CORRECTIONS TO THE OWNER’S MANUAL

The Owner’s Manual is for version 2.0. It does not cover
version 2.04. However, 2.04 does not alter any of the basic
operations. When you have leamned those operations using this
manual, then tum to the 2.04 addendum that came with the manual.

Page 1-3, last paragraph. No Quick Start Guide is included.

Page 3-29, second paragraph, last line. It should read:
“following the », and click Enter:” The caret in the manual should
point the opposite direction. The illustration at the right of page 3-29
shows where your preset text should be entered.

Page 5-49, the chart showing the logic operators that may be
used as search criteria. The second listing—

= =ABC Exactly to ‘ABC’, note spaces
should read

= =ABC Exactly equal to ‘ABC’ including any spaces
In other words, “=ABC” will not match “ABCD"” or “AB C.”

Page 2-15, instructions for starting your own C+A«T database.
The “Quick Stant” files referred to here are no longer included. (The
“preset report formats™ discussed in the final paragraph are now
included in C-A-T itself.) Whether you are working from a hard disk
or a 3.5" disk, follow these instructions:

1. Click the C-A-T icon (shown at the right of page 2-15) to select .

2. Pull down the File menu and select “Open.”

3. When C-A-T presents a menu of {iles to load, click “Cancel.”

The final paragraph is still accurate if you begin reading at “Regard.”

Page A-1 (in Appendix A), “Via Excel.” Other spreadsheets,
some of them considerably less expensive than Excel, can be used
for these operations. A good altemnative is MacCalc (from Bravo
Technologies, sold by Chang Labs). The commands in the Owner’s
Manual are Excel commands. The manual of your spreadsheet will
tell you what 1o use instead.

Page A-4. The error is in the list of formulas. The second
formula should read:
cell C1 contains: =SEARCH(" ",A1,B1+2) {ind the 2nd space
following the comma
BLANK SPACE

continued on back



Page A-5. After the first paragraph, add another paragraph that
reads:

(13
L ]

At the left of the lefimost cell of your first row, insert a
command telling C+A«T which window to open. If the
row contains account data, the command is {1}. 1f the
row contains contact data, the command is {3}. If you
have several rows of account-window data, put the {1}
only in the first row. Same with contact data—if you
have several rows of it, put the {3} only in the first
row.”

Appendix A: Import/Export (in general). If you need more
instruction for this operation than the manual provides, we have a
booklet called “Importing Data to C+A«T.” It illustrates each step
and discusses the Excel commands used to reorganized data before
import.

Page D-1 (in Appendix D). The command “Run Micro” should
read “Run Macro.”

Please note our new address and phone number below. The
numbers listed at the front of the manual are no longer in service.
We no longer have any toll-free numbers for technical support. (The
registration card in your manual has our old address, but you do not
need to correct it—the card will be forwarded.)

Chang Labs
3350 Scott Bivd., Bldg. 25
Santa Clara, California 95054
(408) 727-8096
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C.A-T Version 2.04
Addendum to the Owner’s Manual

Throughout this addendum, instructions are indicated by an arrow =,

I. Mailing Labels and Envelopes on the LaserWriter

It is now possible to print mailing labels and envelopes on Apple
laserwriters. It has always been possible to print labels on an ImageWriter,
and the instructions for doing so (found in the Owner’s Manual) are un-
changed. Here are instructions for printing on laserwriters.

Printing Mailing Labels

You can print on strips of labels or on 8-1/2" by 11" sheets of
them—whatever will go through your laserwriter. Most stationery stores
have labels designed for copiers and laser writers. An efficient method is
to use 8-1/2" by 11" sheets which have 33 labels—three across and 11 high.

Printing to the Edges of the Sheet—The laserwriter normally will not
print out to the edges of a sheet of paper. It leaves a margin on all sides of
3/8 inch. You can narrow this margin—to 1/8 inch at the top and bottom,
and 1/4 inch at the left and right—as follows:

= Pull down the “File” menu and select “Page Setup.” The LaserWriter
Page Setup dialog box will appear:

LaserWriter Page Setup 52

Paper: ® US Letter O A4 Letter O Tabloid
QUuS Legal QO BS Letter

Reduce or Printer Effects:

Enlarge: (X Font Substitution?
Orientation (X Text Smoothing?

1 @ & Graphics Smoothing?

I (X Faster Bitmap Printing?

w Click the Options button. The LaserWriter Options dialog box will
appear (see page 2).
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LaserWriter Options 5.2
[J Flip Horizontal

[J Flip Vertical
O Invert image

[J Precision Bitmap Rlignment (4% reduction)

(X Larger Print Rree (Fewer Downloadable Fonts)
[ Unlimited Downloadable Fonts in a Document

mar
o

w  Click “Larger Print Area.” Then click “OK.”
®  You will be returned to the Page Setup dialog box. Click “OK.”
Determining What Is Included on the Labels—Here are the steps:

®» Pull down the “Edit” menu and select “Label Options.” The Label
Options dialog box will open.

w Click whatever in-

formation you )
want to include. Label Options: Check the
Then click “OK.” lines to include.
In order to include I First Last Name/Mall Stop
a country name on your .
labels, it was formerly I Title
necessary to set one of & Account Name
the ‘“Preferences” (on I3 Address
the “Edit” menu). That )
is no longer necessary. (< City, State and Zip
Assigning Fonts, Sizes, X Country
dresses

You can assign
one font (in any size and style) for the name, mail stop, and title; another
font for the account name; and a third font for the street address, city,
state, Zip, and country.
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» Pull down the

“File” menu and

« N Set Format: Select the type
select “Set For- A of reports to format.

mat.” The Set For-

mat dialog box (Letters/Notes )

( Reports )

will appear.

Click  “Travel || ( Travel Size |

( Full Size

Size.” The Report
Format dialog box

will appear (see

below).

The type for the name, title, and mail stop are controlled by the
“Body of Report” setting. The account name (i.e., the company name) is
controlled by the “Company” setting. The rest of the address (street, city,
state, Zip code, and country) is controlled by the “Address” setting.

ﬁ REPORT FORMAT: Select sections to

OXOO ®KXO

change. Set font, size, style. Click
SET. Click OK to exit.

Report Title
Company
Address
Column Header Amount
Subtitles
Body of Report $,000.00
Subtotals 5,000.00

New York
Seattle
Storybook

Z2apf Dingbats

(clear ) (0K ) Left Margin[1.00

O9 [JBold

® 10 [ Italics

O 12 [JUnderline
QO 14 Joutline
QO 18 [JShadow
O 24 [JCondense

QO Custom |6

Top Margin|1.00
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The illustration on page 3 shows all three of these settings being set to
10-point Times. That is a good setting to use. Times is the narrowest font
in general use, and 10-point type is about as small as you’d want to go.
Using this combination will squeeze five-line addresses on a one-inch-
high label, and very few lines will be truncated.

® Click the boxes next to “Company,” “Address,” and “Body of Re-
port.” (Note that the boxes are not exactly opposite those words.)

® Click on “Times” in the list of fonts, Click the button next to “10.”
Then click “Set.” Your screen should now look like the illustration on
page 3.

Do not use the margin settings at the bottom of the window. The mar-
gins for labels and envelopes are set in the Print Mailing Labels dialog
box, discussed below.

» Click “OK.”

Determining Which Addresses Are Printed—This is unchanged. You
may print labels for a members of a “view” or labels for listings in the
Events Snapshot window.

Labels for a View:
% Display a view in the Account List window.

» If you want a person’s name on each label, look at the contact list for
each account. At least one contact at each account should be checked.

Note—Formerly it was necessary to link one contact to each account. Oth-
erwise no label would be printed. (This is still true with regard to other op-
erations, such as using the “Mail Merge” or “Clone Events” commands.)
Now it is optional with regard to labels. Even if no contact is check-
marked, a label for each account will be printed.

% When you use the “Print” command on the “File” menu (see page 5),
click the option “Labels for View.”

Labels for the Listings in an Events Snapshot:

% Use the button settings to display a list of events. A label will be
printed for the contact involved in each event.
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® When you use the “Print” command on the “File” menu (see below),
click the option “Labels for Snapshot.”

Printing Out the Labels—The Print Dialog Boxes
When you have completed the setup steps discussed above—
® Choose “Print” on the “File” menu. This dialog box will appear:

Check all reports & options:
Contacts in Current View:
(O bDossler (O Al dossiers option
(O Travel size Dossier X Labels for View
[J Custom Account #1 [J Custom Account #3
[(J Custom Account #2 [J Custom Rccount #4
Event Snapshot:
(O Calendar {0 Travel size Calendar
[JCustom Event #1 [J Custom Event #3
] Custom Event #2 [J Custom Event #4
OLetter/memo/note (] Al Notes
[] Lookup Value List (] Labels for Snapshot
[ Activity List

® If you are printing from the Account List window, click “Labels for
View” (as shown above). If you are printing from the Events Snap-
shot, click “Labels for Snapshot.”

® Click “Print.” The laserwriter setup dialog box will appear (see page
6).
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LaserWriter “Laserillriter 11 NT”

5.2
Copies:| (M| Pages:® All O From: | | To: | |
Cover Page: ® No QO First Page O Last Page
Paper Source: O Paper Cassette ® Manual Feed

You may want to select “Manual Feed.” If your labels are not on
8-1/2" by 11" sheets, you should select it.

w  Click the button labeled “Manual Feed.” Then click “OK.” The Print
Mailing Labels dialog box will appear.

‘ Print Mailing Labels

Width Height
2.83 1.00

Left Margin Top Margin
0.00 0.00

Labels Across
3

This is where the margins are set. The settings above are correct for a
sheet of labels 8-1/2" by 11" with 33 labels, three across and 11 high.

Width is measured from the left edge of one label to the left edge of the
next label—i.e., the width of a single label plus any space between labels.
If you use strips of labels with only one label across, this measurement is
irrelevant.
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Height is measured from the top edge of a label to the top edge of the
label below—i.e., the height of a single label plus any space between la-
bels.

Left Margin is measured from the left of the usable print area, not the left
edge of the sheet. If you selected a larger print area (see “Printing to the
Edges of the Sheet” on page 1), and you now enter a left margin of 0.00",
printing will begin 1/4" from the left edge of the sheet.

If you are using strips (rather than sheets) of labels, setting the left
margin takes a little thought. Determine whether your laserwriter has plas-
tic guides for narrow paper or envelopes. If not, then set the left margin as
indicated above. Then, when you insert strips of labels, insert them at the
left side of the paper-feed slot.

If your laserwriter has plastic guides (so that narrow strips are insert-
ed in the middle of the paper-feed slot), calculate the left margin using this
formula:

8.5 — Label width
2

The label width should be the exact width of the label, not including any
margin between the edge of the label and the edge of the strip. If your la-
bels are 3.5" wide (a standard width for pin-feed strips), then the left mar-
gin setting should be 2.5" (8.5 -3.5=5.0/2 =2.5).

Top Margin is measured from the top of the usable print area, not the top
edge of the sheet. If you selected a larger print area (see “Printing to the
Edges of the Sheet” on page 1), and you now enter a top margin of 0.00",
printing will begin 1/8" from the top edge of the sheet.

Left margin =

Labels Across is the number across the sheet. The maximum is 99.

» Enter the dimensions of your sheet (or strip) of labels. If you are just
experimenting, enter the dimensions in the illustration on page 6.

Sorting Labels Alphabetically, by Zip, Etc.—This is a new feature. It is
available only if you are printing from the Account List window. If you
print from the Events Snapshot, the Sort button will not be available. Your
labels will print out in the chronological order of the events.

® Click the “Sort” button. The Sort dialog box will open (see page 8).
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To sort by account is to arrange the la-
bels in alphabetical order according to ac- SORT BY:

count name. To sort by city, state, or alias is ® Account
also to arrange the labels alphabetically ac- O City
cording to those items. To sort by Zip Code O state
is to arrange the labels numerically, in Zip O zip
Code order. !

O nlias

w Click one of the sorting buttons. Then

click “OK.” -)

® You will be returned to the Print Mail-
ing Labels dialog box. Click “Print.”

w If you clicked “Manual Feed” above (page 6), go to the laserwriter
and insert a sheet or strip of labels. Use the plastic feeding guides, if
present. Otherwise, insert the labels at the left side of the feed slot.

Hints on Saving Labels—(1) Until you become familiar with these steps,
print out the first page of addresses on paper. Then hold that paper up to a
sheet of labels and observe whether the two match. This method saves a
lot of labels.

(2) After a while, you’ll find that you have partial sheets of labels left
over. Using the margin settings (page 6), you can use these partial sheets.
For example, say that you have labels 1" high, and you’ve used the top
four rows. Enter a top margin of 4.00". Printing will begin down 4-1/8"
(4.00" plus the 1/8" unusable margin), or with the fifth row of labels.

If Your Addresses Don’t Fit on Your Labels—If the lines of your ad-
dresses are too long, enter a smaller type size or different font (see pages
2-4). If your addresses have too many lines, you can try to remedy this
with a smaller font or size. But you may have to include fewer options
(see page 2)—e.g., omit the title, or even the account name.

Printing Addresses on Envelopes

The procedures just discussed apply to envelopes as well. This sec-
tion will briefly restate those procedures, focusing on the differences from
the label procedures.
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Page Setup—When we printed mailing labels, we used the Page Setup
command to enlarge the print area. That is not necessary with envelopes.
However, we still want to use that command:

»

Pull down the “File” menu and select “Page Setup.” The LaserWriter
Page Setup dialog box will appear.

The dialog box is illustrated on page 1. Note, in the lower left corner,

the word “Orientation” above two icons.

»

Click the icon on the right. The lines of printing Orientation
will now be parallel to the direction of the paper as t 3 :

it passes through the laserwriter. i !
Click “OK.”

Pull down the “Edit” menu and select “Label Options.” When a dia-
log box appears, click next to the information you want to include.
Then click “OK.”

If you want to change the type font or size, pull down the “File” menu
and select “Set Format.” When a dialog box appears, click “Travel
Size.” When the Report Format dialog box appears, make any
changes you wish; then click “Set”; then click “OK.”

Display a view in the Account List window (or a list of events in the
Events Snapshot window).

Pull down the “File” menu and select “Print.” When a dialog box ap-
pears, click to select “Labels for View” (or “Labels for Snapshot™).
Click “Print.”

When the laserwriter setup dialog box appears, click the button for
“Manual Feed.” Then click “OK.” The Print Mailing Labels dialog
box will open (see page 10).

The Width setting is not important for envelopes. It could be 0.00" or

21.00".

The Height setting is slightly more important. The exact value doesn’t

matter so long as it is over 3.3". (With values under 3.3" you may get a
second address printed at the bottom of your envelope.)
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‘ Print Mailing Labels

Width Height
11.00 8.00

Left Margin  Top Margin
4.00 4.00

Labels Across
1

The Left Margin setting should probably be 4.00". This is the dis-
tance between the left edge of the envelope and the left edge of the ad-
dress. In a way, this is the envelope’s “left margin.” The margin will
actually be slightly larger—either by 1/4" or 1/8" (as discussed on page 1).

Here’s how to calculate the Top Margin setting. The manual paper
feed slot on laserwriters is 8-1/2" wide. You will insert envelopes left edge
first into this slot—therefore, the top of the envelope will be toward the
right of the feed slot. The Top Margin setting will determine the distance
between the right hand side of that slot and the top of the address.

Many laserwriters, particularly older models, have no plastic guides
for envelopes (or other narrow paper). In this case, envelopes should be in-
serted at the right side of the feed slot. The Top Margin setting will simply
be the distance between the top edge of the envelope and the top of the ad-
dress—probably 2.00".

If, however, your laserwriter has sliding plastic guides, the setting
should be about 4.00", as shown above. Here’s why: When the guides are
adjusted for envelopes, they are close to the center of the feed slot. When
you feed an envelope into the laserwriter, the top edge of the envelope is
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about two inches from the right edge of the feed slot. The setting of four
inches consists of those two inches (to reach the edge of the envelope)
plus two more inches (to place the address in the center of the envelope).

It is less expensive to experiment with plain paper.

w If your laserwriter has plastic manual-feed guides, enter the settings
shown on page 9. If your laserwriter has no such guides, still enter the
settings on page 9, except enter a Top Margin setting of 2.00".

Just as with mailing labels, you can sort the order in which addresses
print out—but only if you are printing from the Account List window.
(See page 7, “Sorting Labels . .. .”)

» (Click “OK.”

®  Go to the laserwriter and begin inserting envelopes using the manual
feed slot. Allow two or three seconds between envelopes.

General Computer’s Personal Printer
This printer is now supported by CeAsT.
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ll. Expanded Autodial Compatibility
Setting Up for Autodial

C+A-T is now compatible with many more modems and with the
AT&T 7403-D, 7405-D, 7406-D, 7407-D voice terminals. A new dialog
box has been added for modem settings.

» Display any account in the Account window (or any contact in the
Contact window, or any event in the Event window).

®» Pull down the “Action”

menu and select “Dial.” .
The first Dial dialog box Dial:
will appear: 915-245-2548
w Click “Option.” Another .
dialog box will appear (see (Loption ] (cancel ]
below).

As before, you
enter your own local
area code in the top Dial Options:

box. Later, when you Local Rrea Code: 408
dial a number, CeA-T

notes  whether  the Dial for outside line: |9,
number begins with Long distance: 9,1-

the local area code. If

50, CeA+T will omit it. O sSpeaker (tone dialing)

The next box is @ Modem (tone dialing)
1 H -
for any preamble re- (O Modem (pulse dialing)

quired to get an out- (Modem]  (cancel )

side line. The comma
represents a 2-second
pause. The bottom box is for any preamble required to place a long-dis-
tance call. It should begin with the preamble to get an outside line.

Below the preamble entry boxes is a column of buttons. These are the
three dialing options. The “Speaker (tone dialing)” option uses the Macin-
tosh to generate audible tones recognized by some telephones. The
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“Modem (tone dialing)” and “Modem (pulse dialing)” are for use with
modems.

Determining Whether You Can Use Speaker Autodial—The audible
tones generated by speaker autodial are recognized by analog telephones.
Typically these phones are used in small businesses or homes. They are
not used in larger companies that have digital PBX systems.

