Chapter

Working
with Word

DeskTop Set’s integration with Microsoft Word 6, 7, and 97 lets you create person-
alized correspondence with just a few mouse clicks. Simply select Address Book
names and a document template, then DeskTop Set does the rest.

Integration in Action

The following example explains, step-by-step, how you can send a letter quickly
and easily from DeskTop Set.

Imagine that you have been negotiating with John Walters for several weeks, and
he has finally signed on as a client. The following steps, timed on a Pentium 100
with 16 MB of memory, show how you can fax him a welcome letter in just under
a minute:
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Step 1
(3 seconds)

The Quick search

window appears as— ]

you begin typing.

Step 2
(3 seconds)

Find John Walters in Address Book by typing the first few letters of his name:

File Edit “iew Search Dial Schedule Log Page Windows Help
<le| | Bl ¢ lm] o Sl 2] 4= e]x] w2

i Okna Corporation 5 IBM |73 Travel |<2 Restaurantz  [<2 Services

) Back r@ Cover Tlﬁﬂl Pages TQ List Thg Databaze Deleted =7 Press Contacts

1

wWalgreens Prescriphions 201-664-4250

w'alt Dizney Computer Software 018-841-3326 "‘T"

Walkers, John 212-565-4000

Wazhington Duke [hn 919-430-0999

G | Wwindjammers Sailing Club 203-878-42368

T — . S

This illustration shows Quick search in action. As you type the first few letters of a
name, Address Book locates it instantly. In this case, typing WALTE finds John Walters.

mand. The following window appears:

Click here to see an OLE

preview of the

document.

You can store DeskTop
Set-enabled Word
templates anywhere on
a network so you can
share them with your
colleagues.

Word templates are
listed by recognizable
titles rather than cryptic
names.

An assistant can select
which person he or she is
preparing the letter for.
This person is referred to
as the sender.
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Select template for Walters, John

From the Address Book menu, select the File/Compose letter/ Select template...com-

Templates | Options I

Templates folder/directany:

[ Praview

———| c:dtzBbhdatahlemplate

[<] Attach to sender folder

Select document teniplate:

[<] Attach to recipient folder

List of Services

Billing Fates

whelcome Fax to Mew Clients
Irvoice pagment iz Overdue
Contract Renewal Cover

[<] Mame document automatically
[ Save using template name

[ Query for file name

[ D mot save document

<] Frint ervvelope automatically
summarny info

Juery fo

Sender hame:
Taylar, Kevin ﬂl @l ﬁl il
Help MHew | Delete | Fax | Frint | Open

LCancel

This window illustrates how you select a

Word template to prepare a document. In the

example above, Kevin Taylor is selected as the sender.
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Step 3
(16 seconds)

*  Choose the Welcome fax to new client template, then click the Open button. Word starts
and opens the new document. If needed, you can edit the text to add a personal touch:

W Micresoft Word - Document3 M= E3
The DeSkTOp Set_ ﬁ File Edit View Inset Fommat Tools Table Book Window  Help _|5|5|
enabled toolbar lets___ | &lewi| 9] | D|={s]@] SlRlwlm] &lee< ol 5 =lm=el] e = o]
you fax and attach your Y| s = [ ST o wfe z|ul2|E= E |
doc.:u.ment,openthe mw)(|1 I -s---w---?!“-u--;l
recipient’s Folder, or ' ' ‘ ' ' ‘ ' ' ' ‘ '
start any DeskTop Set |- Okna Corporation
dul i 5. B1 Paramus Road
modute. It - Pararmus, M. 07652
- Tel. 201-808-8600 / Fax 201-803-0688
Date: October 18, 1996
‘Jo:_n \1Valtersf and Kevin i To: John Walters From: Kevin Taylor
r's information i o
aylors R ormation is Representative Okna Corporation
automatically merged — - .
with the document. If - Advertising Solutions E-mail ktaylor@okna.com
necessary, you can edit Phone: 201-555-4000 Phone: 201-909-8600
the fax cover. - Fax: 201-555-6472 Fax: 201-909-0688
) Dear John, ﬁ
N ¥
EE= N
[Page T Sec 1 11 [AB1T Ln 3l Col i iz | T e e EE 7
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This illustration shows how a fax cover looks immediately after it is opened in Word.
Name, company, and telephone merge fields are replaced by John Walters’ and
Kevin Taylor’s information from Address Book.
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Step4 +  Click on the toolbar’s WinFax button or select the Book/Fax command from Word’s

(5 seconds) menu to send your document. The Send fax window appears.
Send fax E3
~Faw parameter
Send ko ‘
I Johr ' alters . .
DeskTop Set formats the Delrina WinFax PRO Status M= B |
fax number according to Fax number: : :
Dialer's settings. IELEEE-E4?2 Operation: Sending page [MH]...
IT' fifier: Advertizing Solutions
Timne: _—
If you want to send the I I-I 291 Eurre.n ) _E' e ez e
document later in the day, : = on: — JohnWalters
change the time here. Fax number: ™ 9.555-6472
Fax Can Page: 1of1

Speed: 9600 bpz

WinFax Pro skips the Delrina
WinFax PRO Sendwindow,
going directly to the Status
window to transmit your fax.

In the window on the left, DeskTop Set displays the information WinFax
Pro needs to transmit your document. In this example, a phone number is
formatted automatically and is shown as a local number, since John
Walters and Kevin Taylor are in the same area code.

Step5 ¢ Verify the recipient information, and click the Fax button. WinFax transmits your docu-
(3 seconds) ment.

In less than a minute (thirty seconds in our example), vou just faxed a personalized
welcome letter to greet a new client. You can save additional time by clicking the Fax
button in step three if you don’t have to view or edit the document.

Please review the rest of the document for an in-depth description of DeskTop Set’s
document management system.
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Preparing to use templates

Before you begin using DeskTop Set with MS Word, you will need to set up your
templates. The following terms are used throughout this document, and you may
want to review them before continuing.

Term

Definition

Template

Record

Folder

Merge field

Document
merge

Mail merge

Sender

Recipient

(a.k.a. boilerplate). A template is a pre-designed form containing a
combination of text and merge fields. Templates form the basis of
new documents. (Standard Word templates use the extension
*.dot).

Documents created with DeskTop Set-enabled templates are
merged with Address Book information to create personalized let-
ters, faxes, or e-mail messages.

A single person or company in DeskTop Set’s database. Address
Book records may contain any number of details about the entry,
including their address, account number, phone numbers, etc.

Organizes record information into a concise format, similar to a
manila folder in a filing cabinet. It holds contact information (such
as names, addresses, and phone numbers), as well as phone log
histories, notes, related computer files, calendar events, reminders,
and more.

