneous

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

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

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

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

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

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

The new features include the following:

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

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

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

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

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

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

Specify typeface and size for selected text

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

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

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

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

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

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

Spelling checker helps you find spelling and typing mistakes.

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

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

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

Calendar view

6L

Time view shows all J
times
List view shows

busy times only

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

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

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

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

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

New consolidated Reminder view shows appointments, ToDos &
calls.



New in the
Cardfile

In this manual...

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

0 New .WAYV alarm sounds.

These new features have been added to the Cardfile:

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

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

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

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

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

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

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

help
Online help

the online Help system.

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

To open Help, do one of the following:

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

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

0 Choose a command from the Help menu.

Introduction



ToolTips

Technical Support

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

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

McAfee Associates, Inc.
2710 Walsh Avenue
SantaClara, CA 95051-0963
USA

Phone (408) 988-3832
FAX (408) 970-9727
Hours 6am to 5pm PST
Monday through Friday

McAfee BBS: (408) 988-4004
200 bps to 28,800 bps

8 bits, no parity, 1 stop bit

24 hours a day, 365 days/year

CompuServe: GO MCAFEE
Internet: support@mcafee.com
America On-line: MCAFEE
MSN: MCAFEE

WWW: http://www.mcafee.com
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| nstalling and starting
Sidekick 95

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

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

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

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

The Sidekick 95  vour Sidekick 95 package includes the following:

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

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

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

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

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

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

Installing and starting Sidekick 95



O A printer supported by Windows 95.

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

need

Installing
Sidekick 95

B Chapter 1

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

To add required software in Windows 95

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

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

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

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

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

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

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

4 Follow the instructions as they appear on screen.

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

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



The README file

Starting
Sidekick 95

Uninstalling
Sidekick 95

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

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

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

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

To remove Sidekick 95 permanently from your system

1 Exit Sidekick 95.

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

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

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

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

2

Overview

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

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

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

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

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

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

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

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

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

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

Overview



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

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

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

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

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

Menu bar e Exit

Eil
I

View Calendar Phone Repoit Tools

Help

Deskpad

Toolbar

D= w3 4@ al % =] &

M1 w T F s A
-

i 15 14 15 Claire's hirthda,

R ’
6 I 9:30a

10:00a | @ /4.7 Review meeting

[ Status report
[# Create user database

[ Review phone capacity = 11008

Shaw by: Due Date 10:30a

11:30a
12:00p

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

1:30p

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

Calls

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

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

Athabasca Corp., Diemell, 313-446-8574

=l EI Cards I \ Cardfiles

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

— Viewport

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

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

The working area of the Sidekick screen is calleddfskpad and
looks very much like the blotter you might have on your own desk.

Chapter 2



make changes to the default deskpad colors and other display opti
choose Tools|Preferencé&ee “Setting preferencefdr more
information.

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

Jul

Calendar

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

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

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

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

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

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

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

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

Overview



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

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

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

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

Special  Quick

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

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

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

M=
— The Custom Toolbar

2[=@| o

——
Jarzola, 415-999-99: &

==

. =
ank

arzola

iles Manager
us and More
3T 120

‘44 Van Patten
renue

site 12-D

n Francisco

anhTime
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.
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-
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B
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i
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To add a button,

1 Click it in the Standard Buttons
list,

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

3 Click Add Before or Add After.

The Viewport

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

deskpad.

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

appears:

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

Current buttons:

& Undo

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

ﬁ, Print Sidekick Forme ;é" Preferences

E_ Fun =

ﬂ Frint DayTimers Fun;l

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

To add a separator,

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

oK | Cancel |

dop | 2 Click the Separator button.

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

p
e

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

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

b

etween the Cardfile and Calendar.

The Viewport gives you powerful connections between different

\Y

d

iews. Here are some examples:

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

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

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

Overview



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

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

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

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

ST YR T
nF'iday M T T F 3

LT Juk [ 52 Claire’s bithdy

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

Showby: _ DueDate | 1030

iew phone capacity ﬂ 17:00a

11:30a

12:00p

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

2:00p |,[3 ¢ Managers' meeting

230p

o3| &

Appointments @Ql

25 23 B0 1

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

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

(Cards Gardfiles

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

WEEKLY | MONTHLY

Sidekick - CASKWISAUSERDATANRHE

Click to closeI | Click to choose | Click to

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

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

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

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

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

Click the column head to —/] 7%

sort on that column

The Calculator

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

To resize the calculator, drag
any edge.

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

74890 Todo Meeting report

748795 Todo Draft new ad copy

749795 Todo Get budget data

Print | Go to |

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

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

4.456.34 +

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

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

To set up a function for the calculator,

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

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

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

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

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

your computer:

0 Launch Bar. Launch any application from within Sidekick.

Overview



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

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

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

v Sidekick - CASKWIDAUSERD. . ABUSINH

File Edit “iew Cards Phone Report Tooks

The Launch Bar ——

IS T E R L

| Laok Far: I

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

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

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

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

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

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

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

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

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

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

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

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

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

To drag and drop a card or a document

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

In the Cardfile
In the Cardfile you can

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

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

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

In the Calendar
In the Calendar you can

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

Overview



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

0 Drag an activity to another list in the Calendar.

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

In Write

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

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

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

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

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

Preferences

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

— Set options as desired.

!

|;

¥ Stait Masimized (e

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

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

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

— Set a password.

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

Chapter 2



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

Password Setup

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

Cancel |

~

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

Type in your new password in these two
boxes.

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

Overview
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I ——— 3
The Calendar

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

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

Calendar

This chapter explains how to

O

Enter appointments, ToDos, and calls

Use the different Calendar views

Schedule special days

Set up multi-day events

Reconcile appointments between two Calendar files

O o0oodg

The Calendar



The Appointments

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

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

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

. . . :00a

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

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

1:00p

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

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

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

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

starting and ending times.

To create an appointment

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

Or you can drag a card from the Viewport to the Appointments list
(displayed in T