You can test compatibility of your phone with speaker autodial by
holding the mouthpiece of the phone next to the Macintosh speaker. Then
display a phone number, as detailed above; select “Dial” from the “Ac-
tion” menu; and click “Dial.” If the phone responds (i.e., if the dial tone
stops), then you can buy an inexpensive product, such as Hyper Dialer,
which connects the speaker jack on the back of your Macintosh to your
phone. (In effect, the Hyper Dialer is a remote speaker that moves the au-
dible signals closer to the mouthpiece of your phone.)

Modem Settings—Check your phone system (not your modem) to find
out which setting is appropriate, pulse or tone.

® Click either the “Modem (tone dialing)” or “Modem (pulse dialing).
Then click the button labeled “Modem.” The Modem Options dialog
box will appear:

Formerly the o
preamble was preset to Modem Options:
work with Hayes (or Dial Preamble: ATS0=0DT
Hayes-compatible) Dial Preamble/Pulse: [ATSO=0DP
modems. Now you can ) -
set the preamble to Dial Postamble: ;
work  with  other
modems or phone sys- ® 1200 Baud

O 2400 Baud

tems that support digi-
tal terminal equipment O 9600 Baud

(DTE). Check the

owner’s manual for
your modem and/or
phone system to learn
the protocols necessary for autodialing.
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Preamble—This instructs the modem or phone system to prepare for dial-
ing. Once the preamble is complete, C+A«T will use the dialing sequences
entered earlier (see the Dial Options dialog box on page 12) to find an out-
side line and dial the number. Then comes the—

Postamble—This is the sequence needed to relinquish control of the
phone system. (Additional information on pre- and postambles is found
below.)

»

»
»

If you have a tone phone system, use the box labeled “Preamble.” If
you have a pulse phone system, use the box labeled
“Preamble/Pulse.” Enter the correct preamble for your modem/phone
system.

Use the box labeled “Postamble” to enter the correct postamble for
your modem/phone system.

Set the appropriate baud rate for your modem—1200, 2400, or 9600.
Click “OK.” '

Miscellaneous Modem Notes

14

C+A-T is preset for no parity.
C-A-T will work without change with Hayes (and Hayes-compatible)

modems. It may be necessary to preset certain modem switches so
that dialing works properly.

Hayes modems accept the , (comma) character, which sends a two-
second delay during dialing. They also accept the P and T characters
for mixed mode dialing. These characters may be inserted in the pre-
fix for accessing outside and long-distance lines.

Hyphens, parentheses, and spaces may be used within numbers. They
are ignored when dialing.

For most AT&T phone systems, replace both the preamble and the
postamble with the BREAK character (entered by typing Control L).
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. Other Enhancements

International Features

Several non-English language versions of C+A«T have been created.
They allow a variety of formats for addresses, monetary amounts, dates,
and time. Most of these features, however, depend on using the Apple sys-
tem files specific to particular countries. If you do business extensively
with France, Italy, or the United Kingdom, call Chang Labs and ask for
details about these special versions of C*AsT.

Two international features are available to users of the standard En-
glish-language CsA+T—calculating without a dollar sign, and including
European characters in account or contact names.

Calculating Not in Dollars

As it always has, C+A«T performs calculations entered in the Event
window. For example, if you type “3@$4.50-10%" in the notes area of an
Event window, C*A«T will understand that you mean “3 items at $4.50
minus 10%.” If you then click the Calculation button, the result ($12.15)

will be displayed:

Contact: Beu X Beulah Breitmeier

Breitmeier & Schumann/Odessa
Activity : l mox Customer : Merchandise Orderé
Calculan:on / Q ENTER
»Shipping ¢ Calculation button 7
Result of calculation CLERR

Formerly this function worked only if the calculation included a dol-
lar sign ($), as shown above. Now the function will operate if—

e the calculation includes a dollar sign ($); or

e the calculation includes a pound sign (£), entered by holding
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down the Option key and then typing “3”; or

e the calculation is preceeded by an equal sign (=).

Sorting Names With International Characters

You may include international characters in contact or account
names, for instance: “Miiller A.G.” or “Comédie-Frangaise.” CeA-T ig-
nores all inflection marks when alphabetizing. For example, ¢, é, and é are
treated as if they were the same.

Using an Alias to Search for a Contact Name

Let’s assume you have a contact named Joseph Argyle, and his alias
is “Whizzer.” Formerly, when using the heavily outlined search boxes (at
the top of the Contact window or the top of the Event window), you could
search for a contact name using the first or last name.

In other words, to search for Mr. Argyle, you had to type either “Ar-
gyle, Joseph” or “Joseph Argyle.” Now C+A+T lets you also use the alias
in place of the first name. You can search for Mr. Argyle by typing any of
the following:

Argyle, Joseph
e Joseph Argyle

Argyle, Whizzer

Whizzer Argyle

Event Lists Now Include Preset Text

Now, when you print event lists, each event will include both the pre-
set text and the text unique to that event. Form letters will print out in their
entirety, and questionnaires will include the questions (preset text) as well
as the answers (unique to each event).

Automatic Backup (Partial)

CeA+T can be used with multifinder. However, experience has shown
that occasionally multifinder will give you an “UNEXPECTED QUIT” mes-
sage. When this occurs, it not only loses what you're working on, it also
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kills one of the two disk files containing your database. The one it destroys
is the one without the -NOTES suffix. Therefore, every time you save your
database, C+AT now automatically creates a backup only of the file in
jeopardy. If such a crash occurs, you will lose any work done since the last
save; but you will not lose your most of your database.

This is not the same as backing up your entire database. To back up
the entire database, you should also create a backup of the -NOTES file as
well.

o K
o* 0.0 o
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Why you should send in your
registration card today

lst

CHANG LABS PRODUCT SUPPORT PROGRAM

At Chang Labs, support is as important to us as a great product, and we’re

committed to providing a high level of customer service and technical support for our
registered users. We want you to get the most from C+A-T, and we would like to help
you.

If you should have a technical question or a problem, we strongly suggest that you
consult your manual first. Our experience has shown that it usually contains the
answers to most of your questions. If you still need assistance, call our Technical
Support Department from 8:00 A.M. to 5:00 P.M., Pacific Time, Monday through
Friday (excepting national holidays). The telephone number is (408) 727-8096.
Please remember to have your Customer I.D. number handy when you call. We will
send you that number when we receive your registration card.

The first 90 days of support are free, as long as you are a registered user. To receive
support after that, you can purchase our Extended Support Policy (see the back of
this card). :

an

C-A-T PRODUCT UPGRADE PROGRAM

We’re always working to improve our software and to protect your software
investment. The only way to be certain of learning about upgrades is to return your
registration card. These notices will give the price of the update, a list of
enhancements, and ordering instructions.

Im I, ramicotarard nwarnonre warill rornainnvn tarnhninal ecr1ismnart andA



Extended Support Policy

; Use this card to order Extended Support. You can order now and we’ll start the policy
: at the end of the first 90 days of free support. Or you can save this card and wait until
the 90 days is over. We’ll send you a notice at that time.

For the annual fee of $75, you will receive:

® Technical Assistance on all Chang Labs products, even programs you purchase
after the policy is in effect.

® Telephone access to a C+A«T technical expert for one year, for answers to your
questions.

® A discount on the replacement cost if your C+A+T master disk is accidentally
damaged during the 12 months. You pay just a $15 handling charge.

®* 50% off the cost of new versions as they are released.

Name

; Company

: Address

I City State Zip

' Method of Payment: 1 Visa [ Mastercard [ Check (payable to Chang Labs)
‘ Card number Expiration Date

Name on card (if different)

Authorizing signature

! Note: Site Licenses for C-A-T are available.
. Call (408) 727-8096 for more information.




Registration Card

Please complete and return this card before
using your new product. You can obtain
telephone technical support only after

sending in your registration card. Serial Nﬁmber
(from label of the C*A*T Program Disk)
Please print or type

Name Title

Company name

Address

City State Zip
Telephone

Date of Purchase / / Purchased from

City State Zip
Number of employees in your company

How many Macintoshes in your location? in your company?
How many other PC’s in your location? in your company?

What general category covers your job (sales, marketing, legal, etc.)?

What sort of work do you actually do?

How did you learn about C+A+T (store, friend, review, ad, etc.)?

If you learned about C+A«T from an ad, where and when did it appear?

What feature(s) persuaded you to try CeA«T?

What improvement/problem do you hope to achieve/solve by using CeA«T?

Exi
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Addr
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Card
Nam
Auth
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End User License Agreement

NOTICE: CHANG LABS PROGRAMS (LICENSED PROGRAMS) ARE
SOLD ON THE CONDITION THAT THE END USER AGREES TO THE
FOLLOWING:

1.

This product, both in printed and program form, is protected by
United States and worldwide copyrights.

. Each program license granted under this Agreement authorizes the

End User to use the Licensed Program in any machine readable form
on any single computer system. A separate license is required for
each System on which Licensed Program will be used.

. End User may make copies of the Licensed Program for backup

purposes for designated system only. There shall be no more than
five (5) backup copies in existence under any license at any one time
without prior written consent from Chang Labs. Any further
copying is illegal.

. When End User receives this product from supplier, the purchase

acts as a license to use the Licensed Program. The Licensed
Program shall remain the property of Chang Labs. This license may
be revoked by Chang Labs at any time if End User is found to be in
breach of the copyright laws, any other statutes pertaining to
software use, or any part of this agreement.

. Chang Labs makes no warranties with respect to the Licensed

Program in the performance or accuracy of data of any kind; nor for
resulting consequential damages, whether through loss or inaccuracy
of data of any kind; nor for any consequential damages resulting
even if Chang Labs has been advised of the possibility of such
damages.

. Chang Labs may, from time to time, revise the performance of its

products and, in so doing, incur no obligation to furnish such
revisions to End User. (No update, customer service, or newsletter
distribution can be provided unless the enclosed Owner Registration
Card is on file at Chang Labs.)

. End Users should obtain customer service from the dealer or

supplier. It is Chang Labs' customary practice to provide reasonable
assistance and support in the use of products to its customers when
the question or problem cannot be resolved by the dealer.
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Before You Begin

Welcome to C.A.T., the relational database for managing your
Contacts, Activities, and Time.

This chapter provides:

A checklist of system requirements.

Instructions on how to make a working copy of C.A.T.
Instructions on how to install C.A.T. on a hard disk.
Instructions on how to make a backup copy of your data.
An overview of the manual.

C.A.T. supports the Macintosh 512E, Plus, SE, and II. The mini-
mum system requirements for using C.A.T. are:

® Two 800K drives or a hard disk.

* Any model of the ImageWriter or LaserWriter printers; an
ImageWriter is required to print mailing labels.

Before you begin to use C.A.T., make a working copy of the Master
disk. Never work with a Master disk. If your working disk is ever
damaged, you will have the Master to make another copy. Follow
the instructions below for your system configuration.

It is recommended that you set up a working disk that contains both
the program and data files.

* Initialize two blank disks and name the disk icons "C.A.T.
Work" and "C.A.T. Data Backup.”

Eject the disks and label them. Write the version and serial
numbers of the Master disk on your C.A.T. Work disk label.

® Write-protect and insert the Master disk in the internal drive.
¢ Insert the C.A.T. Work disk.

¢ Drag all icons from the Master disk to the C.A.T. Work disk.
* When the copy is complete, store the Master in a safe place.

Once you set up your own C.A.T. files, you can remove the tutori-
al's Sample files to free up space.

What You Need

Working Copy

800K Drives




Hard Disk Setup C.A.T. is not copy-protected and may be used on a hard disk with-
out a key disk. It is recommended that you make an extra copy of
the program for backup use.

® Start up your hard disk as usual. Create a folder to store your
C.A.T. files.

Initialize two blank disks and name the disk icons "C.A.T.
Program” and "C.A.T. Data Backup."

Eject the disks and label them. Write the version and serial
numbers of the Master disk on the C.A.T. Program disk label.

Write-protect and insert the Master disk in the drive.

Drag all of the files except the System Folder from the Master
disk to the hard disk.

When the copy is complete, C.A.T. will be installed. Eject the
Master disk and store it in a safe place.

To make a backup copy of the program, insert the C.A.T.
Program disk and drag the following files from the hard
disk to the Program disk: C.A.T., Sample C.A.T., and
Sample C.A.T.-NOTES.

Backing Up The Importance of backing up your data cannot be overemphasized.
The larger the {ile, the greater the loss If anything should happen to
corrupt your disk and/or data. Make a habit of backing up reguiarly,
perhaps at the end of each day.

When you finish a C.A.T. session, save your data on disk or on your
hard disk. Then exit the program and return to the Finder. Next,
follow the instructions given below to back up your data.

800K Drives * Your C.A.T. Work disk is in your internal drive.
* Insert your C.A.T. Data Backup disk in the external drive.
Drag your C.A.T. Data and C.A.T. Data-NOTES files from the
C.A.T. Work disk to the C.A.T. Data Backup disk.
Once the copy is complete, store the C.A.T. Data Backup disk in
a safe place.

Hard Disk Insert your C.A.T. Data Backup disk.
* Drag your C.A.T. Data and C.A.T. Data-NOTES files from the
hard disk to the C.A.T. Data Backup disk.
Once the copy is complete, store the C.A.T. Data Backup disk in
a safe place.

Chapter 1: Before You Begin




In chapter 2, "Learning C.A.T.," you learn the basic C.A.T. opera-  About this Manual
tions. You will learn how to load C.A.T., enter data, select and link
records, use C.A.T. windows, save data, and exit C.A.T.

Chapter 3, "Using C.A.T.," explains C.A.T.'s advanced operations,
step-by-step, and including examples.

Chapter 4 is a reference on "Printing Reports.” It includes a thor-
ough discussion of all printing options and shows examples. Tips
on printing problems are also provided.

Chapter 5 is the "Command Reference” which gives a complete
description of the every command in each of the main menus.

And there are five appendices:

¢ Appendix A explains how to import and export data. C.A.T.
supports data transfer from C.A.T. to C.A.T. and from C.A.T. to
other applications such as spreadsheets and word processors.

Appendix B lists all of the references available for preset text.
Appendix C describes how to print your own logo on reports.

Appendix D lists all keyboard commands (for people who prefer
using the keyboard to using the mouse).

* Appendix E explains managing C.A.T. files on multiple disks.

At the end of the manual, there is a glossary of terms and a com-
plete index to help you find the information you need quickly. The
table of contents is also a good source to locate information quickly.

If C.A.T. is the first database that you have encountered, start with  \Where to Begin
Chapter 2 and use the rest of the manual as a reference manual.

If you are a knowledgeable database user, start with the Quick Start
Guide and use this Owner's Manual as your reference.

Chapter 1: Before You Begin
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This chapter has three sections:

"The Joy of Managing" explains the relational power of CA.T. If
you are intrigued by technology and how it helps you to work
faster and with less restrictions, read this section. If you just want
to get started, then skip this section.

"Quick Clicks Tutorial” is a guided tour through the basic fea-
tures of C.A.T. using the Sample C.A.T. file.

"Entering Data" shows you a step-by-step guide for entering
your data into C.A.T.




The Joy of Managing

“In six months, I have collected 1,500 names, as well as 2,500 let-
ters, contracts, agreements, and other data -- all of them in C.A.T.
And I can retrieve any pertinent data in two seconds with a few
clicks of the mouse. My business life has changed.

"Writing letters is a snap (or more accurately, a click).

"Managing a seminar, a committee, a fund-raiser, or an asso-
ciation has become a trivial pursuit.

"Projects requiring coordination among 10 or 20 people are sim-
ple. I can send data to a spreadsheet or to an associate as easily as
saying ‘do it."”

This is what you'll be saying sooner than you think. C.A.T.releases C_A.T. is Relational
the power of relational databases. C.A.T. manages contacts (the

thousands of people you meet in any year), activities (the hundreds

of projects you do per year), and time (time for golf, that is).

Traditional databases and spreadsheets restrict the data you save --
to one sheet of paper per contact. C.A.T. uses relational technology
to let you link unlimited sheets of paper to every contact. That's
like having a folder with unlimited capacity for every contact. The
sheets may be simple notes, appointments, or facts, or substantive
items such as quotes, letters, invoices, contracts, and agreements --
virtually any data.

Because C.A.T. is relational, there is no redundancy of data.
Common addresses, letters, titles, or notes are entered once and
only once. For example, when you update an address, it is correct-
ed for all items in your file. Relational databases:

Save time on data entry,

Give you more space for more data,

Provide unlimited capacity for data per contact, and
Get your work done faster.

And C.A.T. has proprietary technology to make it fast. A "triple C.A.T. is Fast
helix" of links lets you search through even 10,000 records in a few
seconds.

After 50 names, you might not notice the difference. But in busi-
ness, our circle of contacts grow naturally. In time, you'll wonder
fhow people can function without C.A.T. and a computer.

The Joy of Managing




Relational Records

Windows for Records

Nonsequential

C.A.T. tracks four kinds of records in one database. They are the
account, contact, event, and activity records.

Information is hot-linked between records. When you need the
address of a contact for a letter, C.A.T. gets it, instantly. When you
change the address, the address is changed on the letter and every-
where else in the database, as well.

C.A.T. uses a pair of windows to manage each record type -- one
window shows lists of records and the other allows entry of records
of that type.

All windows can be on screen and open at the same time. Similar
to the Finder, when you close a window, C.A.T. does not close
down the document. A closed window simply means that you want
to hide a window from the screen.

Like pieces of paper on your desk, feel free to open a window (pull
out a piece of paper), close a window (put a piece of paper away) ,
or manage lots of open windows on screen (a pile of projects on
your desktop) to suit your own preference. Experience from
C.A.T. users show that people adjust to the power of working with
multiple windows -- easily.

And C.A.T. is nonsequential. Because a typical C.A.T. database
manages multiple projects at the same time, it is difficult to show
one sequence for using C.A.T. In the sections below, we help you
to understand the various ways to work with C.A.T.; but your pat-
tern of use depends on the things you need to do on a particular day.

Relational databases are far more powerful than traditional data-
bases. C.A.T. finally makes that power accessible without pro-
gramming. Read on to see how.

Chapter 2: Learning




Quick Clicks Tutorial

In this section, we will show you how to:

® Start and exit C.A.T,;
* Work with C.A.T. windows; and
® (Click your way through the "Sample C.A.T." file.

Throughout this section, you will se¢ one or more boldfaced sen-
tences that begin with the symbol A, The symbol marks an action
for you to perform. Follow any numbered boldfaced steps in order.