These fields are inserted at various points in the template. When
the template is used to create a letter, the merge fields are replaced
by the person’s actual information, so that each letter is custom-
ized. Merge fields appear in all capital letters, and begin and end
with angle brackets (for example, <COMPANY>).

The process during which a document’s merge fields are replaced
with information from an Address Book record. The resulting let-
ter can be printed, faxed, or e-mailed.

A document merge using several Address book names. This pro-
cess produces a personalized letter for each person. you can mail
merge using your DeskTop Set Topics, Groups, and Categories.

The person sending the document. This person’s name, address,
phone, etc. can appear in the letter, the envelope's return address,
the fax cover sheet, etc. The ability to associate different senders
with different templates, or select another sender name on-the-fly,
is essential for departmental assistants who may support several
people at once.

The person to whom the document is addressed. Any field from
this person’s record can be inserted into a template, as a merge
field.
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Installing the DeskTop Set templates

You must install the DeskTop Set Word templates before using them. If you have
already designed templates which you have been using with Word, it is also possible
to make them DeskTop Set-aware, so you can access them through Address Book.

Windows 3.1  After you've installed DeskTop Set, run the Macro Install utility found in your Desk-
Top Set program group.

Windows 95 or  Select Start/Programs/DeskTop Set/Accessories/Windows 95 Setup...

NT  You will see the following Window. This is the same screen shown at the end of the
installation process. Select the option to “Install templates for Microsoft Word” and
click OK.

Windows 95 settings for DeskTop Set E

™ Create application shortouts @. I~ Start Alam Monitor when
on the “Windows desktop - starting ‘Windows 95

¥ Inztall Templates
far Microzoft waord

[™ Create a DeskTop Set folder
on the “Windows desktop

DeskTof I~ Create a DeskTop Set
L Start Start menu group

I~ Install ISR Filat suppart

™ Install Exchange services

@ ™ Install professional voice prompts

: |— for DeskT op Set-by-Fhone

Lancel

The Windows 95 Setup window lets you install the Word templates.

Using the DeskTop Set Templates

We've included four templates with DeskTop Set: two fax templates, and two letter
templates. They are useful for generating letters and faxes in a standard format, and
for practicing with the templates before creating your own. You can also modify
these templates to appear exactly as you need them to.

The following section will explain how to use these templates as they are. Once you
are familiar with using the templates, the next section will explain how to custom-
ize them in any way you wish.
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The list of templates
appears here. As you
add your own tem-
plates, they will also
be listed.

These options control
how this particular fax

Selecting a template

You begin a letter or fax right from DeskTop Set. In fact, Word does not have to be
running in order to use the templates - DeskTop Set will start Word automatically
when you open the new letter or fax.

Each template also contains options that affect how its faxes or letters are named
and saved, and which Address Book folders they are attached to. Each template has
a set of default options, and you can also change the options for a particular letter
or fax at the time you compose it.

To select a template:

¢ From Address Book, click on the person you wish to send a letter or fax to.
¢ Choose File/Compose Letter/Select Template from the menu.

¢ The Select template window appears:

Select template for Taplor. Kevin %]
Templates | Optianz |
Templates folder/directory: I Preview
= Wdata j| il [ Attach ta sender folder
Select document template: [ ttach to recipient folder
Genenic letter tem-plate = O Name document automatically

Elegant Letter [ Save using template name
‘[ enenc L fermplate [ Query for file name

Elegant Fax [ Do hat save document

[ Print envelope autamatically

will be handled. Each
template can have its
own default options.

User Guide

[ Query for summary info
[~
Sender hame;

|Unselected j| El &I ﬁl

Help | Mew | Delate | Fax | Frint | DOpen | Cancel |

¢ The Select template tab lets you choose the template to work with. You can click
Fax or Print to create the fax or letter immediately, or click Open if you need to
review the document or customize it further.

To automatically fax or print the document:
¢ Click the template you wish to use.

¢ Select a Sender Name from the list or, click the Address Book icon to select a
sender (you will most likely want to select yourself, unless you are sending letters
for more than one person).

¢ Click Fax or Print.
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DeskTop Set will then open the template, merge the recipient’s and sender’s infor-
mation into the document, and send it to the printer or WinFax, automatically.

To load the template in Word:
You may want to review or edit the document before sending it. To do this:
¢ Click the template you wish to use.

¢ Select a Sender Name from the list or, click the Address Book icon to select a
sender (you will most likely want to select yourself, unless you are sending letters
for more than one person).

¢ Click Open.

DeskTop Set will then start Word, open a new document based on the template
you've chosen, and insert the appropriate recipient and sender information into the
document. You can then make any necessary changes, or simply review the docu-
ment, before printing or faxing it.

Changing template options

The options listed on the right side of the Select template window control how this
particular document will be saved and attached to DeskTop Set.

It’s very important to note that these options appear on both the Template tab, and
the Options tab, as well. Any changes made on the Template tab will only affect this
single document (in this case, this particular fax to Kevin Taylor). Changes made on
the Options tab, however, will be saved, and applied to every fax created with this
particular template.

Please note that the options are the same on either tab; the difference is whether
they are applied to the document you are creating at the moment, or to all the doc-
uments created with this particular template.
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These options appear Select template for Advertizing Solutions E3

as defaults for all )
documents created Templates | Options | \
=

with this template. .
Template file: Docurment options;

Ic: wdieBbhdatattemplatehelegfax s dot . [ Attach to sender folder
[ Attach to recipient folder

(<] Mame docurnent autonnatically
[ Save using template narme

=

DeskTop Set can :
Template Litle:

automatically name .
your document so you™ ]| I\A-"elc:ome letter to mew client

of acryptictitle.  L——f<AUTONAME> H [ D ot sawe document

do not have to think Title document as: 1 Query for file name
5 4 folder/di ; - <] Print ervelope autamatically
Documents are tore document at folder/directony: [ Quem for summary info
automatically saved to Hc:\dtssb\data\template j|
the directory shown Subject:
here. [wielcome letter to <FIRST NAME> <LAST Néte =
Welcome Letter Properties EHE3
DeskTop Set uses Category:
this information to fill ILETTEH CLIEMT "WELCOME peral - Summary | Statisticsl Eontentsl I:ustoml
in Word’s document Kepwards: Title: welcome letter
summary I<EDMF’ANY> <DEPARTMEMNT > XPOSITION: _
automatically. Subject: IWelcome letter to John Walters
Authar: IKevin T aylor

Help | MHew |

tanager: I

Comipary: IDknaCnlporation

By JLEYTER CLIENT WELCOME

Word’s document summary

immediately contains

relevant information, taken Comments: =]
automatically from the
recipient’s Address Book
record.

Kepwards? I.&dvertising Solutions Sales Reprezentative

| |

Template:  Mormal dot

™ Save Preview Picture

ak. I Cancel

The top window contains default template options that affect how documents are named,
saved, and filed. Information such as Subject, Keywords, and Category can be carried
over to Word’s document summary, on the bottom right (taken from Word 7.0 in this
example).
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Document Option

Description

Attach to sender
folder

Attach to recipient
folder

Name document
automatically

Save using template

name

Query for file name

Do not save document

Print envelope
automatically

Query for summary

information

General option

Assistants who prepare correspondence for several people
and need to track documents by their senders should select
this option.

To instantly locate all correspondence sent to a client, enable
this option. You can then display all documents attached to
the client’s folder with a single click.

This option saves time by creating a file name for you, based
on the template name and recipient.

Let’s assume that you are using a template called wel-
come.dot. This option saves the documents you create as
welome1.doc, welcome2.doc, welcome3.doc, and so on.

This option lets you specify a file name each time you create
a new document.

Use this option when you are doing a mail merge with
numerous names, so Word does not save multiple copies of
the same letter.

Enable this option to print an addressed envelope after a let-
ter using Address Book's printing system.

This option opens Word’s summary information window so
you can review and edit the content.

Description

Template file
Template title

Title
document as

Store document
folder/directory
Subj., Category,
and Keywords

This is the template’s filename.
DeskTop Set uses the text you type here to list the template.

Construct the text and keywords that DeskTop Set uses to
automatically title documents created with this template.

DeskTop Set can automatically save your documents in the
directory you select here.

The information you type here is used in Word’s document
summary, and to list your document in DeskTop Set.
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Sending a fax

DeskTop Set works together with Microsoft Word 6, 7, or 97, and Delrina WinFax
Pro 4, 7.x, or 8 to let you send faxes quickly and easily.

To prepare a fax:
+ Highlight the fax recipient in Address Book.

¢ Select File/Compose letter/Select template... from the menu. The Select tem-
plate window appears.

¢ Highlight the template you wish to use.

¢ Choose the fax sender from the Sender name drop-down list.
If the sender’s name does not appear in the drop-down list:

¢ Choose Select sender from the list.

Click the Book button to the right of the list.

Select the fax sender from Address Book.

Minimize Address Book’s window to return to the Select template window.

* & o

If you do not need to edit the fax:
¢ C(lick the Fax button to send the fax.

To edit the fax:
¢ Click the Open button. The document opens in Microsoft Word.

¢+ When you finish making changes, select the Book/Fax command from Word's
menu to send the fax.

Sending a letter

You can use DeskTop Set to prepare and print letters with just a few clicks.

To prepare a letter:
¢ Highlight the letter’s recipient in Address Book.

¢ Select File/Compose letter/Select template... from the menu. The Select tem-
plate window appears.

+ Highlight the template you wish to use.

¢ Choose the letter’s sender from the Sender name drop-down list.

If the senders name does not appear in the drop-down list:

¢ Choose Select sender from the list.

Click the Book button to the right of the list.

Select the a sender from Address Book.

Minimize Address Book’s window to return to the Select template window.

* & o
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The DeskTop Set-
enabled toolbar lets you

fax and attach your docu-
ment, open the recipient’s
Folder, or start any Desk-
Top Set module.

Use the Book menu to_|; :

change recipients, set up
a mail-merge, or fax your
document.

408

To print an envelope with the letter:

¢ Make sure the Preview option is not selected.

¢ Select the “Print envelope automatically” option.
If yvou do not need to edit the letter:

¢ Click the Print button to print the letter.

If you selected to print an envelope, Address Books envelope printing utility appears
automatically.

To edit the letter:
¢ Click the Open button. The document opens in Microsoft Word.

¢+ When you finish making changes, select the Book/Print command from Word's
menu to print the letter.

¢ If you selected to print an envelope, Address Book’s envelope printing utility
appears automatically.

¢ Otherwise, if you need an envelope, select Book/Envelope from Word’'s menu.

Inside Microsoft Word

When you open a DeskTop Set-enabled template in Word, you’ll find a new menu in
Word’s Menu Bar. You can use this Book menu to access DeskTop Set’s Word inte-
gration features:

W Micresoft Word - Fax to John Walterl_doc
@ File Edit ‘iew |nzert Fomat Tool: Table sl

== I e R e = = R g?::tﬁ;ltpeint = Ol 3| =] 0] o =] Qx |
B |*| |g|m|ﬁ| | _| INolmaI i:::il:pe j | [ | z | U |4§.| | |_
E o | ER R .

window  Help

Refrezh
Show fieldz
Inzert...

Pririt...

Okna Corporatio

;aﬁl 5. 61 Paramus Roa
. Al Paramus, MJ 07645
- Tel. 201-909-8500 / Fax 201-909-063

Select group...
Merge group...

Organize...
Date: February 10, 19

The Book menu lets you access DeskTop Set-specific commands. The DeskTop Set-
enabled toolbar begins the second row of buttons, just above the document’s ruler.
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The Book Menu

Here are the commands available in the Book menu:

Command

Description:

Select recipient...

Open [Record
Name]

Envelope...

Attach...

Refresh

Show/Hide fields

Insert...

Print...

Fax...

Merge group...

Organize...

Mail Merges

Use this command to open Address Book and select a new
addressee.

If you are writing a letter based on a phone conversation, you may
need to review the recipient’s phone log or attached notes. Use this
command to open his or her DeskTop Set folder.

When you are preparing a letter, use this command to address and
print an envelope using Address Book'’s printing system.

Select this command to attach and list this document in the recipi-
ent’s Address Book folder. You can then locate and open the file
from DeskTop Set.

If you have added merge fields or selected another person in your
Address Book, this updates the document using the new informa-
tion.

Use this command to display the merge fields in a document.
Select this command again to replace the them with their corre-
sponding Address Book information.

When you need to add merge fields to a document, use this com-
mand.

Once vou have finished editing a document, this menu selection
prints it. This command (and the following one) let you alternate
between faxing and printing without changing your default
printer.

Requests WinFax Pro to send a document irrespective of the default
printer selected in Word. WinFax stays in the background. You do
not have to type the recipient’s fax number if it is already entered
in your Address Book.

Use this command to perform a mail merge using any combina-
tion of Address Book records.

You can transfer DeskTop Set macros to any Word templates with
this command.