To get C.A.T. up and running, do the following:
A StartCA.T. k
If you are starting C.A.T. from a hard disk:

1. Click the C.A.T. icon In the Finder to select It. Hard Disk
2. Choose Open from the Flle menu.
3. When C.A.T. presents the cholce of files to load, double-click

the "Sample C.A.T.” fllename.

Or double-click the "Sample C.A.T." data icon to open it.
If you are using C.A.T. with one 800K disk drive.

1. Insert and open your C.A.T. Work disk. 800K Disk Disk
2. Double-click the "Sample C.A.T.” Icon.

& Fis Edit Enter Show Action Views

RAccount List
C.AT.> by Chung Labs V2.0

Work/view/Priorit

»

>

s{»|>|>|>|>|>
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Exit C.A.T. To exit C.A.T. at any time, choose Quit from the File menu. The
Quit command will let you choose whether you wish to save any
changes you have entered. You should not quit any program by
simply turning off the computer.

. C.A.T. Records C-A.T. stores information in four types of records that are linked
together:

® Account records are used to track names, addresses, and phone
numbers for either companies or individuals. Accounts can be
referred to by account name or by an alias that could be a num-
ber.

Contact records are used to track names, titles, and other infor-
mation for individuals within accounts. Contacts are linked to
an account so that the address, phone, and other information do
not need to be reentered. There is no limit to the number of con-
tacts that can be linked to an account.

Activity records are used to track any subject matter. For exam-
ple, you could use C.A.T. to log phone calls, send letters, sched-
ule meetings, remember birthdays, track orders, or manage pro-
jects. For each subject, you create an Activity record to track all
the events associated with this activity. There is virtually no
limit to the number of activities you create.

(In technical terms, activity records are field names in tradition-
al databases. Because C.A.T. is relational, activities have many
more features than traditional fields.)

Event records are used to track your specific interaction with
your contacts, by activity, at a particular time. Events are linked
to a contact and activity and automatically time-stamped. For
example, when a customer places an order, you log the order as
an event record. You link the event to the customer's name and
identify the type of order as an activity. You can track unlimited
orders from a customer, letters sent to that customer, or any
other information associated with a contact.

(In technical terms, events are field values in traditional
databases.)

In the tutorial below, you will click through the record types and
work with the C.A.T. structure using typical data.

Chapter 2: Learning




C.A.T. uses windows to manage each type of record. C.A.T. has
two kinds of windows:

* List windows are used to look up or view information.

Account List
C.A.T.™ by Chang Labs V2.0
CI0J0] Work/View/Priority

[Alers Oroup
Antonel

oA Fm:._!ﬂ&l(nﬁm

EMS Communications, Inc.
Teohnical Services

Damian Enterprises
PeCarle

Eaton, inc.

Fogarty

Frankin Power & Light

¢ Entry windows are used to enter and view individual records.

& C ' ]
Contact:

Company : Damian Enterprises
Address: 698 Brannan St.

Piedmont
413-822-3321

( ENTER ][ CLERR ) ( DELETE )( Codes> )

The table to the right summarizes the names of the primary win-
dows in C.A.T.

Quick Clicks Tutorial

Window Types

List
Window

Account List
Contact List
Events Snapshot
Activity List




C.A.T. Buttons

N4

Clicks & Double-Clicks

Searching

In C.A.T. windows, you see normal Macintosh graphics such as
scroll bars, close box, title bar, sizing boxes, radio buttons, check
boxes, and command buttons. If you are not familiar with any of
these terms, please consult your Macintosh Owner’s Manual.

In addition, C.A.T. defines two new graphics. They are:
Next button Show the next or prior record.

Goto arrow Single-click to go to the List window.
Double-click to go to the Entry window.

When you select a record from a list window, the first click
"selects” and highlights the record. A second single click on the
highlighted record causes C.A.T. to zoom to the next logical level.
And a double-click on the highlighted record causes C.A.T. to open
the entry window for that record. You can experiment with these
conventions as you work with the tutorial.

C.A.T. provides many ways to find information. One way is to type
the name or alias of an account and let C.A.T. search for it. To do
this:

A Choose New Account from the Enter menu.

C.A.T. shows the Account window,

o~ Search field: Click here
& ~| and type f.

Contaot:
Compary :
Address:

City /St/2ip:
Phone/Alias :

((ENTER ){ CLEAR ) ( DELETE )(Codes> )
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The heavily outlined box at the top is a "clairvoyant” field used to
search for information by typing the names of accounts, contacts, or
other data. It is clairvoyant because it gives you the name you're
searching for before you type all of it. Clairvoyant search is active
throughout C.A.T.

A Click the bold outilned box at the top to activate the data cursor.
A Press any letter on the keyboard.

As you type a letter, C.A.T. presents possible results of the search.
If the record you want is not shown, continue typing its name.

A Close the Account window by clicking the close box on the
upper left.

C.A.T. supplies many other ways to find information besides
searching by typing the record name. You can work with lists and
sublists by pointing and clicking with the mouse.

In the window below, C.A.T. shows an alphabetized list of 53
accounts. You can point and click on the name of the account to
select an account. Each time you click, C.A.T. highlights your
selection,

A For example, click on "Damian Enterprises”.

C.A.T.™ by Chang Labs V2.0
000 work/view/Priority

pt

Akers Group Oakland
Antonelli Cupertino
Armstrong & Knight Bloomington
Campbell
Business Communications, no.  Miami
risti ISanta Clara
ICoast Technical Servioes Philadeiphia
jedmont
DeCarle {Santa Clara
Eaton, ne. BSan Jose
Fegarty iSan Jose
Franklin Power & Light Boston

Quick Clicks Tutorial
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Highlighting Records
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When your list of names gets long, you can group specific accounts
into views and display only the accounts in that view. For example,
you might create views to show all "vendors" or for all "press" con-
tacts.

One way to create views is to click to checkmark an account. In the
Account List window, there are three columns on the left.

W Work view This view shows all changes made to your database
since you last saved to disk.

V View (i.e. the current view.) There are 13 saved views -- each
with a different name.

P Priority view This view is used to note accounts that may be
more important than others in the current view.

Note that some of the accounts are already checked (V).

Check Views A To add an account to the view, point to the V column of an
account, and click. For example, checkmark "Brodie."”

C.A.T. places a checkmark on that account.

A Toremove an account from a view, point to the V column of
a checkmarked account and click. For example, uncheck
"Franklin Power & Light.”

C.A.T. removes the checkmark on that account.

1 A To see just the accounts In a view, select a view name from the
mm. ﬂu;um, Views menu. For example, select the "National Accounts"” view.
National Accounts
California Accounts
CA Account Leads e
Company Employees _,:_:mmm_—::—_ S -
Personal 1 CAT2 by Charg Libe V2.0 '%ﬁ%%ﬁ %ﬁ%%%%%
Project CEgwersven ey y
Seminar Invitations | : EIRR i s s e
8 E SR RRa: R
9
10
1"
12
13

‘ Sheaamn
R
e
?ﬁ%&ﬁeﬁﬁﬁﬁ S

R R YA R R AR R RIRRS
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UlatﬁeViews menu to select other views of accounts. Each time,
C.A.T. shows the accounts for that view, instantly.

You can also create views using the Make View command. It
searches using criteria such as account name, city, state, or zip
code. Or you can use the Merge Views command that combines
multiple views using add, remove, intersect, or set operations. (See
chapter 3.): ‘

Contacts are linked to accounts. The Contact List window shows  Contact Lists
all contacts for the current account.

A Choose Contact List from the Show menu.

Click here to activate the Account
List window.

The window above shows all the contacts for the last account you
selected.

You can select which account is displayed in the Contact List using
three different methods:

A Select the account by pointing to and clicking on the account Search by Clicking
name in the Account List window. For example:

1. Activate the Account List window by clicking on any part of
the Account List window that still shows on screen.

2. Click to select a different account.

3. Click a second time on the highlighted account name and Click the top half to see the prior account.
C.A.T. zooms to show all contacts for this account.

A Select the account by clicking the next button at the top of the :>E aton, inc. -~
Contact List window. With each click, C.A.T. shows the next i
account from the current view.

San Jose, CA 95239 k
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Clalrvoyant Search A Search for an account by typing its name in the clairvoyant field
of the Account window.

g:%Ea(on, inc. 1. Double-click the Goto arrow on the Contact List.
é. Jose, CA 95239 2. Search for the account.
3. Close the Account window.

Note that the Contact List has columns on the left so that you can
include contacts in the Work, current, and Priority views.

Event Lists Events must be linked to a contact. The Events Snapshot window is
used to show all events associated with a particular contact.

A From the Contact List, click once to hlghllght a contact name.

A Click again on the highlighted name to zoom to the Events
Snapshot window.

@ AN ‘ A Click the All Time radio button on the upper right.
(3;‘}5’?79 -1/15/88 X

O [SFri; Jan 15, 15640 & C.A.T. shows all events that are linked to this contact.

& Fllo Edit Enter Show Action Vlews

355

Events Snapshot

omoﬁlﬂ°ﬁ

O pe 1O QO P/ze-an

@ St tvir & O Davviy o) L Feb 1, 1908
[ ]

O] work/Te-Do/Priority

Click these radio buttons to change options.

/17/87 | 928 Linder @Coast Teshnisal
/28787 1134
10/3/97 1134 Linder @Coast Teshnieal

To see all events linked to this account, click the radio button to
the left of the account name.

To see all avents linked to all accounts In the current view, click
the radio button next to the word "View."”
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“To'select a specific account for the Events Snapshot window, C.A.T.
,gffm the same three alternatives. They are:

e - Click the Next button to see the next account for the current view.
.. Sélect by highlighting an account on Account List, then reacti-
~ vate the Events Snapshot window.
Go to the Account window and search using the clairvoyant field.

“We will spend more time with the Events Snapshot window later in
this tutorial.

From Events Snapshot:
A Click to highlight an event.
A Click again on the highlighted event to zoom to the Event window.

The Event window shows your selection. The top part of the window dis-
plays the contact, activity, and time for this event. The bottom note area
contains any information associated with the event. It might contain a let-
ter, simple notes, an order, contract information, or nothing at all.

[ | SABC Carp. will be conducting & serwiner on Tuseday, November 10, 1967.
H | Youare cordlally iwvited o athend.

To see another event, you can either:

® Select by highlighting an event in Events Snapshot, and then
clicking once. Or
Click the Next button on the upper left of the Event window to
see the next event.

Before proceeding to the next section, close the Event, Events
Snapshot, Contact List, and Account List window.

Quick Clicks Tutorial

Event Record

Click to activate Events Snapshot.
Click to highlight another event.
Click again to see the event.




Activity Lists

' @®Letters O Projects O Meesting
The Activity List shows a list of Ovrders Otenoral L

user-defined activities. Activities
are grouped into classes. The
default classes are shown at the
top of the window. You can
change the class names (and the
button names as well) using the
Activity Class command under the
Enter menu.

A Click any of the radio buttons to show the list of activities
for that class.

Events Linked to an Actl\(lty

|

Event records are linked to contacts and activities. To see the list
of events associated with a specific activity:

A Click on any activity name from the Activity List.
A Click again on the highlighted activity.
A Click the All Contacts button on the upper left of Events Snapshot.

C.A.T. zooms to show the Events Snapshot. The event list shows
all events associated with this activity.

& Flle Edit Enter Show Rction Ulews

{ O
OO Work/Te-De/Priority &

. : A
2/2/81

5/21 /87
o /AT_| 800
0716787 | 7=
72/e1_ |
718787 | 62
1273787

You can see all events for an activity class by clicking the
Next button beside the class name.

You can see all events for a ditferent activity by clicking the
Next button beside the activity name. Each time you click,
C.A.T. shows the next activity for the current class.
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You can-use activity records to manage projects such as mailings,
mmhnpersonal information. When you need it, the rele-
vili} evénts appear on screen, instantly.

C.A.T. also lets you review events Time Man agement
by:time period. You can select
dates by clicking on the Calendar Ti 2 o o] 1] 2
mdow' 1: 1] 12] 13 |: 16

A [Hthe Calendar Is not on your = ;; : :: e

screen, choose Calendar from IIEELLIK
the Show menu.

The sample data has events dated from September 1987 through
December 1987. In the instructions below, we will navigate you to
that time period.

A Click the year box to shift the calendar forward or backward until Selecting the Year
the two years bracket the year you want. (The year Itself is dis-
played in the fleld at the top of the Calendar.)

A Click a month to highlight that month. Choose December. Selecting the Month
A Click again on December.

Click the All Activities button inthe @ nnm

upper middie of the Events Snapshot Letters

window. Aotivity

C.A.T. zooms to show all the events for the month of December 1987.

O
Euom: Snu shot

Quick Clicks Tutorial




Selecting the Week

Selecting a Range

Selecting the Day

To-do Lists

To see all events for a week:

A

A

Click on the Calendar to activate
the windew. . .
Click on the box to the left of any Sun;Mon;
week. C.A.T. zooms to show all 29 30 i
the events for the week. 1
Click the Next button for the date i 6: 7 i ! O‘
range and C.A.T. shows all i N13; 14 i 16 17;
events for the next week. T

see all events for a specific time period, from Events Snapshot:

Double-click on the Go-to arrow for the date range.

C.A.T. displays a dialog box with a begin and end date. Enter a time
range.

Click OK.

To see all events for a specific day:

Click to activate the Calendar window.
Click to highlight a date.
Click agaln on the highlighted date to show all events for that day.

C.A.T. uses a series of check marks in the Events Snapshot window
to classify items. On the left of the Events Snapshot, there are three
columns.

You click to checkmark or uncheck DD
Work, To-do, and Priority events. b

A

To see just events fromone sta- | i/ 19/1/87 | 7:28p Sample &
tus group, click to place an "X" 9/3/87 3:20p Brady @]
in the box above the column. 9/4/87 1 00p Dreyfuss

C.A.T. shows the events selected.

To summarize the key concepts in this section:

C.A.T. has four kinds of records: Accounts, Contacts, Events,
and Activities. Records are linked.

List windows let you select and manage records.
Entry windows are used to search and enter records.
The Next button shows the next record.

The Goto arrow jumps to the appropriate list or entry window.
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Entering Data

This section will show you how to set up your own C.A.T. database.
It will show you how to:

Enter account records;

Add contacts to an account;
Create activities;

Create form letters;

Enter events.

C.A.T. uses basic Macintosh techniques for editing text (such as inserting,
deleting and selecting text). If you are new to the Macintosh or you want a
refresher on these techniques, consult your Macintosh owner's guide.

To get C.A.T. up and running, do the following: Starting CA.T
If you are starting C.A.T. from a hard disk:

1. Click the C.A.T. icon In the Finder to select It.

2. Choose Open from the Flle menu.

3. When C.A.T. presents the cholce of files to load, double-click
the "Quick Start" icon.

Or double-click the "Quick Start" data icon to open it.
If you are using C.A.T. with one new 3.5-inch disk drive:

1. Insert and open your "C.A.T. Work" disk.
2. Double-click the "Quick Start” icon.

You can use the "Quick Start" to save time (it contains some preset
report formats but no accounts or contacts.) Regard this as your
own database. Choose Save As from the File menu to rename the
file with your filename (e.g. "Jack's C.A.T."). In the future, to start
C.A.T., follow the instructions above, but select your filename.

Entering Data




Fields & Buttons C-A.T. Entry windows contain different types of fields and buttons.
You use them to enter information, link to records, and make selections.

Next Button [ ]
Name: - | Data Entry Field |

Account : 2 __________&g_

Lovel T Clairvoyant Field
Table-11

Table-12 m TEcho Field E

Phone/Extension J:lias Mail Stop \Goto Arrow

Note Field

Editing Buttons | ( ENTER )( CLEAR ) ( DELETE )

TypeofFleld | Type of Field |Border | Description
Data Entry Fields |Solid Box for entering data.

Clairvoyant Fields| Heavy Fields for linking records using
clairvoyant search or by high-
lighting records. C.A.T. presents
possible results in adjacent
fields called Echo fields.

Echo Fields Box for displaying possible
options when you type in an
adjacent clairvoyant field.

Note Fields Box with scroll bars. You can
enter up to 16 pages single-
spaced in this box.
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Type ot Button Description Type of Button

Next button Shows the next record when you 0
click the bottom of the button (or
press the PgDn key).

Click the top (or press PgUp) to
see the previous record.

Goto arrow This button is a shortcut that takes
you to other related windows.

Enter button Records information to your C.A.T.
file when you click on the Enter
button (or press the Enter key).

Clear button Removes the information from l

view without deleting it, when CLEAR
you click on the Clear button (or
press the Clear key).

Delete button Erases all the information in the
record. You cannot undo a delete. DELETE

Push button Enters current record and sets it
aside in a "stack.” You can push
aside up to 100 records.

Pop button Displays the records in the stack
starting with the record on top.

Xchg button Exchanges the current record with
the record at the top of the stack.

Prior to entering data, do the following: 0ptions &

A Choose the Options command from the Enter menu and fllout  Preferences
the basic Information on your company name and your name.
Then click OK.

Choose the Preferences command from the Edit menu and
change any item to sult your own need.

Consult chapter 5, "Command Reference,” of this manual, if you
need help with these commands.

Entering Data
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Entering Names,
Addresses & Phone
Numbers

Adding Accounts

To set up your C.A.T. files, start by gathering all sources of names
and addresses of your contacts. We recommend that you enter the
names by source. For example, enter all personal contacts, then
customers, and finally vendors. For each category, create a view to
let C.A.T. help you manage all your contacts.

* If your contact list is already in computerized form, consult the
Appendix for instructions on importing and exporting.

* If your contacts need to be entered, simply choose New Account
from the Enter menu and start typing. If you have a very large
number to enter, consider hiring a temporary typist. Most can
easily enter 120 names per hour.

To enter a new account:
A Entering account records
1. Select New Account from the Enter menu.

2. Enter your information In the appropriate spaces. To move the
cursor to the next field, click the mousae In the field or use the tab
key to move to it.

3. When you have finished entering the data for the record, click
the Enter button.

You can add information in the Account window at any time.
Whenever you need to clear the window for new entries, click Clear.

e Type name of person who is pri-
 Damian Entorprises gy mary contact either first name or
TTT Bredertek 81, \ last name first.

Piedmont Tea sere || Type the company name, if any. If
4158225321 ou are entering an account record

or an individual, C.A.T. automatical-
\ ly uses the last name as the account
name so you can skip this field.

\-_Use the Alias field to record an account
identifier such as account number.