When you have a group of people that you need to correspond with, DeskTop Set’s

templates let you mail merge your letters or faxes to every person in the group
quickly and easily.
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Select the Address Book
you wish to use from this

list.

This list displays the

book’s groups,

categories, or topics,
depending on the Group

410

type you choose.

DeskTop Set’s most powerful Word feature is its Auto mode, which lets you put the
different types of correspondence in order of preference: for example, letter, fax, e-
mail. When vou merge, each person will be sent a letter (your first preference),
unless you do not have a mailing address for that person, in which case the letter
will be faxed. If you do not have the person’s address or fax number, the letter will
be e-mailed through Microsoft Exchange. This is a powerful way to reach all the
people in a group, topic, category, or an entire book, no matter what information
you have for them.

To select a mail merge template:
¢ Choose File/Compose Letter/Select a template from the Address Book menu.

¢ Set any options you wish to set (for more information, see “Changing template
options” on page 404).

¢ Click the Open button to open the template in Word

When the template opens, the template loads the information form the last person
you worked with in Address Book. You can then select the list of people you wish to
mail merge.

To select the list of people to include in the mail merge:

¢ Choose Book/Select Group from Word’s menu bar. The Select group window
appears:

Select group E2

Book:

S arnple & dr [SAMPLE ADR][C:
Group lwpe: Choose to merge to a

Category = H—— Group, Category, or Topic
Avallable: from this list.

Active Contacts
Airlines

Airportz

Car Rental
Computer Hardware
Holiday Cards

Hatels

Ok, I Cancel

The Select group window lets you choose the
Address Book you wish to use, and the Group,
Category, or Topic you wish to mail merge to.

¢ Choose from your list of address books in the Book list.

¢ Choose the Group type you wish to mail merge to.

¢ Click the particular Group, Category, or Topic in the Available list.
¢ Click OK.
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You will return to the template, and the first person in the group you’ve chosen will
be loaded into the template. You can then begin the mail merge.

To mail merge a fax, letter, email, or envelope:

¢ Choose Book/Merge Group from Word’'s menu bar. The Merge window will
appear:

Check this box to verify Merge with Jeffrey Ballowe, PC Magazine, Publisher E2

Click here to send the document to

each letter or fax as it is ——I¥ Conlitm every record |

each person according to what

sent. You can then use the Fan E-mil Auto Setup : i ;
Skip button to skip certain & =-'" T=. gI)_ntact information is available.
individuals. \&-ut i ick Setup to set your preferences.
1212:503-5519 Letter
Letter Envelope Cancel
Click Fax, E-mail, Letter, e :
or Envelope to print that

item for each person.

¢ Choose whether or not to Confirm every record.

¢ Click Fax, Letter, E-mail, or Envelope to send the letter to every person in the
group.

DeskTop Set will then begin printing the appropriate item for each person.

Auto-Merging

When you mail merge, you print a fax, letter, email, or envelope for every person in
the list. With auto-merge, you still send the letter to each person in the list, but
choose to send it via fax, letter (with or without a matching envelope), or e-mail,
depending on what information is available for that person.

You can specify your order of preference (for example, fax first, then letter, then e-
mail) and DeskTop Set will try to send everyone a fax. Those who do not have a fax
number in their Address Book Folder will receive a letter, unless they do not have a
mailing address, in which case the letter will be e-mailed.
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To set up an auto-merge:

¢ Select a template and a merge group, as described above.

¢ When the Merge window appears, click Setup. The Auto route setup window
appears:

Auto route setup

Areailable routes:

Check the options that [ Letter e

Use these arrows to move each

i € ) T item up or down in the list. DeskTop
you wish to include inthe ___ &l A Set will attempt to send the letter to
auto-merge. ] Ervelope everyone via the first option, then

the second, etc.
[~ Skip record if no route

OF. I Cancel

Check the routes you want your message to
be sent by, and the order of preference.

¢ Check those routes that you want to include in the auto merge.
¢ Use the arrow keys to reorder the routes according to your preference.
¢ Click OK.

To auto-merge:
¢ C(lick the Auto button.

¢ DeskTop Set will begin merging the letter to each person. If you've chosen to con-
firm each record, you will be asked to do so just before each person’s letter is
printed, faxed, or e-mailed.

Modifying templates

You have complete control over your templates’ appearance. The following section
explains how you can modify existing DeskTop Set templates (such as the four that
come with the program) or make your existing Word templates DeskTop Set-aware.

Modifying an existing DeskTop Set Template

There are four templates included with DeskTop Set that you can modity to easily
create a customized template.

To edit an existing template:

¢ Choose File/Compose letter/Select template from the Address Book menu.
¢ Click the name of the template you wish to modity.

¢ Click the Option tab.
¢

Click Open, and answer Yes to the question, Modify current template?
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You can narrow down :
the list of fields by select- Business [Space]
ing one of the categories.
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¢ Your template will open in Edit mode, with the DeskTop Set field names dis-
played. Notice that your Word menu bar now contains a Book menu. This is a

DeskTop Set menu, and all of Address Book’s Word-related commands appear
here.

¢ Select Book/Insert to display a list of available DeskTop Set fields. These fields are
divided into two lists: the Recipient fields, and the Sender fields. These fields are

further organized into groups, so you can find business, home, mailing, or mis-
cellaneous fields quickly.

Insert DeskTop Set field E
Recipient | Sender |
Cateqgory: Field:
[Line feed] -

Camman [Comma) I~ Select the field that you with to add
Horme [Business address] = to the template and click on Select.
Miscellarious [Home address] Recipient fields are shown in Red
M ailing 14 ail ddress] . X

FCLEST NARE> and sender fields are shown in blue

<FIRST NAME> :

CCOMPANYS in the template.

<POSITION:

<ACCOUNT>

<BUS PHONE>
<HOME PHONE>
<CAR PHOME> =l

o |

¢+ You may now edit the template by typing the body text of your document. For-
mat the document as you would any other Word document. When you wish to
insert a DeskTop Set field, simply double-click the field’s name in the list of fields,
and it will be inserted into the document. You can format these fields (as Bold,
Italic, etc..) as yvou would any other text.

¢ Choose File/Save to save the modified template when you are done editing.

Enabling your existing Word templates

Address Book’s Organizer allows you to embed the DeskTop Set macros into your
existing Word templates. These macros add Okna’s Book menu to the Word Menu
bar, along with the ability to insert DeskTop Set fields into your template, mail
merge with groups, topics, and categories, and automatically attach these docu-
ments to the sender or recipients’ DeskTop Set folders. The process is a simple one,
and allows you to use your new, DeskTop Set-aware macros within minutes.
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Select which of the

macro options to copy to

the selected file.

To make your existing templates DeskTop Set-aware:

¢ Choose File/Compose letter/Select template... from the Address Book menu.
¢ Click the Option tab.
¢ -Click the Organize button. The Organizer window appears:

DezkTop Set Organizer E

Copy DeskTop Set features to:

|nnrma|.u:|ot

Open |__ Use the Open button to
select the template to add

Copy optian

& Copy all DeskTop Set macros
" Copy Attach macro anly

v Copy Menu
W Copp Toolbar

¥ Transfer curent zettings

K | macros to.
Cancel |

Option Description

Copy DeskTop  Click the Open button to locate the template that you wish to

Setfeaturesto  attach the DeskTop Set macros to.

Copy all Copies all DeskTop Set macros, including automatic naming,

DeskTop Set attaching, field insertion, merging, and Word Summary informa-

macros tion macros.

Copy Attach Will embed only the auto-attach macro to your template. Docu-

macro only ments created with this template will automatically be attached to
the Sender or Recipient’s DeskTop Set folder when you save the
document. These documents will not integrate information form
DeskTop Set fields

Copy Menu Inserts the DeskTop Set Book choice into the Word menu.

Copy Toolbar Inserts the DeskTop Set toolbar alongside Words toolbar.

Transfer current
settings

Transfers the current templates settings into the existing Word
template.

Once you have selected your template, and your options, Click OK. Organizer will
load your new DeskTop Set-aware template for editing. If you need to edit this tem-
plate, see “Modifying an existing DeskTop Set Template” on page 412.
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Creating a New DeskTop Set Template

Creating a new template allows you to design a custom document and include
information from your DeskTop Set entries in the letter. This template can then be
used to send a single form letter or fax, or mail merge with an entire group, cate-
gory, topic, or address book.

To create a new DeskTop Set template:

¢
¢
¢

¢

Choose File/Compose letter/Select template... from the Address Book menu.
Click the New button.

Select a template base, which is the basic template that you would like to base
your new template on.

Give your template a file name.

Title your template. DeskTop Set will refer to this new template by its title; the
name you place in this field will appear in the lists of available templates.

Click the Create button.

Your new template’s name now appears in the list of available templates.

The Options tab allows you to customize how documents created with this tem-
plate will be organized: you can automatically name these files, save them in partic-
ular directories, and automatically attach them to the sender or recipients’ folder(s).

For information on how to modify your new template, see “Modifying an existing
DeskTop Set Template” on page 412.
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Chapter

Working
with PalmPilot

Introduction

If you own a 3COM PalmPilot, you can transfer information between DeskTop Set
and the PalmPilot using the PalmPilot’s HotSync button. The process is a simple one,
and allows you to choose exactly how the information will be synchronized.

The following information discusses how this integration can be installed and con-
figured, as well as how to synchronize your Calendar and Address Book informa-
tion.



Working with PalmPilot

PalmPilot’s

“Desktop” vs.
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Installing PalmPilot Integration

Installing DeskTop Set’s PalmPilot integration is a simple procedure. The following
instructions assume that you have already installed the PalmPilot, and its software,
according to 3COM'’s instructions, and that the PalmPilot is working properly.

In order to synchronize your DeskTop Set information with the PalmPilot, yvou will
first need to install DeskTop Set’s PalmPilot Integration software. You have the
option to do this when you first install DeskTop Set, and you can also choose to do
this at any time after installation.

To install DeskTop Set’s PalmPilot integration:
¢ Insert the DeskTop Set CD-ROM into your computer.

¢ The Installation Screen may appear automatically. If it does not, open the CD by
double-clicking its icon, and then run Autorun.exe by double-clicking it.

¢ The DeskTop Set Installation screen will appear. Click the option labeled “Install
PalmPilot Interface”. This will install DeskTop Set’s PalmPilot software onto your
hard drive.

Once DeskTop Set’s PalmPilot software is installed, the next step is to choose what
will happen when you press the HotSync button on the PalmPilot’s cradle.

Setting up PalmPilot Synchronization

DeskTop Set’s Synchronization Setup allows you to configure how DeskTop Set and
the PalmPilot will synchronize. These are the settings that will be used each time
vou press the PalmPilot’s HotSync button. If you need to change the way the syn-
chronization is performed at any time, you can run this utility and make the neces-
sary changes.

DeskTop Set’s PalmPilot interface will allow you to synchronize both your Address
Book and Calendar files. You can also choose to sync the Address Book or the Calen-
dar. Finally, vou can choose to sync one of your DTS files and one of the PalmPilot
software’s own files. The PalmPilot’s organizer software is called PalmPilot Desktop.

Please keep this distinction in mind as you review this document.
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Choose which__|__|

software to work with.

You can transfer all
records, or only a
particular Group,
Category, or Topic.

Choose how the
phone numbers will be
mapped, and which
number will show in
the PalmPilot’s main
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Configuring DeskTop Set’s PalmPilot Synchronization

To configure the PalmPilot transfers in Windows 95:
¢ Select Start/Programs/DeskTop Set/Accessories/DTPalmPilot.EXE... or

¢ Open your DeskTop Set folder on the Windows 95 DeskTop and double-click
DtPalmPilot.exe.

¢ The PalmPilot Synchronization Setup window will appear.

To configure the PalmPilot transfers in Windows 3.1x:
¢ In Program Manager, double-click the DeskTop Set group to open it.
¢ Double-click the DtPalmPilot icon.

¢ The PalmPilot Synchronization Setup window will appear:

[# Pilot synchronization setup

Settings | M apping I

—Address book
———Work with: @ DeskTop Set " Pilat Desktop address book
Address Book file: | Sample Address Book jl Select the DeskTop
Set book that you
T Subiect | Allecords ﬂ Name: wish to synchronize.
Tranzter operation: | Synchronize j|
r— Calendar
‘wiork with: " DeskTop Set " Pilat Desktop datebook
Catemy it |Sample Calendar j| Choose the synchro-
Tranzler operation: | DeskTop Set overwrites Pilot Lii nization method from
the list.
— Azzign the following phone names to new Filot entries
Fhonel: | Main =] Phored: | ~ |
FPhone2: |Fax j Photel: | Pager j
Fhone3: | Mobile j Shaow i izt | bMain j

Help | ak. I Cancell

The PalmPilot Synchronization Setup window lets you control how DeskTop
Set and PalmPilot will exchange information.

To ignore your DeskTop Set files, and synchronize the PalmPilot software’s
address book or calendar:

¢ Check “Work with PalmPilot Desktop” next to the Address Book or Calendar.