Use - or / or () to separate parts of the
m (CcLEAr ) (DELETE ) (Codes> ) phone number.
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To make changes to an account record you have already entered: Changing Account Data

Changing account records
Activate the Account window.

. Find the account to change:
* Elther use the clairvoyant field at the top of the window.
* Or go to the Account List and select the account.

. Make the changes to your information.

. When you have finished your changes, click the Enter button.

To add more contacts to an account: Adding Contacts

Adding contacts to an account record
. Select New Contact from the Enter menu.

Roth, Ken

. Type the name of the contact in the Name field. You can enter : [a L

last name or first name first. C.A.T. automatically sorts the entry Y
by last name.

C_1OnRties OMriN OMsIN @ First
3. Press the tab key or click once in the clairvoyant Account fleld. n “ams * runses

first few letters of the company name for this contact until the

If the right account name is not shown in the echo field, type the E
account shows in the echo field.

{ EnTER )( CLERR ) [ DELETE )

Alternatively, go to the Account List and click to select the account
name. Once the account for which you are entering contacts is
selected in the Account List window, it will appear in the echo field
of the Contact window.

4. Press the tab key or click once in the Title field. Enter the title. If
the titie Is already In the lookup table, C.A.T. will echo the tltle to
the right. If not, continue typing the full title. When you click
Enter, C.A.T. wlil ask you If you wish to add the title (code) to the
lookup table.

The remaining table codes are optional. (See Chapter 3 for a full
description of lookup tables.)

5. Click the Enter button to record the contact in C.A.T.

Entering Data




Changing Contact Data To make changes to any contact records you have already entered:
A Changing Contact Records
1. Activate the Contact window.
2. Find the contact to change:
¢ Either use the clairvoyant search fleid at the top.
* Or go to the Contact List and select the contact.

. Make any changes to your information in the appropriate spaces
including reassigning the contact to a new account.

. When you have finished changing the data for the record, click
the Enter button. ‘

Creating Activities Activity records are used to track projects. You create one activity
for each type of project and use activities as you need them.

¢ If you have existing projects that you want to track in C.A.T.,
take each project and create an activity that describes it. Then
enter the events for each contact involved.

Otherwise, activities and events can be created as needed.

At a minimum, create one activity called "Standard Letter" and
create one letter to tell us at Chang Labs that you are up and
running and a registered user of C.A.T.

([ H bty

vl [ <F—F— Search for an existing
“ AL . . . _
[ ]@®Letters O Projects O Meeting ﬁ;ﬁi:lﬂng this clair

QPhone Q Orders O General
Alas Deseription

L I

I
&

]
( ENTER )( CLEAR )( DELETE )( Tactics> )
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To create a simple activity to track appointments or meetings:
A Creating a Simple Activity Record
1. Choose New Actlvity from the Enter menu.

2. Ciick the button next to the activity class for which you want to
define a specific activity type.

. Click In the Description field or use the tab to move your cursor to it.

. Type the specific activity name (e.g., "Appointments” or "Staff
Memos”).

5. Click Enter.
To create a form letter:

Creating a Form Letter Activity

. Choose New Fbrm Letter from the Enter menu.

. Type the specific form letter name (e.g., “Standard Letter" or
“Product Intro Letter"”).

In the notes area of the Activity window, C.A.T. has already pre-
pared two preset blocks that contain the address and closing of your
letter.

The address block contains symbols that reference fields of your
database. Please see chapter 3, "Managing Activities,"” for more
examples about using these symbols.

3. Click on the notes, and click to position the cursor following the
» In the body of the letter. Type the standard letter you want to
appear as the form and click Enter.

If you want to create a standard letter with just the address block,
closing blocks, and no preset body, then delete the » « pair of char-
acters and click Enter.

Note: Be sure to enclose all standard information for the form letter
itself within block markers as indicated on the screen. To create a
block marker, type Option . (Option-period) at the beginning of a
piece of standard information (information that should appear on
each copy of the form) and Option, (Option-comma) at the end of
the piece of standard information.

A form letter can have multiple blocks. When you prepare a specif-
ic letter for one individual, you can insert personal paragraphs
between blocks of the form letter,

Entering Data

Appointment

Form Letter

[C_J® Letters O Projects O Meeting
OrPhone QOrders O General

These symbols position
names and addresses in
form letters.

‘e woull We to take this eppertunity to
4o you an Innevetive new product fer e

=

( !NTEN‘( CLERR }{ DELETE J( Tactics> )

Insert the body of the form letter follow-
ing the begin marker or delete the pair
of block markers, hera.




Simple Form

{TJOLetters O Prajects O Mesting
® Phone QOrders O Senerel
Deseription

Al

PDe you have & mement te answer a fow
stins?e

Puhat kind of business do you have 74

vy did you hear sbout owr preduct? 4

PaAre you wing » sirdlar preduct v ?e

PIF you, why are you Joskcing for an aYernative? 4

PThasice for taking e tme...¢

(Cenmen ) (Cuenn )( BELERE ) (Tactics’ )|

You can enter blocks of text into the notes field of an activity to
create a form. These forms can be used to manage a survey, track
invoices, or keep information regarding outstanding purchase
orders.

To create a simple form:
A Creating a Form Activity
1. Choose New Activity from the Enter menu.

2. Click the button next to the activity class for which you want to
define a specific activity type.

. Click In the Description fleld or use the tab to move your cursor to it.
. Type the specilfic actlvity name (e.g., "Purchase Contracts").

. In the notes area of the Activity window, type the standard Infor-
mation you want to appear as the form and click Enter.

Note: Be sure to enclose all standard information for each part of
the form within block markers as indicated on the screen. To create
a block marker, type Option . (Option-period) at the beginning of a
piece of standard information (information that should appear on
each copy of the form) and Option, (Option-comma) at the end of
the piece of standard information.

Chapter 2: Learning




Events are used to log information. Each event is linked to a con- Entering Events
tact and an activity. And events are automatically time stamped
with a date and time. For example, to record an appointment:

A Record An Appointment Entering An Appointment
1. Chooss New Event from the Enter menu.

. Check the date In the first field in the Event window. If neces-
sary, change the date to the date you want for the meeting. Then
press the tab key to move to the time fleld.

. Change the time to the time for the meeting and press the tab
key to move to the contact fleid.

. Begin typing the name of the person (first name or last) with
whom you are scheduling a meeting. Stop typing when you see
the name you want in the echo fleld and press the tab key.

You can also search using the Next button in the echo field. For
example, type the name "john." Since the database has lots of con-
tacts named "john," click the Next button until the correct person
shows on screen. If you jump past the name you want, click the top
part of the Next button to go backwards.

5. Begin typing the name for the type of mesting you want to
record. Press the tab key when the activity type in the Echo field
Is the one you want. if your meeting type Is not defined, C.A.T.
will prompt you to create an Actlvity record for it.

. Type the Information you want recorded regarding the meeting In
the note fleld and ciick Enter.

Entering Data




Customizing a Form Letter To use a form letter and customize the letter for one individual:

Use the Activity window if you —|

wish to change the preset
blocks of a form letter.

o2

Berk 7 .

m,:".;‘.,f: :::, nly enter custom portions of
letters following this marker.

Dear Garry :4

| am glad te hear the system is working weTl and meeting your needs. We

enjoyed working with your staff and look forward to future cooperative
preojects.

bSincerely yours,

Prepare a Letter for an individual
. Choose New Event from the Enter menu.

. Click in the Contact fleld and begin typing the name of the con-
tact to whom you want to send the letter.

If you have not already entered the contact record for this person
into C.A.T., you can do so now by double-clicking on the Goto
arrow next to the the Contact field. If you have not yet entered the
address information for this person, then double-click on the Goto
arrow next to the Account field. In either case, enter the record and
close the entry window. In the Event window, click in the Contact
field and the name you entered will show in the echo field.

3. Click In the Activity field and begin typing the name of the spe-
cific form letter such as the "Standard Letter."

Alternatively, highlight the letter you want using the Activity List
window. First, single click the Goto arrow for the Activity field
and C.A.T. shows the Activity List.

Activity: [ E\kl.emrs:smdard Letter 48

Single click to select the "Standard
Letter” activity and close the Activity |7 iSeminar invitation Fd

List window. The name of the activity |¥.
v iStandard Memo

and the contents of the form letter will
be displayed in the Event window.

v iStandard Note

Note that the letter has already been customized with the date,
name, and address information.
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4. Type the custom contents of your letter in the notes fleid.

Be sure not to type between the block markers. The information
between block markers is text that appears on every copy of this
form letter. To change the preset text for this form letter, use the
Activity window.

Custom parts of letters should be entered in the space after the «
marker following a block of text.

5. When you have finished typing, you can print the letter by selecting
Print from the File menu, selecting the 'Letter/Memo/Note” option,
and clicking Print. Alternatively, click Enter and print the letter later
along with the other letters you prepare during a session.

Look in chapter 4 for detailed information on printing reports.

To summarize the key concepts in data entry:

® Data is entered using Entry windows.

¢ Contacts are linked to accounts; events are linked to contacts
and activities.

To link records, type in clairvoyance fields, point and click to
highlighted records on List windows, or click the Next button
until the record you need is found.

Single-click on Goto buttons to show List windows and double-
click to show Entry windows.

Single-click on hightlighted records in List windows to zoom to
the next List windows and double-click to show Entry windows.

Quick Clicks Tutorial







This chapter explains the advanced features of C.A.T. It shows you
how to use C.A.T. commands to manage information, print form let-
ters, and track your data. The chapter is divided into three sections:

¢ "Managing Contacts" shows you how to use views and lookup
tables to organize your accounts and contacts.

"Managing Activities” shows you how to use preset text and tac-
tics to simplify routine tasks.

"Managing Time and Events" focuses on how to use the
Calendar and the Events Snapshot windows to retrieve informa-
tion. Sample day-to-day events and examples of how to use
C.A.T. to calculate amounts are also given.




This section describes how C.A.T. can track your interactions with
the people you know. You will learn how to:

Define views,

Use lookup tables,
Make views,

Merge views, and
Change views manually.

To review what you learned in previous chapters, account records
contain an account name, address, phone number, and other
account-related information. Accounts are entered in the Account
window and displayed in the Account List window.

Accounts & Contacts

Each account can have an unlimited number of contacts. Contact
records contain the names and specific information about individu-
als. Contacts are entered in the Contact window, which includes a
field for you to link each person to his/her account. The contacts
for each account are displayed in alphabetical order by last name in
the Contact List window.

You can also record up to 16 single-spaced pages of notes for each
and every account or contact.

Whenever you click on a highlighted account in the Account List
window, C.A.T. zooms to the Contact List window to display all of
the contacts for your selection.

You may have hundreds of contacts. How do you organize them to About Views
locate one quickly? You group the people you know by association.

For example, you have "family,"” "friends,"” and "business associ-

ates"; you may also have "regional accounts,” "clients,"” "press edi-

tors,” etc. You think of people in terms of their association to some

group.

To help you manage your accounts and contacts, C.A.T. lets you What Is a View?
create lists of accounts called views. A view is a list of accounts
and contacts grouped together by association.

Managing Contacts
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Selecting Views

Naming Views

Creating Views

You also use views to print reports, do mailings, send an electronic
list of records to an associate, produce labels, manipulate your data,
and manage interactions with your contacts by groups.

Note that an account or contact can be associated with several
views. For example, if you set up views of investors and cus-
tomers, a contact who is both an investor in your company and a
key customer could appear in both views.

Further, a view could contain the records for a single company with
multiple focations. For example, you could create a view called
"General Motors” to keep track of 20 different plant locations.

All views are saved to disk along with your data and are displayed
in the Views menu. You can have up to 13 views at one time.

Views can be permanent, for regular use, or temporary, to perform
simple searches or to support special projects. For example, you
may want to find all accounts in California for a promotional mail-
ing. All views can be redefined at any time to suit your needs.

The available views are listed in the Views menu. Until you assign
a view name, the views are numbered from 1 to 13. To select a
view, choose a view from the Views menu.

When you select a view, the Account List window is activated and
the name of the view is displayed in the title bar.

To name a view or to change the name of a view, choose Name
View from the Action menu. The following dialog box will appear:

Enter a name for the view; for

example "Major Accounts.” Next, A :,'."I:,'n':',:':' o
if you are using a color monitor, color ond ciick 0K.
select a color to use to distinguish [Major Accounty |
the accounts in this view with ORed OBius
color. Then click OK. The name O6rsen O Yellow

is inserted into the Views menu and Sbuon  OMagenta

is shown in the title bar of the @

Account List window.

You can use any combination of three ways to create views:

¢ Use the mouse to point and click to place or remove a check
mark () in the Work, View, and Priority columns of the
Account List and Contact List windows.
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Choose the Make View command to search through account and
contact records using specific criteria.

Select the Merge Views command to work with multiple views
to create a new view.

Each option will be described below.

& Flis Edit Enter Show Action Diews

t .

C.A.T.™ by Clung Labs V2.0
OO0 Werk/visw/Priority T

Basramente

In the Account List and Contact List windows, C.A.T. shows three Checkmarki ng (\/)

columns labeled W, V, and P. They are defined as follows: Accounts & Contacts

W  Work Account and contact records that are checkmarked
have been changed during the current session. As you
either add a new record or change an existing record, it
is automatically checked.

A new "current session” begins whenever you save to disk; and the
check marks for the Work column are automatically cleared.

V  Current  Accounts that are checked belong to the currently
selected view from the Views menu. When you select
anew view from the Views menu, the account and
contacts for that view will show check marks in this
column,

P Priority A check mark by a name means the record has higher
' ' priority than others.

Priority is left to you to define. It is, in effect, just another view. Since
it has its own column, Priority can be used in combination with another
view, to let you be even more selective.

Managing Contacts




Click on check box to
select view.

Click on columns to
check records.

Checking (V) Records

Creating Views

You control which accounts to show on the Account List window
by checking the three boxes on the upper left. These boxes let you
select to see:

Work accounts only,

Current view accounts only,
Priority accounts only, or
Any combination of the three.

To change the status of any box, point and click to check or
uncheck the three boxes (i.e., add or remove the "X"). For exam-
ple, point to select the check box for the current view.

Ma Jor Accounts
C.A.T.™ by Ching Labe V2.0

OO Work/View/Priority

Hudson of Ameriss

5

You can add or remove check marks (V) from account and contact
records. To check any item, point with the mouse and click.

To remove a check mark, point to the check mark and click.

You can use pointing and clicking to check accounts and contacts to
make a view. You can also change existing views using the same
procedure.

To create a view manually:

Select a view from the Views menu.

Choose Name View from the Action menu to assign a name.
Uncheck the V box on Account List to show all accounts.
Checkmark each account to be included in the view, in the V
column. You may want to check each contact to make sure spe-
cific individuals are included in the view.

Check the V box on the Account List window to see all accounts
for the new view.
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The Make View command lets you create views automatically, Make View
using search criteria. For example, you can search for specific zip

codes. To use Make View, first select a view from the Views menu,

then choose Make View from the Action menu. The following dia-

log box will appear:

Make view: Enter criterie; then click Start. E
Neme: E I

color: ORed Q Blue O 6reen (_Cencel )
@back Oveliow OCyan QO Magents

fccount:
Chy

State:
zip: (Cirview )
Bies: )
Country Table-5
Table-2 Table-6
Table-3 Teble-7
Table-4 Table-8

tie Table-11
Lovel Table-12

The first field is used to enter a name for the view. The name
entered here will replace the number or name displayed in the
Views menu.

Next, if you are using a color monitor, select a color to use to dis-
tinguish the accounts and contacts in this view.

The buttons in the upper right are used to: Make View Buttons
Start the selection process and create the view.
Cancel the Make View opaeration.
Clear all of the fields in the dialog box for new entries.

Cir View removes all accounts and contacts from the cur-
rent view.

The remaining fields are for you to enter selection criteria. Your Selection Criteria
criteria can include information from any of the fields in your
account records such as account name, city, state, zip, or alias.

For example, if you want a view of all contacts in the state of
California, click in the State field and type "CA."
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You can enter as many criteria as you need. Each criterion makes
the view more selective.

In the lower half of the dialog box, you can make the search even
more specific by entering codes from lookup tables. A lookup table
is a list of codes used to categorize your records. Lookup tables are
described at the end of this section.

After entering your criteria, click the Start button.

Make view: Enter criteria; then click Start. E
Name: [California Accounts

Color: O Red O Blue Otreen [ Concel ]
@® Black OVvellow O Cyan O Magenta

Account:

Search for all clients
in California, < | Svwrer—>1
l CIr view '

Table-5
Table-2 Client Table-6
Table-3 Table-?7
Table-4 Table-8

Title Table-11
Level Table-12

In a few seconds, C.A.T. will display the results in the Account List
window.

nnJr!l'
>>|>|>

[eJ

e

> I>IPI>|>>

o e B e A AN A A Y
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C.A.T. can also search for a range of values. For example, youcan Compound Criteria for Views
select:

¢ All accounts in the states of California, Oregon, and Washington
by entering CA|OR|WA in the State field.

All zip codes less than 50000 by entering «50000 in the Zip field.

All account names that start with the letter C or K or any letter
in between by entering ¢..k in the Account field

Symbols combined with key words can be used to specify selection Make View Operators
ranges. These symbols, called operators, are described below:

Operator Example Meaning

(text only) ABC Starts with the letters "ABC"
= =ABC Exactly equal to "ABC" includ-
ing spaces.

»ABC Greater than "ABC"
<ABC Less than "ABC"
»>=ABC Greater than or equal to "ABC"
«<=ABC Less than or equal to "ABC"
?2ABC Contains the letters "ABC"
ABC..XYZ Range from "ABC" to "XY2Z"

If you leave a field blank, this means no selection criteria are speci-
fied, and all accounts and contacts meet the criteria. If all fields are
left blank, then all accounts and contacts will be included in the
current View,

In addition to operators, C.A.T. also allows the following modifiers:  podiflers

Modifier Example Meaning

] A|B|C Words starting with "A" or "B"
or "C" all pass the selectlon cri-
terla.

Al>N|?X Starts with "A" or greater than
"N" or contains "X".
(To enter the | modifier, press the Shift and \ keys simultaneously.)

/ /IABC Does not start with "ABC"
1»ABC Not greater than "ABC"
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Notes on Criterla

Changing View Criteria

View Membership

When entering criteria, note the following:

* Make View looks for all records that start with the text you enter
as your selection test. For example, if you entered "com” in a
field, the codes "commercial” and "communication” would pass
the test. However, the code "intercom” would not pass since the
letters "com" are contained within the code value.

Make View is not "case" sensitive, meaning it does not differen-
tiate uppercase and lowercase text. “ABC" would match "abc,"
"Abc," or "abC."

With range comparisons, Make View follows strictly the
Macintosh sort sequencing. Numbers precede the alphabet.
Therefore, "A" is less than "A1" and "Al less than "AA." A
null value (i.e., no value for a field) is the smallest value.

International characters are sequenced according to Macintosh
sort sequencing.

Make View does not permit the use of multiple "range" opera-
tors (..) separated by the "or" modifier (1). For example,
"A.BIX..Z" is not permitted. However, "AIBIXIYI|Z" produces
the same result and is permitted.

The = operator can be used to find all records with blank fields.
For example, you might want to find all records that are missing
zip codes. If you enter just "=" in the Zip code field, C.A.T. will
look for all records that have no values (or null input) in that
field.

You can change criteria any time you want to modify views. First
select the view to be changed, from the Views menu. Then choose
Make View from the Action menu. Enter your changes and click
Start. C.A.T. will automatically search using the new criteria and
display the new view in the Account List window.

When you specify criteria for a view, C.A.T. saves these criteria on
disk along with your data. When you enter a new account or con-
tact record, C.A.T. automatically checks the criteria of all views to
see if the record belongs in each view. This allows you to automate
the maintenance of views as you enter new information.

For example, you could enter "Apple"” in the Account Name field to
create a view of all Apple offices. As you enter new account
records, if the account name begins with "Apple," C.A.T. will auto-
matically make that account a member of the Apple view.
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When new account or contact records are entered, C.A.T. checks
the selection criteria for all views and determines if the account or
contact should be added to each view.

However, to prevent changing manually created views, C.A.T. does
not check view membership for existing records that have been
modified. In this case, you could click in the View column to man-
vally correct the view membership.

When creating a view, note that view membership of contacts Is
solely controlled by the four lookup tables at the bottom of the
Make View dialog box. When those four flelds are left blank,
this means that all contacts for the account will be included in
the view. (If you are preparing a mailing, this means every con-
tact assoclated with the account wlil receive his or her own
copy of the mailing. In this case, manually review each accoun-
t's Contact List and add check marks so that the appropriate
contacts will recelve your mailing.)

The Merge Views command allows you to work with views in the
Account List and Events Snapshot windows to create a new view.

When you choose the
Merge Views command & Merge Ulews: Select a mode

from the Action menu. a and an operation. (ses menual
* for expianations)

dialog box will appear: fio ]
MODE OPERATION

® Set ® Work <= Current

O Merge Q Work <= Event

you combine two views. O Remove O Currant <~ Event

Modes include: [ Cancel ) (_Clear Work )

Mode Explanation

Set One review replaces another.
Merge one view with another to create a combined view.
Intersect to find the common members of two views.
Remove Remove common members of one view from another.

The Operation tells C.A.T. which two views to use. The view to the
left of the "<=" symbol is the one that will be created as a result of
- the merge.
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Merge View Operations

Notes on Merging

Each view is defined as follows:

View Explanation

Work The Work view is a transient view. (It normally
accumulates all new and changed records from the
current session.)

Current The Current view is the view currently selected
from the Views menu.

If necessary, click Cancel in the Merge Views dialog box to return to

the main screen and select a different view.

Event The Event view is the list of events currently dis-
played in the Event Snapshot window.

If you select the "Set” mode and the "Work<=Current" operation,
C.A.T. will replace the Work view with the Current view. This
means that after the merge, members of the Current view will also
be members of the Work view. Each record will have a check mark
in the Work column of the Account List and Contact List windows.

If you select the "Remove" mode and the "Current<=Work" opera-
tion, C.A.T. will remove all members of the Work view from the
Current view and save the result in the Current view. Each record
will have a check mark in the V column of the Account List and
Contact List windows.

If you select the "Merge"” mode and the "Work<=Event" operation,
C.A.T. will merge all members who have one or more events cur-
rently displayed in the Events Snapshot window with the members
in the Work view, and temporarily hold the results in the Work
view. Each record will have check mark in the W column of the
Account List and Contact List windows.

After you select a Mode and an Operation, click OK to begin the
merge. A dialog box will appear showing the number of records
merged. The view created as a result of the merge will be displayed
in the Account List window.

The Merge Views command is designed to help you create views in
a step-by-step process. In order to get the view you want, you may
need to move a view into the Work view, select another view, and
choose Merge Views again to combine the two views. Finally, you
can save the resulting Work view as a permanent view. Use the Set
mode to move it back to the V column, where it can be saved.
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For example, suppose you have a "California Accounts” view anda Merge Example
"National Accounts” view that you want to combine for a special

mailing. First choose the "National Accounts" view from the Views

menu; it will appear in the Account List window as the current

View. Then choose the Merge Views command:

A dialog box will appear. To & Merge Disws: Sslect @ mods

make "National Accounts” the and an operation. (see manual
Work View, select the Set mode "‘.'“‘o':"’.'l""‘::."‘;':‘"’.
and the Work<=Current MODE OPERATION

Operation, then click OK. @t @ Work <= Current

O Merge O Work <= Evont
Another dialog box will appear O Intersect O Current <= Work
showing the number of ac- O Remous O Current <= Event
counts merged. Click or press _@[ Cencel ] (_Cleer Work )

any key to continue.

Every account in the view will be checked in the Work column,
meaning "National Accounts” is now the Work view.

'é@ File Edit Enter Show HRction Uiews

SRS Nations! Accounts SN

C.A.T.% by Chang Labs V2.0
HUIRIC] Werk/Visw/Priority

Next choose "California Accounts" from the Views menu; and it
will appear in the Account List as the current view.

Choose Merge Views again.
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& File Edit Enter Show RGN
1 Lock
Dlel

taw ic "Cali : " C.AT™ by Name Diew
Current view is "California Accounts”. W Charg

Work view still holds "National Accounts”, LI03C] Werk/Vlew/Privrity
! R R TIEN LTENTTAN

Sot Codes

Clone Events
Mail Merge
Raforl

Ponle Park
Folo Avte
San Francises

b B i e B B R Y

% %ﬁ.’%ﬁﬁbﬁxﬁ‘%ﬁﬁ‘éﬁ ey & Merge Uiews: Seloct a mods

S zx%%%ﬁ%%ﬁ%&%ﬁ% and an opsration. (sse menual
for extplanations)

To merge "California [catitornia Recounts ]
Accounts” with "National MODE OPERATION

Accounts,"” which is now the O set ® Work <= Current
Work view, select the Merge ®Merge  OWork <= Event

O Intersect O Current <= Work
mode and the Work<=Current ORemove O Current <= Event

options in the dialog box and {Tconcei ) (Ccisarwork )
click OK. @

Another dialog box will appear showing the number of accounts
merged. Click or press any key to continue.

In the Account List window, click to check the box above the Work
column. Then click to uncheck the box above the view column.
You will see all of the accounts in the Work view.

[ Fils Edit Enter Show Mction Ulews

Work view contains merged view.

C.A.T.™ by Chang Labs V2.0
MROIC] Work/Diew/Priority

Akers Orep
Ev;?lm
Comwnunisations, e,

_[Coast Technioa) Services

T

Franktin Power & L
T
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To save the view, choose an Morge Diews: Select « mode
. 8. 30
undefined view from the A and sn sperstion. (ses manual
Views menu and choose for skpienations)
. Speciel Promo Mellin

Merge Views once more. MODE SPERRTION —
Enter a name, in this example, 8’“ g"""‘ :' ::""'"
" . e " Merge Work <= Even

Special Promo Mailing. O lntersect @ Current <= Work
Then Select the Set mOde and Remove O Current ¢= Event
the Current<=Work operation (Concot ) [ Closr werk |
to make the Work view the
current view,

A dialog box will appear, showing the number of accounts merged.
Click or press any key to continue,

Your new view will be displayed in the Account List window and
saved when you save to disk.

Similarly, you can manipulate the Events Snapshot window in steps
to create a highly selective list of accounts. The Merge Views com-
mand facilitates using all of the information in C.A.T. to create
views,
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LOOkUp Table A lookup table is a list of codes used to categorize your accounts
and contacts. You can set up eight tables (1 through 8) for accounts
and four tables (9 through 12) for contacts. Each table can contain
as many codes as you need. Codes can be any attribute that you
want to use to categorize accounts or contacts. Before explaining
how to create a table, let's look at the ways they can work for you.

Country Table

Sample Tables for Accounts

For example, to categorize your accounts, you could create a table
named "Groups” with the following codes:

Table Name: Groups

Codes: Dealers
Investors
Key customers
Personal
Press
Vendors

Then by linking the appropriate code to each account record, you
could search on "Group" using Make View to create six permanent
views with the same names.

Table 1 has been preassigned to contain "Country" codes. If you
have international contacts, you should:

« Enter the names of each country in this table.

« Enter the appropriate country code in each account record.

* Select the "Country table” option under Preferences (see the
Edit menu).
Select your "Label Options" also under Preferences to print
country names on mailing labels.

If you do not need country codes, you can redefine table 1 and use
it for some other purpose.

Here are some tables that you might define for account records.

Chanpel.  Industry Size (Employees)
National Finance A-Large: more than 1000
Retail Manufacturing B-Mid market: 100-999
Wholesale Mining C-Small: fewer than 100
Trading Service
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You can also define tables to gather information for market
research, For example:

Net Worth Age of Business
A: «<$100,000 : under 5 years
B: $100,000-$500,000 : 6t0 10
i Sanfranclsco C: $500,000-$1million : 11t015
. San Mateo D: >$1million : 16to 20
. SantaClara : over 20

“Table 9 has been preassigned to contain "Title" codes. Here are Sample Tables for Contacts
examples of titles you might enter:

Assistant Editor Publisher

CEO Editor In Chief Receptionist

CFO Executive VP Secretary

Cco0 Manager Senior VP

Controller - Owner Vice-President
~ Director President

“The following tables may give you ideas for supporting your views
of contacts:

Department Level
Adminlistration Buyer

Engineering Primary
Finance Secondary
Marketing vIP

- WIS

= Research & Development
Sales

‘Like account lookup tables, contact tables can be defined for mar-
ket research, For example, you could set up the following tables to
‘Support temporary views:

Orientation Education Profession
Conservative High school Academia
Moderate College Biotech
Risk-taker Master's Computer
Ph. D. Englnaering
Finance
Law
Medical
Real Estate
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Defining Tables

Entering Codes

Changing Codes

Deleting Codes

To create a lookup table, choose the Lookup Table command from
the Enter menu. The following dialog box will appear:

* Tables 1 through 8 are for account records.

* Tables 9 through 12 are for Seloct loskup teble.

contact records. Fitie

Click to select a number and the ffeble-3 able—11

Lookup Table window will able-4 able-12

appear.

In the first field at the top of the win-
dow, enter the title for the table. This
title will appear in the Codes window
and Make View dialog box.

In the second field, enter a code and
click Enter.

Continue to enter codes as needed and
click the Enter button after each entry.
C.A.T. will automatically alphabetize
and list each code under the Description
heading.

You can change codes whenever neces- Lookup Tobis
sary. Just display the lookup table that
contains the code to be changed, click 5
once to select the code and it will appear CERTER ) COELETE) B3
in the second field at the top of the win- inanee
dow. —

Make your changes and click Enter.
Note that the new code will replace the
old one in all of the records that con-
tained the original code.

Select the code to be deleted in the Lookup Table window, then
click the Delete button. C.A.T. will ask you to confirm the action.
Click as appropriate.
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Once your lookup tables for accounts are set up, you can link one of Linking Accounts to Codes
the codes in each table to each account record. To enter codes, you

maust first display an existing or new account in the Account win-

dow. Then click the Codes> button.

The Codes window will appear with one field for each of the Tables
1 through 8.

@ Flis Edit Enter Show RAction Uiews

If you named your tables, the titles will appear beside each field in
this window.

To entér codes, you can:

* Type the code in the clairvoyant field, and C.A.T. will display .'d* E

names that match in the echo field; or

Click the Goto arrow beside the table you want and that lookup
table will appear. Double-click on the code you want and it will g
be linked to the field in the Codes window.

After you link codes, activate the Account window and click Enter.

You can link one of the codes in each table to each contactrecord.  Linking Contacts to Codes
To enter codes, you must first display an existing or new contact in
the Contact window.

There is one field for each of the tables 9 through 12. If you named
your tables, the titles will appear beside the fields in this window.
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Automatic Code Entry

& Fite Edit Enter Show Action Ulews

[ Oniias OMrIN OMsIN ® First [
Phone/Extension AHas Mafl g

Calleets Antiques.

To enter codes, you can:

* Type the code in the clairvoyant field; and C.A.T. will display
names that match in the echo field; or

Click the Goto arrow beside the table you want to see and that
lookup table will appear. Double-click on the code you want
and it will be linked to the field in the Contact window.

After you link codes, click Enter.

Once you define what a lookup table will contain (e.g., you decide
that table 9 will contain title codes), C.A.T. makes it easy for you to
add new codes to the table automatically.

Choose the Preferences command from the Edit menu and a dialog
box will appear. Select the "Automatically create codes...” option
and click OK.

Once this option is set, you can enter new codes directly in the
Codes window for accounts and in the Contact window for contacts.
For example, suppose you are entering information for a new con-
tact, "Jack Jones," in the Contact window. Jack's title is
"Consultant.” You could type "Consultant” directly in the clairvoy-
ant Title field:

[ Contact ’

]

Jack Smith
Account: t wTueker Resources Group 6

Title Consultant II»
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When you click Enter, C.A.T. will discover that the code is new and
display a dialog box:

A New cede ‘Consulitent’ for table Title'?

CE)

Click OK and the code will be added to the appropriate lookup
table. Similarly, codes can be entered in the Codes window for
accounts.

The Set Codes command makes it easy for you to enter codes for Set Codes
more than one account or contact at a time.

First choose a view from the Views menu. It will appear in the
Account List window as the current view. Then:

Choose Lookup Table from the Enter menu.

Select the table that contains the code you want.

Click once to highlight the code in the Lookup Table window.
Then choose Set Codes from the Action menu as shown in the
following screen:

& Fiis Edit Enter Show JTRIUIN Views
Lock []
Dlal
{4 Name Dlew

? 5
§ (ENTER ) (DELETE) !l Moerge Views K
>

H Net b edes
i

i%

4
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A dialog box will appear to let you confirm the action:

Sot Codes: Set the 'Industry’ fleld to the
‘Service’ Code for all records In the current

. )

Click OK and the code will be linked to every account or contact in
the current View.
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Managing Activities

This section describes how you can use activities to keep track of
any subject matter in C.A.T. You will learn how to:

Define activity classes and types of activities;

Create form letters;

Use mail merge;

Set up routine preliminary or follow-up activities; and
Use activities to manage projects.

An activity in C.A.T. is defined as "any subject matter." C.A.T.lets About Activities
you create activities to keep track of any information you want.

Think about the things you do in the course of your work and the Actlvity Class
kinds of information you need to keep track of. In general, you

probably spend much of your time on the phone, writing letters, and

attending meetings. These items in italics are examples of "activity

classes.”

Every activity must belong to one of six Activity Classes.

Within each class, what variations or types of the activity do you Activity types
have? For example:

® When using the phone, you may receive inquiries or presale
calls; you may make prospecting calls, follow-up calls, or want
to keep notes of phone conversations with certain people.

When you write letters, you may have an introductory letter, an
offer letter, a thank-you letter, personal letters, or form letters
that you routinely send out.

For meetings, you might have appointments; or attend staff meet-
ings, committee meetings, strategy meetings, or board meetings.

These items in italics are all examples of activities. In fact, activity
records can be used to track any information, including birthdays,
expense reports, project notes, marketing ideas, and lists of things
to do.
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User-Speclfic Activitles

Project-Related Actlvities

Form Type Activitles

Different users have different information-tracking needs:

¢ A Consultant could set up activities called "Proposal,”
"Hearing," "Notice,” or "Time" (to keep track of billable time).

A Personnel Manager could have activities called "Salary,"
"Wage Review,"” "Insurance,” "Vacation," and "Sick Leave."

A Paralegal might have activities called "Research,” "Court
Appearance,” "Deposition,” and "Pleas.”

A CEO might have "Board Meeting," "Statistics,"
"Investments,” "Acquisitions," and "Mergers" as activities.

A Sales Manager could have "Prospecting Call,"” "Sales Lead,"
"Purchase Orders,” and "Returns.””

C.A.T. lets you set up activities to suit your own needs.

When you start a new project, think about your information needs
and create a set of activities that will help you track them. For
example:

* If you want to plan a seminar, set up an activity called "Seminar
Invitation" that contains a form letter to invite participants and
another activity called "Confirmed" to record confirmations.

If you want to do a phone survey and need to record responses,
set up an activity called "Survey" and then create events (using
"Survey” as the activity) to record each contact's responses.

To plan a fund-raiser, you might set up activities called
"Inviiation,” "Follow-up Call,” and "Donations".

Activities can also be a form. For example, you could set up:

form letters,
order forms,
surveys, and
expense reports.

You decide what activities are relevant for your business, and create
records for them as the need arises. Activities are entered in the
Activity window and displayed by class in the Activity List win-
dow.
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An event in C.A.T. is a record of an activity (which can be any sub- About Events
ject matter) with a specific contact on a specific date and time. For
example:

*  You make a follow-up call to Joe Chin at 3:00 PM on 9/17.
¢ You send an offer letter to Sally Smith at 4:30 PM on 10/14.
® You schedule a staff meeting for 9:00 AM on11/21.

*  You jot down notes for marketing ideas at 7:00 PM on 12/5,

*  Yourecord the birthday of your best friend on 3/4.

Every event is linked to a contact, activity, and time. In the staff
meeting and marketing ideas examples above, "you" are the contact.

The use of events and the Events Snapshot window are described in
the next section.
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Activity Class Activities are grouped into six classes. Initially, C.A.T. provides
the following: Letters, Phone, Orders, Stats, Meeting, and General.

These classes are suggestions only and can be changed to suit your
own needs. For example, you could set up "Stocks" as a class and

list individual securities as activities. Or you could set up "Ideas"”

as a class and create activities for different subject matters to help

you collect information by topic.

lm show Rctis] 1O change the class names, choose Activity Class from the Enter

New Event %0} menu and a dialog box will appear.
New Account N1

Codes x2 Use standard Macintosh editing conven-
New Contact %3 .