¢ Your other options will become disabled. The PalmPilot will then integrate with
3COM'’s own address book or calendar when the HotSync button is pressed.

¢ C(lick OK.
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The synchronization will now proceed according to the settings in 3COM’s own
address book and calendar software.

To include DeskTop Set’s files in the transfer:
¢ Select the option marked “Work with DeskTop Set”.

¢ Select the Address Book and Calendar files you wish to transfer in the drop-down
lists.

¢ If you are working with the Address Book, you can choose to synchronize all the
records in the address book, or only those records in a particular Group, Cate-
gory, or Topic.

¢ Choose the Transfer Operation for each file.
¢ Click OK.

Setting the Transfer Operation

The Operation controls how the information between DeskTop Set and the PalmPilot
will be transferred. You have four options:

Option Description

Synchronize This option will combine the contents of the DeskTop Set file and
the PalmPilot. This combined file will appear in both the PalmPi-
lot and DeskTop Set.

DeskTop Set The contents of the PalmPilot will be overwritten with the con-

overwrites tents of the DeskTop Set file.

PalmPilot

PalmPilot over- The DeskTop Set file will be overwritten with the contents of the
writes DeskTop PalmPilot.
Set

Do Nothing The DeskTop Set file will not be synchronized in any way. In
addition, PalmPilot will ignore its own software’s files. Select this
option if you do not want either software’s files to be included in
the synchronization.

Configuring the Phone Numbers

PalmPilot automatically numbers an entry’s phone numbers as Phonel, Phone2, etc.
You have the option of changing these labels, and assigning the first phone number
as a Work phone, the second as a Fax phone, etc. PalmPilot will also allow you to
specify which phone number will appear in the main list of contacts.

You can also set these options through DeskTop Set’s PalmPilot Synchronization
Setup window. These settings will then be applied to any entry transferred from
DeskTop Set to the PalmPilot.
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To change the Phone Number settings for PalmPilot, choose which DeskTop Set
number you want to appear in each of the PalmPilot’s 5 phone numbers. You can
also select which of these phone numbers will appear in the PalmPilot’s main list.

Synchronizing Your Information

Once you have selected the Address Book and Calendar files that will be synchro-
nized, and specified how the synchronization will proceed, you are ready to syn-
chronize your information.

To perform a synchronization:

¢ Quit Address Book and Calendar (or open files other than the ones you wish to
synchronize). Files cannot be synchronized while they are open.

¢ Place the PalmPilot in its cradle.
¢ Run PalmPilot’s HotSync Manager.

¢ Press the HotSync button on the cradle to begin the synchronization. You will
receive a confirmation when the transfer is complete.

¢ You will be alerted if the transfer generates any HotSync Log messages. For more
information on the HotSync Log, see the PalmPilot’s documentation.

How Information is Synchronized

When you synchronize data between DeskTop Set and the PalmPilot, you are com-
bining their files, and copying the combined file into both PalmPilot and DeskTop
Set.

The following describes how this is accomplished, and how conflicts (such as dupli-
cate names, or two events in the same timeslot) are handled.

Synchronizing Calendar Files

Your Calendar information will synchronize much like PalmPilot’s own software.
The following information will transfer between DeskTop Set and PalmPilot:

¢ Event times and descriptions

¢ Alarms

¢ Event notes

¢ Recurring information

If an event is scheduled in both the PalmPilot and in DeskTop Set, both events will
appear in both places after the synchronization is complete.
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Synchronizing Address Book Files

Your Address Book information will synchronize much like the PalmPilot’s own
software. By default, the transfer will include each entry’s name, business address,
telephones, and category assignments, as well as their business notes. Keep in mind,
however, that you can customize the Address Book transfer to include any of your
DeskTop Set fields. For more information on how to do this, “Changing the Field
Mappings” on page 422..

Conflicts between the PalmPilot and DeskTop Set will be handled in the same way as
with PalmPilot’s own software:

¢ New records added to either PalmPilot or DeskTop Set will appear in both places
after the synchronization.

¢ Changes made to records in PalmPilot or DeskTop Set will be reflected in both
address books after the synchronization is complete.

¢ Changes made to the same record in both the PalmPilot and DeskTop Set will
cause both records to be written to both the PalmPilot and DeskTop Set. This will
also generate HotSync message; For more information on the HotSync log, see
PalmPilot’s documentation.

Changing the Field Mappings

DeskTop Set is already configured to associate, or map, information between Desk-
Top Set and the PalmPilot. The mapping specifies, for example, that each records’
Business Phone should be transferred to PalmPilot’s Phone 2 field, and vice versa. If
you wish, you can edit this mapping so that the fields are transferred exactly as you
wish.

To review the field mapping:
¢ Click the Mapping tab at the top of the PalmPilot Synchronization Setup window.
¢ The list of field mappings will appear:
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[# Pilot synchronization setup

Seftings Mapping |
DeskTop Set fields: Filat fields:
Field |« | Field [ M apped field o
<POSITIONS Map-> | Last name <LAST NAME> The PalmpPilot fields
i <SALUTATION: First name <FIRST NAME> appear on the left.
The DeskTop Set fields. <SPOUSE BIRTH> Clear | Company <COMPANY> The corresponding
Drag-and-drop them <SPOLSE> Pharied <PAGE PHOME> DeskTop Set field
next to the PaImPIIot—m Clear all | Phate2 <BIUS PFHOME » appears to its r|ght
fields on the right to <CUSTOM 13 Fhare3 <HOME PHOME>
map them. <CUSTOM 23 Fhaned <FéX PHOME>
<CUSTOM 33 FPhane5 <CAR PHONE>
<CUSTOM 43 Address <HOME ADDRESS>
<CUSTOM B2 _I Courtry <COUMTRY:
<CUSTOM B> Title <TITLE>
<CUSTOM 7> Custom1 <EXT>
<CUSTOM 8 Custom? <EMAIL MAME>
<CUSTOM 9> Custom3 SITE>
<CUSTOM 105 Customd <SPOUSE>
<CUSTOM 11> MNote <NOTE>
<CUSTOM 125 hd
Help | ak. I Cancel

The Mapping tab controls how each record’s fields are transferred
between DeskTop Set and PalmPilot.

To change the field mapping:

¢ Drag the DeskTop Set field from the list on the left, and drop it onto a PalmPilot
field in the list on the right, or...

+ Highlight a DeskTop Set field in the list on the left, and click the PalmPilot field
you wish to map it to in the list on the right. Then click the Map button.