Activity Closs Nemes tions to make your changes. Class names
Now Form Lo (Mex of 8 Cherectors) | can be no more that eight characters long.
New Rctlvity %5 Tottors [Prone After you make your changes, click OK.

Tactics x6 Stocks ideas
Lookup Tabte Meeting | [cenerai The new class names will automatically

Options = appear in the Activity and Activity List
Password windows as shown in the following screen:

& File Edit Enter Show MRction Ulews

OO X X I KR T I I IXIINI I I

Activity List

@ Letters O Stocks (O Mest
QO ideas O Gene

QPhore Qldeas O General
Atls Deseription |\
1

Besassanmacanonananaciartat S 0n0naioiiee
%%&&%%%%%%%%ﬁ%ﬁ%% (enTer ) cLenR ) DELETE )( Tactice ) -

e N e S i
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Creating

activity, you must select a class and enter a Description. Activity Records
g field in this window is used to enter preset text and refer-
described next) for form letters and other information that
yould like to standardize. This is the only field in C.A.T.
-preset text and references may be entered.

imet text is any text that you want to set up in advance and use Preset Text
&peated!y For example, preset text can be a form letter, a data
‘lh"pet, a marketing survey, or an order form.

?rcset text is organized into blocks. A block must begin with a "»"  Text Blocks
marker (Option .) and end with the "4" marker (Option ,). Any text
inthls Note field that is not enclosed by markers will be ignored.

As a simple example, the activity T
called "Meeting" shown below = [ )

includes a reminder question in [ ]O Letters O Projects ® Meeting

the Note field: OPhone QOrders O General
‘ Atias Dessription

I Meeting
P¥here ts the meeting?q

Every time you enter an event
using "Meeting" as the activity,
"» Where is the meeting? <" will ] ~In Activity, enter preset text
appear in the Note field of the inside text block markers.
Event window:

’ & File Edit Enter Show RAction Ulews | ((ENTER )( CLERR ){ DELETE )( Tactico )

in Event, enter your response
following the end marker.

ctics> |

e T )

Thus you will always remind yourself to ask for the location of
the meeting and type it in the Note field.
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Sample Survey Preset text can also include multiple blocks of text (up to 256
blocks). Each block is designated by the » and ¢ markers. For
example, blocks can contain a series of questions for a quick phone
survey. The activity called "Survey” shown below includes ques-
tions in the Note field: m
To conduct the survey, you would &#ﬁ
create an event using "Survey” as :‘8 Luttars QProjects O Mesting
the activity and enter the name of | ams Deseription
the person being surveyed as the LSuvey
contact. The preset text blocks ety | T B e 4 o

will automatically appear in the Prhet kind of business ¢ you have?d

Note field of the Event window. Shew yod g & simtar prvtact e 74

Pif yos, win are You Weking for an alternative?d

While you have the contact on the || »mks for taking the tims...4

phone, you can type his/her A

answers directly in the Note field; [ wren T ean J oFLere ){ Tectics )

just use standard Macintosh edit- \

ing conventions;

Every block of
preset text must
begin with a b
and end with a
4

¥0s you have @ mamend to srarwor & frw quortona?d

Phat kind of business ds you have 24
Responsas entered after Retef

end markers.\- muunh:—m-rmn

PAre you using a stmflar product new P4
Yos

Pif yos, why are you Tesking for an alernative 74
Neood

mare
PThackes for taking the time...¢

0]

You can enter as many lines of text as needed, as long as the
answers are outside of the markers. Here in the Event window, text
inserted between the b and 4 block markers will be ignored and not
saved.

Note that preset text cannot be changed in the Event window.
Preset text can only be entered and changed in the Activity window.
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“Text blocks can also contain references. References are graphic
'symbols used to represent fields of information from your account
and contact records. For example, the symbol represents the
first name of a contact and symbol represents the address of
an account. You can use references to include a contact's name and
address in letters automatically.

“To enter references, you press combinations of keys called "Hot

Keys." For example, if you press the Option key and the letter "o"

(lower-case) simultaneously, the reference will appear.
‘When you press the Shift, Option, and "=" (equal sign) keys simul-
taneously, the [ADDR] reference will be displayed.

Here is a list of the most commonly used references and their Hot
Keys. A complete list is provided in Appendix B.

Reference Hot Key Description

Option |
Option 2
Option y
Shift Option =
Option §
Option v

Today's date
Contact name
Account name
Address lines
City, State Zip
Salutation

To the right is a sample activity called "Standard Memo" which
includes references for the contact name and date.

When you create an event using "Standard Memo" as the activity,
C.A.T. will insert the heading for the memo in the Note field of the
Event window. The references will be replaced with the date cur-
rently set on the C.A.T. Calendar and the name of the contact that
you select. Then you just enter the body of the memo and click
Enter:

References

Standard Memo

&——éﬁ.
[ J®vetters O Projects O Meeting
QPhone QOrders (O General
Ates Deseription
| Standard Meme |
PTe: 4
Mrram: Jeed

»oate ¢ E22@
e ¢

: Joe
Wate:¢ Fobruary 3, 1988
MRe:4 Jaffee IMternational

1 have scheduled a meeting with Jatfee to discuss Project X next
Wednesday. Please have 4 courier detiver the prepesal to them ASAP.

Thanks.

((EnTER )( cLERR )( DELETE ){ Tectics> }
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Standard Letter

Select the contact.
Select the letter.
Type the letter.

"Standard Letter" as an activity ]
with an address block, a salutation J[__]@® Letters O Projscts O Mesting
block, and a closing block: OFhons O Orders O Genoral

Similarly, you can set up —ﬂ_
.

When you want to send a letter,
you will create an event using
"Standard Letter” as the activity.
C.A.T. will display your preset
text blocks in the Note field of the
Event window and replace the ref-
erences with the name and address
of the contact you select. You just
enter the body of the letter in
between the blocks and outside of
the markers:

((entER )( cLERR ){ DELETE }{ Toctics> )

& Fllo Edit Enter Show ncllon Views

L e e
s fﬁmmﬁméz @m@mm&m@%
%&

RS mﬁﬁﬁﬁﬁﬁﬁwﬁﬁ‘ﬁﬁ%ﬁﬁﬁmﬁ ’ﬁ&f
ﬁﬁ me RS *m: ﬁ%gﬁ
Lrent

R was a plecnrre meeting you at the cenference. Enclesed please find the
fnformation you requested. | ek forward % hearing fremn you seen|

To print the letter, first click the Push button to formally record the
event in C.A.T. Then click Pop to redisplay the letter in the Event
window.

Next choose the Print command from the File menu. A dialog box
will appear. Select the "Letter/memo/note” option and click OK.
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To create form letters, use the New Form Letter command under the Form Letter

Enter menu. This command displays the Activity window with ref-

erences for a standard letter already entered for you. It includes an “
address block, salutation block, and closing block:

M
You just enter a description, add preset text, and make changes to [_—_]®Letters O Projects O Mesting
references as needed. For example, if you want to set up a "Product Ofhens O Srders O Seneral
Intro Letter” to send to all of your “ ]
customers, you could enter text = [ ] k

following the , and click Enter: [_]® Letters O Projacts O Mesting B

QOPhone QO Orders O General

When you are ready to send the Altee paee
. [Freem
letter, you will create an event

using "Product Intro Letter” as the .
activity and the letter will auto- ar ’%ﬁ‘_]
maticaily appear in the Note field . ) ENTERN( CLEAR J(ELETE ){ Tectico )

of the E_vent window. The refer- G N Start your form
ences will also automatically PIUE || e sme ves e aevatr now peadint for o letter here.

:;'graec:s:contaCt § name and l ENTER I[ CLEAR )[ DELETE ){ Tactico> ]

Insert any custom
paragraphs, here.

——

Ve would Hie fo take tivis oppertunity te introduce te you an innovative
now product for the Macintesh,

Note that even though this is a form letter, you can personalize it
for each contact here in the Event window. Just type text between
the blocks of preset text, outside of the markers.

Whenever you need to create a form letter, choose New Form Letter
from the Enter menu.
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Batch of Letters To prepare a batch of form letters, use the Mail Merge command.

First create a view of the accounts and contacts who should receive
the letter. Select the view from the Views menu and it will appear
in the Account List window as the current View.

Next create an event using one of the contacts from the view and
using the form letter (i.e.,"Seminar Invitation") as the activity.
Click the Push button to record the event in C.A.T.

Click Pop to redisplay it in the Event window.

IRV Views
Lock

List of accounts to send to. — Dial
Name Visw

Make View XM,
Merge Views
Set Codes

Event (letter) that is to be cloned. Clome Events

SMatl Merge

Select Mail Merge.

P ABC Corp. will be conducting a seminar sn Tuesday , Nevember 10, 1987,
You are cordially invited o athond.

Then choose the Mail Merge command from the Action menu.

A dialog box will appear for you

to confirm the action: A Mail Merge: Schedule suvent
in date window for all

Click OK and C.A.T. will create o T o PR

an event containing the form let- tommend to produce

ter for every contact in the view. documents.

A dialog box will appear show-

ing the number of letters
(events) created.
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To print the letters, display all of the events just created in the Printing Letters
Events Snapshot window. Be sure that the option for the specific
activity, in this example, "Seminar Invitation," is selected:

@ Flle Edt Enter Shew Action Ulews

Events Snapshot
O uil @ ew omt
o) (o]
°)

®
Werk/To-be/Privrity

Then choose the Print command from the File menu, select the "All
Notes" option, and click Print. The standard Macintosh print dialog
box will appear; click as appropriate.
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Preset Tactics FPreset tactics allow you to schedule routine preliminary or follow-

Setting Tactics

up activities in advance. For example, you might want to schedule
a follow-up call five days after every contact receives a seminar
invitation. The letter is the primary activity, and the follow-up call
is the tactic activity.

Note that all tactics must be set up as activities in the Activity win-
dow, just as primary activities are.

By presetting tactics, every time you create an event using the pri-
mary activity, the tactic activity will automatically be scheduled as
well. C.A.T. essentially uses the tactic activity to create an event
for you. '

Preset tactics will help you automate routine activities, plan your
strategies on projects, and save data entry time.

First enter or display the primary activity in the Activity window.
The following example uses the "Seminar Invitation" as the primary
activity. Then click the Tactics> button and the Tactics window
will appear.

Fllo Edlt Entar Shom nctlon Illows

S e T o Letters O Projects O Mesting

zﬁgﬁ%ﬁ%ﬁﬁmﬁﬁ%ﬁﬁ% 3 OPhone QOrders Q General

2ce] Fleld Name Deseription
" | Servinar invitation

will be conducting & swniner on
bor 10, 1987, You are cordally

[ ® Amount O 3000 O Units O Ratio
Preset Rate: C— (cLenr )(oELETE ) (Tactico )}

You can preset up to four tactics. For each one, you specify:

* The number of calendar Days separating the primary activity
from the tactic. Enter a negative number such as "-2" for tac-
tics to be scheduled before the primary activity; enter a positive
number such as "4" for tactics to be scheduled after the primary
activity.
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The tactic activities. You can type the activity name or alias in
the clairvoyant field, and C.A.T. will display names that match
in the echo field (or click once to select an activity from the
Activity List window; then reactivate the Tactics window).

To schedule a follow-up call five days after the "Seminar
Invitation" is sent out, you would enter the following:

& Fiie Edit Enter Show Action Ulews

Activity
=] som

[J® Letters O Projects O Mesting
QrPhone QO Orders (O Genersl
Alas Deseription
Servinar Invitation

Presst SThrwip astivities

Eomun *
willbe & suminar en

] @ Amount O $000 O Units O Ratio 10, 1907, Youarm ey

Proset fate: C— )(cLern )(oeLETe )( mu%

Then reactivate the Activity window and click Enter.

Every time you create an event to send an "Seminar Invitation," Using Tactics
C.A.T. will automatically create an event for you to make a follow-

up call five days later. These events will be displayed in the Events
Snapshot window:

Events Snapshot

O MO Visw ®a ® Al
(o) 'y V0. (o) sthrs oW
® (o) Seminar Q fr,

1S, 1908 ,f
Werk/To-Do/Priority [ ]

1/725/87 1000 @Eaten, ho.
715758 R1] he.

Llé_ﬁjﬁ:y_ .
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Notes on Tactics

Preset Rate & Amounts

Tactics can only be created when the primary activity is entered in
the Event window or when using the Clone Events or Mail Merge
commands. If you change the date of a primary activity that has
already been entered, C.A.T. does not automatically change the
dates of the corresponding tactics.

To manually change a tactic date yourself, first display the tactic in
the Events Snapshot window, then double-click on it. The Event
window will appear with the record displayed. Make your changes
and click Enter,

In the Event window, there is an Amount field that can be used to
capture different types of numeric data.

You select the data type in the Tactics window when you create an
activity to track amounts. For example, you could set up an activity
called "Travel Expenses." When "Travel Expenses” is displayed in
the Activity window, click the Tactics> button to display the Tactics
window:

There are four options in the
lower half of the Tactics win-
dow which indicate how Puys

. q_
amounts entered in the Event o
window should be formatted S
on reports,

[ ® Amount Q $000 O Units O Retio
Select: Proset Rate: C——1 &

Amount to indicate dollars and cents

$000 to Indicate thousands of doliars

Units to indicate a quantity; a rate per unit can be entered
at the bottom of the window in the Preset Rate
fleld.

Ratio to indicate non-dollar amounts Including numbers,
indices, or ratios.

After you make your selection, activate the Activity window and
click Enter.

C.A.T. can be used to track time and will print time cards separat-
ing billable and nonbillable hours. For billable activities, be sure to
select the Units option and enter an optional rate for this activity.
(To learn how to use C.A.T.to compute elapsed time, see "Managing
Time and Events" in this chapter.)
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Setting up activities in advance is necessary if you want to use pre-
set text and tactics. However, you can also enter activity records
"spontaneously” in the Event window. To set this feature, choose
the Preferences command from the Edit menu, select the
"Automatically create ... activities” option and click OK.

Once this option is set, you can type new activities directly in the
Event window as you create new events. For example, suppose you
are talking to a client on the phone who has just made a proposal
for new project. You can go directly to the Event window and
enter: the contact's name, "Proposal” as the activity, and details in
the Note field.

fvent

When you click Enter, C.A.T. will discover that "Proposal” is a new
activity and display the following dialog box:

& Cresting new Activity called 'Proposal’.
Sslsct ciass for this activity:

[ tetters ) [ Projects ) [ Mesting ]

[ Phone ) ( Orders ) [ General )

Click to select the appropriate class and an activity called
"Proposal” will be created for you. In this way, you can enter new
activities as you need them while C.A.T. simplifies your data entry
and helps you save time.

Managing Activities
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Managing Projects

The following example illustrates how C.A.T. can help you manage
projects.

Suppose you want to invite hundreds of people to a fund-raising
dinner. You have already set up account and contact records for
them and created a view. For each person, you want to send an
invitation and schedule a follow-up call one week later. Further, as
each person confirms attendence or declines but promises a dona-
tion, you want to record their expected attendence or donations.

Start by creating the appropriate activities:

Activity Explanation ,

F/R Invitation  Set up a form letter with preset text inviting participants.

F/R Follow-up The follow-up call. Preset this as a tactic seven days
after the invitation is sent.

F/R Attendees An activity to record the list of attendees.

F/R Donations An activity to record the amount of donations.

To create a letter and schedule a follow-up call for every contact in
the view, use the Mail Merge command. Then use the Print... com-
mand to print the invitations and mailing labels.

Note that if you want to invite additional people after the mail
merge, you just create events for each contact using "F/R
Invitation" as the activity.

To begin following up, display all follow-up call events in the
Events Snapshot window. Double-click on the first one to display
the record in the Event window. C.A.T. displays the contact's
phone number in the upper right corner of the Event window. Make
your follow-up call,

If the contact will attend, click in the activity field and type "F/R
Attendees.” You can also enter the donation amount in the amount
field, and enter other information in the Note field as needed, then
click Enter. C.A.T. has linked this contact to the "Attendee" activi-
ty and unlinked it from the "Follow-up" activity.

Select the next follow-up call. If the contact declines to attend but
agrees to donate, click in the clairvoyant activity field on the Event
window, change the activity to "F/R Donations" and enter the
amount of the donation in the amount field. When you click Enter,
C.A.T. has linked this contact to the "Donations" activity and
unlinked it from the "Follow-up" activity.
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Alternatively, instead of changing the "Follow-up” record, you
could create new events to record attendence and donations.
However, changing the activity lets you record the result of your
call as well as the fact that you have finished the follow-up for this
contact.

You can use the Events Snapshot window to display events and
print reports that show:

* follow-up calls that still need to be made,
* expected attendees,

* labels for each attendee, and

* expected donations to collect.

Use the Merge Views command to create a view that includes all
attendees. Then print an alphabetized account list.

Further, you can use C.A.T. to develop additional follow-up letters
that: :

confirm attendence at the dinner or
¢ confirm donations from contributors.

C.A.T. makes possible the managing of highly complex projects.
C.A.T. ensures that no step, vital or trivial, is overlooked.
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fanaging Time and Events

l’hiuactmn includes lots of examples. They show you how you
ild use C.A.T. commands and records to manage your daily
evcnts You will learn how to:

*: Use C.A.T. to manage time;
2. Record amounts in C.A.T. using the Calc button; and
* Use the Event window to enter daily events.

Managing time with C.A.T. is simple and powerful. You use the
Calendar window to identify a date range of events. Then you use
the Events Snapshot window to see the events within that range.

For example, activate the Calendar window; point to the highlight-
ed day; and click. C.A.T. zooms to the Events Snapshot window
and shows all events for the day.

You can use the Calendar to identify a specific day, week, or month
as the date range. The Events Snapshot window shows all events
for the selected time period.

You can scroll through time periods by clicking the Next button in
the date range field. For example, if you have selected a weekly
time period, each time you click on the Next button, C.A.T.

- ingtantly shows the events for the next week.

Managing Time and Events

Time Management

HELEEL R
Hh - HeL

Day, Week or Month
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Dlﬂj Work/To-Do/Priority

Choosing a List of Events

Using a List of Events

Printing a List of Events

When the to-do box is checked, you can quickly:

Scroll backward to see all events from prior weeks that need
attention or
Scroll forward to see all events that are scheduled.

You can choose the events to see by selecting buttons in the Events
Snapshot window and choosing values for each button.

You can select events for:

All contacts, all contacts in the current view, specific account, or
one contact.

All activities, a class of activity, or one activity.

All time periods, a range of dates, or one day.

Work, to-do, or priority items; or any combination of items.

O 5o ; 0 i Y SMon, Gep 7, 1987

You can use the list of events to:

Find a specific event you need.

Use the list on-screen to take care of your "to-do” list.

Manage your time by reviewing all of the events scheduled for a
specific week.

Use the Merge View command to convert event information into
views that you can use for other projects.

Send an electronic report to a spreadsheet or another application.

You can also use the events in the Events Snapshot window to pro-
duce reports. You can print:

An audit of an account by selecting one account, all activities,
and a specific time;

Activity reports by selecting all contacts, one activity, and all time;
All letters, memos, and notes by selecting all contacts, the letter
class of activities, and one day; then choosing the "All Notes™
option in the Print dialog box;

A calendar of events by choosing all contacts, all activities, and
one time period; and

Custom event lists by choosing any combination of settings.
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You can use C.A.T. in three ways to manage your to-do lists. In Hand"ng To-do Lists
each case, first identify the list of events you want in the Events
Snapshot window as shown below:

Events Snapshot

2/7/87

10

[ T Je], [ 1.0} O '

o) o @ Prss- izl &

o) o O et 15,197
[

Work/Yo-a/Priority

First, you can change the status of each event by pointing to the Checking (V) Event Status

three status columns on the left and clicking to check or uncheck
events. The columns have the following meaning:

W Work

P Priority

Events that are checked have been changed during
the current session. The "current session” is the
time spent since you last saved to disk.

Events that are checked mean that the item needs
attention. To tell C.A.T. that the item is done,
click on the check mark (V) to remove it (like
crossing out an item on a paper to-do list).

Checked events have higher priority than other
events, You click to checkmark the items (like
highlighting important items on a paper to-do list).

Note that on a color monitor, to-do, and priority items are displayed

in color.

By checking and unchecking events, you can update your to-do list.
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Changing Each Event

The list of to-do events.

Second, you can handle each item in the Events window. Click to
highlight the first event on the Events Snapshot window. Click
again on the highlighted record. C.A.T. zooms to the Event window
to show the first event.

Events Snapshot

The first event.
Click on Next button to
see next to do event.

Reviewing Account History
for Each Event

Orup
26 Yandewater
Oakland, CA 94534
ATTN: Dick Ferguson

Dear Dick:4

Thank you for sending the information | requested. Ye will begin our
analysis and sond 3 draft for you te review befere tw ond of the menth,

You can handle the event by:

¢ Calling the contact (the phone number is in the center of the
window);
Jotting down comments in the notes area;
Changing the date, time, or even the activity link information;
Clicking the Done box; or
Simply ignoring the event and going to the next event.

If you make any changes, click Enter to record them. If you change
the date or time, C.A.T. will automatically update the sequencing
on the Events Snapshot window.

To proceed with the next event on your to-do list, click the Next
button in the upper left of the Event window. With a few clicks,
you can deal with long to-do lists in an orderly fashion.

Finally, you can use Merge View to convert your to-do list into an
alphabetical list of accounts; then use the Events Snapshot window
to display the history of each account prior to handling the out-
standing to-do item. You need this power feature when your con-
tact list becomes very long and you cannot recall the context of the
specific to-do item.

Let's go through this procedure step by step.
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First, create your to-do list in the Events Snapshot window:

I} Events Snapshot

8 30 8 _ o @it 10-do list for a week.

CICL] erk/Te-De/Priority

|n : 800 _Buwgle O8urgle _____ M: Sff Meet
s 34 v : Standard Letter
L Op jArmstrong @ Armatrong &Y

228 )ee QGisbres, |

& Morge Diews: Select @ mode
and an operstion. (sse manual
for explenations)
fro |
Next, choose an unused view MODE OPERATION
from the Views menu and then @ sot @ Work <= Current

. QOMerge Q Work ¢= Event
select Merge View from the O Intersect O Current <= Work

Action menu: QORemove  Q Current <= Event

Enter a title for the new view,

such as "To Do This Week"; Moans convert the events on Events
click to select the Current<= Snapshot into view with an alphabetical
Event operation; and click OK. list of accounts.

C.A.T. creates a view containing an alphabetical list of accounts associ-
ated with your to-do list and displays it in the Account List window.

Activate the Events Snapshot window; set the buttons to show one
account, all activities, and all time; and uncheck all status boxes.

Call report for each account in to-do list.
Click Next button to review next account's history
prior to handling to do event.

C.A.T. shows all events for each account starting with the first
account on your to-do list. Using the event information displayed,
you can refresh your memory, account by account.
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@ [DakersGrowp %

Amount Field

Tracking Numbers

Calc Button

B\

To proceed to the next account, click the Next button in the account
field of Events Snapshot.

You can now manage even the longest list of contacts and recall the
context for each event.

The Event window can be used to record amounts in either the
Amount field or the Note field. A single amount can be entered
directly in the Amount field. Use the Note field to enter multiple
formulas, and calculate the total using the Calc button.

g fllt:n'
& 115788 | 1:30PM =
Contaot: t Spencer Thomas
Themas /Hitisborough !
rmmmmrmpnmamsms el
potivity eneral: Dillable Time & [ bone

Amount Field  Calc Button

For example, you could use the amount field to track key statistics
for different companies or divisions. Start by creating an activity

class called "Stats" and set up activities for key indicators such as
"Revenues” and "Profits.”" Then create events by entering:

Any contact at the company or division as the contact;
"Revenues” or "Profits” as the activity;

The key number in the amount field;

Additional details in the Note field as needed;

And then click Enter.

To review key statistics, display the "Stats” class of events in the
Events Snapshot window and use various combinations of the con-
tact, activity, and time options to list the events you need. The
amount shows in the last column of Events Snapshot.

By using the the Calc button in conjunction with the Note field,
C.A.T. helps you compute totals for a variety of events including
expense reports, orders, and quotations. The Calc button searches
for amounts in the Note field; and computes and displays the total
in the Amount field.

The Calc button can also be used to compute elapsed time if you
need to keep track of billable and nonbillable time.

Examples of these uses are given below.
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To calculate and track travel expenses, you could set up an activity
called "Travel Expenses.” Then create an event by entering:

¢ The Date of the expense record;
* Your own name as the contact;
¢ "Travel Expenses” as the activity.

In the Note field, enter the expenses incurred:

3/4 RT Alrfare $311.84
3/4 Car rental $39

3/4 Parking $3.50

3/4 Hotel $100

3/5 Breakfast $5

3/5 Lunch with cllent $25
3/5 Mlleage 45@$%.25

Notice that every amount must be on a separate line and must
include a "$" sign. Amounts without dollar signs will be ignored.

You can also enter negative numbers such as -$350 to record cash
advances.

Then click the Calc button: E‘

C.A.T. will search through the Note
field for all amounts that include a "$"
sign, then compute and display the =
total in the amount field. This total [495'59 \ l E
will also appear in the right-most col-

umn of the Events Snapshot window

and print on event lists.

f—

To print the expense report, choose Print from the File menu, select
the "Letter/memo/note” option and click Print.

If you want to print a list of expense reports that you have accumu-
lated over a period of time, display all of the Travel Expense events
in the Events Snapshot window and print a custom event list. (See
chapter 4 for more information on designing printed event lists.)

To add expense items to an existing expense record:

Display the record in the Events Snapshot window.
Double-click on it to zoom to the Event window.
Add the items and amounts to the Note field.
Click Calc to compute the total.

Click Push or Enter to record the changes.

Managing Time and Events
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Using Formulas In addition to simple amounts, you can also enter formulas in the
Note field of the Event window.

A formula may contain one of the following math functions:

for addition

for subtraction
for muitiplication
for division

for quantities

Each formula:

Must contain at least one $ (dollar sign) character

May not have any spaces in it (spaces identify the beginning and
end of a formula)

May contain only one math function (with the exception of the
@ operator).

The following are examples of valid formulas:

Formula  Description

55@%$2.50 Quantity/Unit cost: 55 units at $2.50 each
200*$0.14 Mileage calculation: 200 mlles at $.22 per mile
-2.3*$14 Negative numbers: -2.3 times $14

$17+%$14 Simple sum: $17 plus $14

$39.95/3 Division: 1/3 of $39.95

$14-$12 Net difference: $14 minus $12

In addition, formulas may contain the % operator. Depending on
which math function you use, the % operator does the following:

Operator  Example Description
+ $200+25% Mark up the amount $200 by 25%
23@$12+5% 23 units at $12 marked up 5%

$14.95-45% Discount $14.95 by 45%
14@%$19-10% 14 units at $19 each less 10%

60%*$199.95 Compute 60% of $199.95
23@$22*'75% 23 units at 75% of $22
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You can use formulas to compute "customer orders,” "purchase Orders and Quotations
orders,” and "quotations.” First, set up activities for each item.
Then create events to record each order or quotation.

For each event, enter the buyer's
or vendor's name as the contact; m
an order, purchase order, or quo- ﬁ___
tation as the activity; and set the  |—_JOLstters O Projects O Mesting
date. Then enter formulas in the ornmmn O Sonerst
Note field as shown below:

Sales Order Number: : —An activity with preset text and ref-
#123-32900 ’ erences that is used for tracking

Ship Via: UPS Blue purchase orders.

Item 1: 14@$499.85-45%

ltem 2: 3@$649.50-45% _l:mn J(CLERR ){ DELETE )( Tacticss )
Item 3: 3@$649.50-50% —

Bonus ltem: Free.

Remember that each amount must be on a separate line and must
contain a "$" sign. Click the Calc button. C.A.T. will automatical-
ly compute and display the total in the amount field. Then click
Push or Enter to record the event.

To print the order, choose Print from the File menu and select the
"Letter/ Memo/ Note" option.

To print a list of orders or quotes, display the appropriate set of
event records in the Events Snapshot window and print a "Custom
Event List" (See chapter 4, "Printing Reports,” for more on setting
up printed Event Lists).

You can also set up activities with preset text (see "Managing Activities”
for information on setting up forms) to:

¢ Set up quotations using a letter format with standard opening
and closing paragraphs;

Create customer order and purchase order forms with built-in
prompts such as "Order Number,” "Ship Via," or any other infor-
you need; or

Design custom forms for tracking information as needed.

Managing Time and Events




Computing Eiapsed Time To compute elapsed time, first set up an activity called "Billable

Event starting time.

Time." In the Tactics window, select "Units" as the data type.
Enter the Preset Rate for this activity, as well.

Oprhone OOrders @ General |
Deseription

[ omable Time

: 1 Click here
[ O amount O $000 & Units O Ratio to show
Preset Rate: |—_—;3_-| (ciean )(DELETE )(Tactle® )l Tactics.

On printed event lists, C.A.T. will show hour, rate, and amount
columns and compute total amounts (See chapter 4, "Printing
Reports,” for details on designing reports).

When you create an event using "Billable Time" as the activity,
Calc will assume that the Time field in the Event window contains
the starting time of the event:

wﬂmslmﬂsbonm

ﬁGomnl : Bm:‘l‘:?'ino s

When you finish working, click Calc button. The elapsed time of
the event will be computed and displayed in the amount field:

| frent

& (e | o | R

Contact: [t Spencer Thomas 0
Thomas /Hilisbereugh

Activity: | R mral:B;ﬁabh Time s

El'apsed time.
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i noed to use C.A.T. while time is being computed, you can
ek Push to set the event record aside. When you complete your
sk, click Pop to redisplay the record in the Event window, then
‘Calc button to see the total elapsed time.

, ‘You can:use this feature for project management or to track billable
time. Bach time you click Calc, the new elapsed time will be com-

'C.A.T. is not an accounting system. It is a personal information Accounting Data
_ system that can be used to record and simplify your accounting-
related activities. For example, you can use C.A.T. to:

* Track billable time (printing or electronically sending your time
card to your accounting department for billing);

Take sales orders (printing or electronically sending your own
order forms);

Track travel expenses (printing an expense report to submit for
reimbursement).

C.A.T. is designed to track the information you need.

Managing Time and Events




Daily Events

Phone Messages

Meetings

Recurring Meetings

Miscelianeous To-do ltems

C.A.T. can be used to manage a variety of daily events, ideas, and
information. The following are just a few examples.

Phone-message pads are commonly used to jot down notes as you
talk on the phone. Often, a conversation will require follow up or
include facts that you would like to record for future reference.

At the end of a day, review your phone messages and select relevant
messages for inclusion in C.A.T. For each message, create an event
using:

¢ The name of the caller as the contact;
® "Phone Call" as the activity; and
¢ Enter the information you wish to remember in the Note field.

In particular, sensitive issues that involve contracts or delicate
negotiations may require the accurate logging of conversations. For
these situations, you may wish to create specific activity fields that
help you categorize the events associated with the subject matter.

To schedule a meeting, create an event by entering:

The date and time of the meeting;

The name of the person you will be meeting, as the contact;
"Meeting" as the activity; and

Other information (i.e., agenda, participants) in the Note field.

C.A.T. can also be used to schedule recurring meetings. For exam-
ple, if a committee meets every Wednesday, create an event by
entering:

The date and time of the next meeting;

Yourself or the committee chairman as the contact;
"Committee Meeting" as the activity; and

Enter other information as needed in the Note field.

Then click the Recur button in the Event window and a dialog box
will appear. Click to select the frequency of the meeting and it will
appear in the field just above the Recur button.

C.A.T. will show the event on the Events Snapshot window every
Wednesday until you change the information.

To set up a list of miscellaneous things to do, create an event by
entering:

The date on which the items need to be acted on;
Yourself as the contact;

"To-do List" as the activity; and

Enter the action items in the Note field.
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k- and talk with people, ideas come up that may be use-
Fprojects. Too often, the ideas are forgotten before you
hing about them. Create an event by entering:

or the source of the idea as the contact;
appropriate subject (i.e., marketing strategy) as the activity; and
a in the Note field.

manage lots of ideas without slowing you down. Create
many events as you need and enter notes in sufficient detail so
the idea is fully described.

you need the information, use the Events Snapshot window to
“find related ideas, examine them, and print reports to help you get
" the new project off to a flying start.

C.A.T. can be used to track text from other software. For example,
you can copy spreadsheet cell values into C.A.T. and store them in
the Notes fiecld of an event. Similarly, you can store messages from
electronic mail systems in the Notes field of events, rather than cre-
ating a separate document on disk for each message.

In these cases, you use the Copy and Paste commands available in
most applications to copy text information and paste it into the
Notes field of an event record.

C.A.T. sorts all events by contact, activity, and time; so that you can
find your data -- easily.

C.A.T. can be used to produce form letters and mass mailings.
Unfortunately, form letters are often associated with the negative
image of "junk mail." Using C.A.T., you can elevate your efforts to
develop relationships with people.

The relationships that you build with people and their perception of
you affect your ability to achieve the goals in your life.

C.A.T. enables you to produce notes, hundreds per week, that let
your contacts know that you are thinking of them. As you read,
think, and talk with other people, you can produce short letters that
tell people you understand their needs. For example, when you
read a news story that may be of interest to one of your contacts,
you can make a copy of it and prepare a short letter in C.A.T.

Managing Time and Events

Tracking ideas

Text From Other Products

Final Note:

“Power Marketing
With the Personal Touch”




To simplify writing letters, you could set up an activity called
"Standard Letter” that includes references and preset text.
Whenever you want to send a letter, enter a new event in the Event
window with the following information: the name of the contact
and "Standard Letter" as the activity.

The letter will appear in the Note field with the contact's name and
address automatically filled in. You only need to type in your note
and click Enter. Even if you use form letters with preset messages,
you can still add that personal touch by inserting an extra sentence,
a "P.S.," or other greeting.

C.A.T. allows you to print documents as you create them. Or you
can print all of your correspondence at one time at the end of each
day as follows: Using the Events Snapshot window, display the
events you wish to print by selecting the current date, and the
appropriate contacts and activities. Then choose Print and select
the "All Notes" option to print all letters, memos, and notes. It will
only take a few minutes everyday to sign and mail all letters.

With some diligence, you can send hundreds of notes per week that
help you keep in touch with key contacts in your industry in a per-
sonal way. That's power marketing!
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Printing Reports

C.A.T. provides reports to help you manage information. This chap-
ter is a reference for printing procedures, report options, and report
examples.

Some reports have built-in formats; others you design yourself.
Built-in reports include:

Dossiers and Calendars;

Letters, Memos, and Notes;
Mailing Labels; and

Activity List and Lookup Tables.

Custom reports include:

¢ An account list generator that lets you sort, group, and select the
contacts to be included in, for example, a phone directory.

An event list generator that prints various reports of your own
design, such as call reports or a subscriber list.

For each report generator, you can design up to four reports for reg-
ular use as part of the standard print menu.

To print your company name and address at the top of reports,
choose Options from the Enter menu. You can also include a logo
if you wish. (See "Creating Your Own Logo" in appendix C.)

C.A.T. uses the standard Macintosh dialog boxes. These boxes dis-
play and control printer options for the ImageWriter or LaserWriter.
Different versions of the Macintosh print dialog box will show dif-
ferent options. If you have any questions about printer options,
check your printer manual for help. Note: Non-Apple printers have
not been tested for compatibility.

Before starting to print any report, note the following standard
Macintosh printing conventions.

® Use the Chooser desk accessory from the ® menu to designate
the printer you will be using. The Chooser lets you connect sev-
eral printers to your Macintosh through the AppleTalk network.
Each printer may be preloaded with different kinds of paper.

Company Logo

Print Dialogs




ImageWriter

LaserWriter

Canceling Print

Fonts, Sizes & Styles

For example, one printer could be set up with address labels; and a
second printer could be set up with your company letterhead.

® Use Page Setup from the File menu to set various page options.
For example, you can change paper sizes, print orientation, etc.

Consult your Apple manuals for detail.
If you are using an ImageWriter, note the following:

* To set the true "top of form” for printing, align your paper, then
turn the printer off and on again.

Make sure you have enough space on your disk for the spool
file. Typically, you will need 30K or more bytes of free space.

Note that C.A.T. does not support the Draft mode for printing
letters, notes on reports, borders on reports, or mailing labels.

For fastest results when printing with the LaserWriter, choose fonts
that are preloaded on the LaserWriter. The minimum LaserWriter
preloaded font selection includes Times, Courier, and Helvetica.
The C.A.T. default font, Chicago, is designed for use with the
ImageWriter and is not available as a preloaded font on the
LaserWriter. Consult your printer manual for more details. Using
only preloaded fonts can reduce report printing time by 50%.