To remove a field mapping:
¢ Highlight the mapping you wish to remove in the list on the right.
¢ Click the Clear button, or the Clear All button to remove all field associations.
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with CardScan

If you own a scanner that is compatible with Corex’s CardScan software, you can
easily use it to scan cards which can then be transferred directly to DeskTop Set.

The following instructions assume that your CardScan is already set up, that its
software is installed, and that the your scanner is working properly.

What you’ll need

DeskTop Set works with Corex’s CardScan software. We support Versions 2.1 and
3.0, and you can scan your business cards in on any scanner that CardScan sup-
ports. For more information on supported scanners, please see CardScan’s docu-
mentation.

User Guide 425



Working with CardScan

426

Setting up the CardScan transfers

Before transferring your information from CardScan to DeskTop Set, vou may want
to review the following options that control how the transfer is conducted.

DeskTop Set Options

DeskTop Set gives you the option to accept card transfers blindly, or to verify each
card as it is transferred from CardScan.

To choose how cards are transferred:

¢ Choose File/Setup... from the Address Book menu.

¢ Click the General tab.

¢ Enable or disable the following Components and Options settings:

Option Description

Confirm business As each business card is transferred to DeskTop Set, its Page
card information =~ Name and Number will be displayed, giving you the chance to

edit them first.
Show scanned When this option is checked, the new entry’s Folder will open
business card after the business card is transferred. This is useful for verifying

the transfer, or adding additional information to the new record.

CardScan Options

Please review the CardScan documentation prior to transferring cards to DeskTop
Set. The following instructions assume that CardScan, and your scanner, are prop-
erly installed, configured, and that you are able to scan business cards into CardScan

properly.

Transferring Business Cards to DeskTop Set

Using CardScan’s Transfer Feature

CardScan 2.1 and 3.0 allow you to transfer cards directly into DeskTop Set.

To transfer your CardScan entries at once:

¢ Choose File/Transfer... from CardScan’s menu.

¢ Choose which cards you want to transfer in the Transfer: drop-down list.

¢ Choose DeskTop Set 6 in the list of applications. and click OK.. CardScan will begin
transferring the cards into DeskTop Set.
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¢ If you have chosen to verify each card, or to view each new record’s Folder as it is
created, vou will be able to verify each card as it is transferred. For more informa-

tion on these options, “DeskTop Set Options” on page 426.

¢ When the transfer is complete, CardScan will display a confirmation screen.

To transfer individual cards:

¢ Once you've performed the above procedure, CardScan will place a large Transfer
button in its window:

2 CardScan - Untitled
File Edt Sot Card Yiew Help
P 4 BP0 LB EOP G R SYHY

All & 8 O

M= E3

WX Y 2

guicksearch: [ |

MHame Konstantin Monastyrsky
Title President
Compary Okna Corporation

5. 61 Paramus Road
Addess B ramus, NJ 07652

Fhuote [201] 909-8600
Fax [201] 909-0688

Other

I [~ Werified

'S

Hearestanbr voraslvra o
Fragidar:

o o

Clera Goperaline Tel 271-8784500, Est -05
1# Howwe Do MR, Bailie 202 T 2019090686
PemTns fu, (7652 CET1420.3 18

Transfer

|Elick the left mouse button to zoom in.

| Thur, May 23, 4:58 pm

Click here to transfer this
record into DeskTop Set.

¢ To transfer the card you are currently viewing, click the Transfer button.

¢ CardScan will begin transferring the cards into DeskTop Set.

¢ If you have chosen to verify each card as it is imported, or to view each new
record’s Folder as it is created, you will be able to verify each card as it is trans-
ferred. For more information on these options, “DeskTop Set Options” on
page 426.

¢ When the transfer is complete, CardScan will display a confirmation screen:
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Using the CardScan 3.0’s Export Wizard

CardScan provides a Transfer Wizard to lead you through transferring your cards
into DeskTop Set. You can run this Wizard to transfer your data to DeskTop Set:

To run the Export Wizard:
¢ Run CardScan.

¢ Run DeskTop Set, and open the Address Book you wish to transfer the informa-
tion to.

¢ From the CardScan menu, choose File/Export. The Export Wizard window
appears, simply follow the prompts to perform the transfer. For more informa-
tion on the Export Wizard, click Help, or see your CardScan documentation.
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Exchange

DeskTop Set’s integration with Microsoft Exchange lets vou send e-mail right from
DeskTop Set. If you prefer to compose your e-mail in Exchange, you can also set
Exchange to use your DeskTop Set address book as its own, so you do not have to
enter your names and e-mail addresses into both applications.

Preparing Exchange to use DeskTop Set

Before vou can use DeskTop Set and Exchange together, you’ll need to configure
both programs so that they recognize each other:

Installing Microsoft Exchange

Exchange is available to all Windows 95 and Windows NT users, and can be
installed from your Windows CD-ROM. If you do not already have Exchange
installed and working, please see your Windows documentation for assistance. If
vou are new to Exchange, please be sure the program is working properly on its
own before configuring it to work with DeskTop Set.
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Check this option to
install DeskTop Set’s
Exchange support.
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Installing DeskTop Set’s Exchange Support

When vou first install DeskTop Set onto your Windows 95 or NT machine, you are
presented with the option to install support for Exchange. If you chose to install
Exchange during the installation, please skip this section and continue with “Adding
a DeskTop Set profile to Exchange” below.

If you did not install Exchange support during DeskTop Set’s installation:

¢ Click the Windows 95 or NT Start menu.

¢ Select Programs/DeskTop Set/Accessories/Windows 95 Setup. The Windows
95 Setup window will appear:

Windows 95 settings for DezkTop Set

[ Create application sharteuts “’»ik [~ Start Alarm manitar along
on the Windows desklop N I with windows 95

™ Ingtall templates
for Microzoft Ward

[™ Create a DeskTop Set folder
an the Windows dezktop

DeskTop? [ Create a DeskTop Set
Start menu graup
] Start

interfaces

™ Ingtall pre-recorded voice prompts
for DezskTop Set-by-Phone

™ Ingtall 1.5, Robotics Pilot support

LCancel |

The Windows 95 Settings can be used to install these DeskTop Set features at any time.

¢ Check the box next to Install Microsoft Exchange Interface.
¢ Click OK.

DeskTop Set will begin installing support for Exchange. You'll receive a confirmation
message when the installation is complete.

Once this installation is done, you are ready to configure Exchange to use your
DeskTop Set address book.
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Adding a DeskTop Set profile to Exchange

Before you can use your DeskTop Set address book in Exchange, you must configure
Exchange to recognize DeskTop Set. You must also select which of your address
books Exchange will use, so you should have at least one DeskTop Set address book
(event if it is empty) before proceeding.

To add DeskTop Set's Address Book to your Exchange profile:
Click the Windows Start menu, and select Settings/Control Panel.
Double-click Mail and Fax to open the control panel.

Click the Add button.

Highlight DeskTop Set Address Book.

Click OK.

Click Available books.

Highlight the address book file you want to use in Exchange.

Click Select, and then OK.

Click OK again to exit Exchange's Properties window.

®* & & & O O o o o

If Exchange is already running, you must exit and restart it to use these new set-
tings. Once Exchange is restarted, you are ready to begin using your DeskTop Set
information in Exchange.
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E-mailing from Exchange

If you have already been using Exchange to send e-mail, you can continue e-mailing
exactly as you did before, using the addresses in your DeskTop Set address book.

To send e-mail from Exchange:

¢ Run Exchange (vou can do this by double-clicking the Inbox icon on your Win-

dows desktop.

¢ Select Compose/New Message from the menu bar. The new message window
appears:

B% Mew Meszage - Windows Mezsaging H=] E

Fie Edit Yiew Inset Fomat Tools Compose Help

=|Q|S| & m(@| @leol= o) ] el

[l = TR E = B
IE]
=

Subject: I

N
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¢ Click the TO button to select a recipient. The Address Book window appears:

Address Book E3

Shiow MNames from the:
Tupe Mame ar Select fram List:
I Message recipients:
Stem, Michael & 7o ||Tavlor Kevin =l
Symantec Corporation
Tandy Radio Shack
T aplor, Edward
T aplar, Mary =
Technics
Ticketmaster Chicaga Co-» ;I
Toshiba America, Inc.
Trawvel =
Union Square Café
United Airlines & Urited Exor T
1 i > =
MHew... | Froperties | Find... | Send Dptions... |
Ok, I Cancel | Help |

¢ Scroll through the list to find a name, or use the Search box at the top of the
screen. Highlight the person you wish to e-mail, and click the To button to move
them to the Message Recipients list.

¢ Click OK. The e-mail editor appears:

B October Sales Meeting - Windows Messaging [ _ (O] |
File Edit “iew [nzert Formgt Tool: Compose Help

=|l|S| & [m|e| mlelos e ]
[srial =l o = B|1|g| = =
To.. ||Tagl0r K.evin

Ce.. ||

Subject: IElctober Sales Mesting
Kewin: ;l

Just a guick note to remind you about the upcoming Sales meeting,
Wednesday, October 15th. We'll need the quarterly reports, as well as next
year's Marketing budget.

Thanks!

N
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¢ Type a Subject and a message into the appropriate fields. You can also apply spe-
cial formatting and spell checking when you are finished; for more information
on these features, see the Windows Help file or your Exchange documentation.

¢+ When vou are finished composing the e-mail, choose File/Send from the menu
(vou can also press Ctrl-Enter to send the message). The message will be sent,
and your list of mailboxes will appear. Double-click the Outbox to see your outgo-
ing messages:

.E' Outbox - Windows Meszaging
File Edit “iew Toolz Compoze WinFax Help

S &l S| slelel BlE] 2l

@ Windows Messaging '|E|Ql To | Subject | Sent © | Size |
=t ]9 Personal Folders =] Tk A Sty St Mo G AT LAY A | :I

{1 Deleted Items

A2 Inbox

B

w2 Sert Items

= ;l_l

[1 Item i

To send your e-mail
¢ Select Tools/Deliver Now from the menu.

¢ Depending on how you have Exchange configured, your service provider’s logon
screen will appear. For more information on setting up your service provider to
work with Exchange, please consult Exchange’s documentation.

E-mailing from DeskTop Set

You can also choose to compose an e-mail right from DeskTop Set. This saves you a
step, since vou do not have to run Exchange to compose the e-mail.

Entering e-mail addresses in DeskTop Set

E-mail addresses can be entered into a contact’s address book folder. DeskTop Set
divides e-mail addresses into two parts: a Service Name and a Routing Address. The
Service Name is used to store the type of e-mail service, such as Compuserve, SMTF,
MCI, etc. The Routing Address is used to store the person's actual e-mail address,
such as Help@Okna.com, Mwalker@msn.com, Brt330@abc.edu, etc..
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To enter an e-mail address into DeskTop Set:

¢
¢
¢

Create a new folder by double-clicking a blank line in Address Book or...
Double-click an existing entry to open their Folder.

Click the Record tab at the top of the Folder, and the All filter tab at the bottom of
the Folder.

Enter the Service Address, or choose one from the drop-down list.
Enter the Routing Address in the space to the right.

(E-mail addresses can also be entered on the Misc. filter tab, at the bottom of the
Folder).

Close the Folder to save your changes.

Importing e-mail addresses from Exchange

As you use Exchange to read new e-mail, you will likely receive mail from people
who are not yet entered into your DeskTop Set address book. When this happens,
you can easily import the person’s name and e-mail address into DeskTop Set.

To import a name and e-mail address from Exchange into DeskTop Set:

¢

While reading the e-mail, select Tools/Export e-mail address from the Exchange
menu.

In Address list, select the person you want to import.

Under Page name, type the person’s name as you want it to appear in DeskTop
Set’s Page View.

Under Address book, select the DeskTop Set address book that you wish to import
this person’s information into.

Click the Add button. The person’s name and e-mail address will be added to
DeskTop Set.

Composing e-mail in DeskTop Set

Once a person’s e-mail address has been entered into their DeskTop Set Folder, you
can send them an e-mail right from DeskTop Set:

¢
¢
¢

Highlight the person’s name in Address Book.
Choose File/Send e-mail from the menu. The e-mail editor appears.

Type a Subject and a message into the appropriate fields. You can also apply spe-
cial formatting and spell checking when you are finished; for more information
on these features, see the Windows Help file or your Exchange documentation.

When you are finished composing the e-mail, choose File/Send from the menu
(you can also press Ctrl-Enter to send the message). The message will be sent,
and your list of mailboxes will appear. Double-click the Outbox to see your outgo-
Ing messages:
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.E' Outbox - Windows Messaging
File Edit “iew Toolz Compoze WinFax Help

e &l alx| sl alol vl

@ Windows Messaging
B} Personal Folders
{1 Deleted ltems
£ Inbox
S

L2 Sert Items

[t =al@] 1o

| Subject

| Sent T

=] T Kess

Loty St Moy

G TN

=l

|1 Iterm

To send your e-mail
¢ Select Tools/Deliver Now from the menu.

¢ Depending on how you have Exchange configured, your service provider’s logon
screen will appear. For more information on setting up your service provider to
work with Exchange, please consult Exchange’s documentation.
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