During a print job, you can cancel printing by clicking the Cancel
button or pressing the Command and . (period) keys together.
While printing mailing labels, canceling may require several clicks
on the Cancel button.

You can design your reports so that you can print different segments
of your report and letters in different fonts, sizes, and styles. For
example, you can have your company name italicized, the address
smaller, and different styles for the subtitle, body, and subtotal sec-
tions of your reports.

C.A.T. is not a full-featured word processor: You do not have font
and size control over each word in a letter.

You use the "Set Format" com-
mand to control font, size, and
style selection. When you choose
Set Format from the File menu, (Lettors/Notes ) {_meports )

the following dialog box appears: (_Trovel size ) Full Size
| Cancel |

Set Format: Select the type
of reports to format.
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313 you set up four types of formats. Using Set Format

pd as follows:

Reports

« All Account Lists
« All Event Lists

« Activity List

« Lookup Tables

Travel Size Full Size
"« Travel-size Dossiers + Dossiers
- Travel-size Calendars + Calendars

+ Malling Labels

* Lookup Tables

Choose a button and C.A.T. presents the following dialog:

REPORT FORMRT: Select sections to CatFont
change. Set font, size, style. Click Chicago
SET. Click OK to enit. 6eneva
Helvetica
Report Tids Monace

iy mimes

O9 [OBoid

O 10 O 1talics

O 12 Junderline
O 14 []outline
Q 18 [ Shadow
O 24 [JCondense

O Custom
fCIenr] (ox ) Left Margln Top Murgln

The box presents a typical report divided into seven major sections.
On the left are seven check boxes -- one for each section. Check
one or more sections; select the font, size, and style; then click Set.
When the sample report suits your preferences, click OK.

About Printing




For each report, the sections are used as follows:

Report Type Letter Report Dossjer Calendar Label

Report Title N/A Yes Yes Yes N/A
Company Yes Yes Yes N/A Yes
Address Yes Yes Yes N/A Yes
Column Header N/A Yes Yes Yes N/A
Subtitles N/A Yes Yes Yes N/A
Body of Report Yes Yes Yes Yes Yes
Subtotals N/A Yes N/A N/A N/A

Print Commangd To select reports to print, choose Print from the File menu. The fol-
lowing dialog box will appear:

Aﬁ Check afl reports & options:

Contacts in Current Diew:
] Dossier Al dossiers option

O Travel size Dossier [] Labels for View
O Custom Account #1 [ Custom Account #3
] Custom Account #2 (] Custom Account #4

Event Snapshot:
{7 Calendar (] Travel size Calendar

] Custom Event #1 [ Custom Event #3
] Custom Event #2 [J Custom Event #4
(JLetter/memo/note I Rll Notes

] Lookup Value List [ Labels for Snapshot

[ Activity List

@ (To Screen) [ cancel )

Just click to select the reports you want to print, and uncheck items
that you do not want to print.

The reports in the upper half of the dialog box are affected by the
view displayed in the Account List window. If the window shows:

® All accounts, then the reports you select will include informa-
tion for all of the accounts in your database.

The Current View, then information will be printed for the
accounts and contacts in that view only.

The Work view, then information will be included for checked
accounts and contacts only.
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Mm' the lower half of the dialog box are affected by the
_view of events displayed in the Events Snapshot window. For
ple, you can print a calendar for a specific day. Other reports
inétude information for the contacts and activities selected.

; M’Leokup Code" and "Activity List" reports are for your refer-
ence.
(At the bottom of the dialog box are three buttons. After you make
_your selections, click:

¢ Print to start the printing sequence and send reports to a
selected printer.

To Screen to send each selected report to the screen so that you
can check the page layout prior to printing.

The Cancel button to cancel the Print command without print-
ing.

If you attempt to print and nothing happens, check the following: Trouble-shooti ng

¢ Make sure the printer is on and ready to receive reports.

* Check the cable between the Macintosh and the printer to make
sure it is fastened securely.

Exit C.A.T. and use the Chooser command (under the % menu ).
Then test the printer from the Finder by choosing Print Catalog
from the File menu. Note that Print Catalog is not a C.A.T.
command. If nothing prints, you have a printer incompatibility
problem. Consult your local dealer.

Once a year, check the batteries in your Macintosh. Weak bat-
teries could cause problems relating to printing.

If the printer shows garbage, make sure you are using an Apple cer-
tified cable. Also, make sure you have the right cable for your
make and model of printer. The wrong cable prints garbage.

About Printing




Dossier A dossier is a history of an account. It can include account, con-

Event Options

Report Options

Size Options

Format Options

tact, and event information with notes (if any) for each.

You control the event records to be included by setting the activity
and time options in the Events Snapshot window. Information will
be printed for all of the events currently displayed in the Events
Snapshot window.

To choose what sections of the dossier to print, choose Dossier
Options from the Edit menu. The following dialog box will appear:

Dossier Options: Check the sections
to include. ’

X Address Block X Account Note
D Contact Names Xl Contact Notes
X Snapshot Events [X Event Notes

=

You click to check or uncheck items. Make your selections and
click OK.

To print dossiers in full size (8-1/2"X11") with account, contact,
and event information on one page and notes on a second page,
select the "Dossier” option in the Print dialog box.

To print a travel-size dossier (7"X7") with all information on one
page that can be trimmed to fit in typical pocket calendars, select
the 'Travel Size" option in the Print dialog box.

To print the travel format using the full length of the page (i.e., 7"X
11"), set Preferences from the Edit menu.

To change the fonts, sizes, and styles for a dossier, use Set Format
from the File menu. Select the Full Size option to format full-size
dossiers; select Travel Size to format travel-size dossiers.

To produce page sizes that suit other travel-size notebooks such as
Junior Page, European format, or other needs, use Page Setup from
the File menu.
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1o print a dossier for one specific account: Printing Dosslers

@lick to highlight the account in the Account List window.
3% your options, then choose Print from the File menu.
the print dialog, select "Dossier” or "Travel Size Dossier."

1t to print dossiers for all of the accounts in a view:

ot display a view in the Account List window.
2 ur options, then choose Print from the File menu.
dialog box, select "Dossier” or "Travel Size Dossier."
lect the "All Dossiers” option also.
click Print.

I the printing of all dossiers is interrupted and you want to resume
from a specific account, select the "Start with current..." option
from Preferences under the Edit menu. Then activate the Account
List window, highlight the account to resume printing with, and
choose Print.

Report Reference




Fuil Size Dossler:

Blagy Bros.

415-982-1000

| Market Plaze

ond, VA 78303

nLE

PHONE

ICEOQ

415-982-1234

[Nat] Account Mgr.

415-982-4321

{Specialist

15-982-1432

ACTIVITY

[P:Call

[L:Seminar lvitation

P:Follow-up Call

P:Call

L:Standard Letter

(O-Purchase Order
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hores:

S

Tinciosed piease find the materials you req

d for yous p

queations, feel free to call me any time.

Full Size Dossler Notes:

Report Reference




Travel Slze Dossler:

DOSSIER
Blass Bros. 415-982-1000
| Market Plazs

Ex:lmdpleu.e find the ials you reqp d for Rick i VATE03
your presentation on November 20th. If you have
any questions, feel free to call me any time.

6:

NAME NITLE __ |PHONE
|Nelson Lee CEO j415-982-1234
|Carl Mam [Nat] Accoungd]5-982-4321
ackic Smith Specialist  1415-982-1432

DAYINAME |lacTiviTY

P:Call

L:Seminar Invitation
[P:Follow-up Call
P:Call

L:Standard Letter
[O-Purchase Order 4,175.00)
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You can choose to print labels for the contacts currently displayed Mai"ng Labels
in the Account List window or for the people associated with events

currently displayed in the Events Snapshot window. Each label can

include the following lines of information:

® Contact's first name, last name, and mail stop (if any),
* Title of contact,

®* Account name,

® Street address (could be multiple lines), and

¢ City, state, zip and country

Choose Label Options from the Edit menu and the following dialog Label Optlons
box will appear:

‘ﬁ Label Options: Check the
lines to include.

[ First Last Name /Mail Stop
O Title

[ Account Name

[ Address

[J City, State and Zip

[JCountry
o

You can click to check or uncheck items. Make your selections and
click OK. Note that a mail stop (if any) will print on the same line
as the contact name and a country code will print on the same line
as the city, state, and zip code. If the contact does not have a title
or country, C.A.T. will automatically skip the line on the label.

You can use this label utility to print name tags for seminar partici-
pants or cocktail parties. Check only name, title, and account; and
make the fonts bigger so that they fit your labels.

If you have international contacts, set Preferences under the Edit Country Options
menu to tell C.A.T. that lookup table 1 contains country codes.

Labels can be printed using different fonts, sizes, and styles. The Format Options
"Travel Size" option under Set Format controls mailing label fonts.

To print labels, C.A.T. supports the ImageWriter only. In orderto  Page Setup
print labels correctly, choose the Page Setup command from the

File menu and select the "No Gaps Between Breaks” option. After

printing labels, remember to uncheck the option in order to print

reports correctly.

Report Reference




Labels for a View

Labels for Snapshot

Sample Label:

To print one label for each contact in the current view:

Display a view in the Account List window.

Choose Page Setup from the File menu and select the "No Gaps
Between Breaks" option.

Select your other options, then choose Print from the File menu.
Select the "Labels for View"' option.

Click Print,

(On the ImageWriter, note that C.A.T. does not support printing
labels in the Draft mode.)

Labels will print in alphabetical order by account and contact name.
If certain labels fail to print, make sure that you have selected con-
tacts within the account for the view. A contact selected for the
view has a check mark beside his/her name in the Contact List win-
dow.

If printing is interrupted and you wish to resume from a specific
account, select the "Start with current..." option from Preferences
under the Edit menu. Then activate the Account List window, high-
light the account with which you want to resume printing, and
choose Print again.

To print one label for each person connected with the event in the
Events Snapshot window:

®* Make your selections in the Events Snapshot window.
Choose Page Setup from the File menu and select the "No Gaps
Between Breaks™ option.
Select your options, then choose Print from the File menu.
Select the "Labels for Snapshot” option.
Click Print.

Labels will print in chronological order by event.

If printing is interrupted and you wish to resume from a specific
event, select the "Start with current...” option from Preferences
under the Edit menu. Then activate Events Snapshot, highlight the
event to resume printing with, and choose Print again.
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Account Lists are reports you design to print account and contact Account Lists
information. For example, you could print a customer directory.

Each report prints using the view currently displayed in the
Account List window. Accounts within the view may be grouped
using one of the eight lookup tables for the account record.
Accounts can also be sorted alphabetically by name, city, state, zip
code or alias. If no other option is selected, by default, accounts

are sorted by name.
Report Options

To design a report, choose Account List Options from the Edit
menu. The following dialog box will appear:

& List Optlons: Click the report to change.

Lk Custom 1 )( Custom 2

( Custom 3 )( Custom 4

New title: |Customer Dlrectord

Coene)

* If you are creating a new report, enter the report title, then click
one of the four buttons. The report name will replace the button
name in the dialog box shown above, appear in the Print dialog
box, and become the report title.

* If you are changing an existing report, click one of the four buttons.

Account List Options: Check the
fields to include.

X Alias X AccountX] Address
B4 City D state [ Zip Dd Phone

Dd Contact X Title D Ent.

i Level [JTable-113]Table-12
[XI Country X Table-2 [X Table-3 [X Table-4
X Table-5 [X Table-6 [X] Table-? [ Table-8
SORT BY: GROUP BY:
@ Account O1 OS5
OcCity 02 Os lj 0K ; il
Ostate O3 QO
Ozp O4 O8

O fAlias @® None

Report Reference




Format Options

Viewing on Screen

Printing Account List

In the upper part of the dialog box, you see the columns that can be
included in this report. C.A.T. automatically controls the width of
each column. For example, if you want to include a lookup table as
a column, C.A.T. determines the width of the column based on the
width of the entries in that table.

On the bottom left is a set of buttons for controlling sorting. For
example, if you select "State,” C.A.T. will list your accounts by
state.

To the right is a set of buttons numbered 1 through 8 for grouping
accounts by lookup table. Each table value will be printed as a cen-
tered subtitle. Select None if you do not wish to group your
accounts at all.

You can click to check or uncheck items. Make your selections and
click OK.

To control the fonts, sizes, and styles for a report, choose Set
Format from the File menu and select the "Report" option.

To preview the overall width of your report, use the To Screen but-
ton on the Print dialog box. Use Page Setup to set the actual paper

width.
To print an account list:

Display a view from the Account List window.

Select your options, then choose Print from the File menu.
Select one of the four "Custom Account List" reports.
Click Print.
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Sample Account List:

#BC Corp.
1526 Grove Street
Cupertino, CA 95643

Cuslomer Direciory

PHONE CONTACT
415-994-0183 Dick Ferguson
Harry McDonald
Mildred Pack
408-867-9375 Michsel Antonelli
714-339-8349 Kirby Armstrong
Ken Roth
Trisha Stevens
408-534-9686 Bill Brodie Husband
Jill Brodie
612-338-0700 Gary Fischer CEO
Karen Heller
Susan Moffett Secretary
408-776-9333 Kathy Christisnsen
603-221-1219 Mark Kennedy
Stacey Linder Marketing
415-822-5321 Tom Palladin CEO
Ed Sherman Vice President
Aaron Smith Sales Mmager
DeCarlo 415-696-1981 Lisa DoCarlo Technical Support
Fred Lang Fiance
Eaton, Inc. Russell Kirshner Vice President
Brian Olsen Specialist
Glenn Topper President
Fogarty Saa Jose 415-267-6634 Alan Fogarty Secretary
Pranklin Power & Light Boston 213-448-9323 Maureen Collins Secretary
Sharon Leigh Vice President
Justin Rooney President
Glass Bros. i 415-982-1000 Nelson Lee CEO
Carl Mann
Jackie Smith
Gould Designs Sants Cruz ~ 408-338-6422 Mike Gould
Graham Campbell ~ 408-584-3303 Allison Graham
Harper Products San Francisco 415-923-5688 Bill Kirkpatrick
Justin Parks
Marlee Thompson
Sacramento  712-441-6755 Bemic Hitchcock
Dana Hitchcock
David Hitcheock
Sylvia Hitchcock

Report Reterence




Calendar

Calendar Options

Size Options

Format Options

The Calendar report shows your schedule for one day or a range of
days.

The events printed on the calendar are determined by the events
shown in the Events Snapshot window.

For each day, C.A.T. prints a one-page calendar that shows each
event and the associated notes which can be your agenda for a
meeting or figures for a sales call. Optionally, you can include the
address and phone number for each event so that the calendar can
be used as a travel aid.

To choose what items will be printed on the calendar, choose
Calendar Options from the Edit menu, The following dialog box
will appear: ’

Calendar Options: Check the
sections to inctlude.

X! Address & Phane #
X Event Notes

——

Make your selections and click OK.

To print calendars in full size (8-1/2"X11") with events, addresses,
and phone numbers on one page and notes on a second page, select
the "Calendar" option in the Print dialog box.

To print calendars in travel size (defaults to 7"X7") with all infor-
mation on one page, select the "Travel Size Calendar” option. Each
page can be trimmed to fit in typical pocket calendars.

To print the travel format using the full length of the page (i.e.,
7"X11") see Preferences under the Edit menu.

To change fonts, sizes, and styles for a calendar, use Set Format
under the File menu. The "Full Size" button controls the selections
for the full-size calendar. The "Travel Size" button controls the
selections for the travel-size calendar.

Use options on Page Setup to produce sizes to suit other travel-size
notebooks (such as Junior Page or European format) or for other
needs.
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'T6 rint one specific calendar: Printing Calendars

‘ ‘Deuble-click on a day in the Calendar window.

Q ‘Select events in the Events Snapshot window.

% “Select your options, then choose Print from the File menu.
# Select the "Calendar” or "Travel Size Calendar" option.

5 Click Print.

§‘o prmt a calendar for a range of days:

. 'Double.-chck on the Goto arrow for the date range in the Events
. Snapshot window.
# Set the range and click OK.
* 'Select events in the Events Snapshot window.
® _Select your options, then choose Print from the File menu.
‘Select the "Calendar” or "Travel Size Calendar” option.
Click Print.

Report Reference




Full Size Calendar:

Wed, Nov 18, 1987
lacnviry
Morming
MLunch

Jo3o M y St.

1415-771-1069 /

P:Follow-up Call

, |378 Arguello Bivd.

612-338-0700/

Afemoon
1899 Marietia Drive
15-241-8550 /211
[M:Board Mocting
435 Carbett Ave.
[408-665-6682 /219
[M:Business Trip
5221 Central Ave.
203-776-1074 /
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Full Size Calendar Notes:

Report Reference




Travel Size Calendar:

Wed, Nov 18, 1987

yand S

A _TIMEINAME _|ACTIVITY

Moming

How contract progressmg?

11:30Zinmerman  [M:Lunch

3:

Zimmerman [930 Montgomery St.

R,

iry “l':'lmning" for employ

Isan 4157711069 /

5:

11:39fFischer P:Fallow-up Call

Oversee installation of new system.

Business 378 Arguelio Blvd.

Miami 612-338-0700 /

Tanet will be out of town.

Afternoon

Yamato P:Seminar

Yamato 1899 Marictta Drive

415-241-8550 /211

M:Board Meoting

435 Corbett Ave.

[Cupertino " |408-665-6682 /219

6:3 IM:Business Trip

U.S. 5221 Central Ave.

203-776-1074 /
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Event Lists are reports of your event records. You can use this Event Lists
report generator to design call schedules, sales reports, travel

schedules, seminar lists, portfolio valuations, statistical analyses, or

a variety of other reports.

Each report includes the events currently displayed in the Events
Snapshot window. Events are always shown in chronological order.

To display events in alphabetical order, use Merge Views and con-
vert the event list into a view. (See "Managing Contacts” in chap-
ter 3 for more details on Merge View.) Then use the Account List

generator to print the report you need.

;(V)e‘:lets;filslt: ;:Op:lr:.il:hEo:is[e & List Options: Click the report to change. Report oPtlons

menu and the following C Custom1 ., [ Custom 2 ]
dialog box will appear: » ( Tustom3 D! Custom 4 )]
New titie: Fomlnar Participenty |

If you are creating a new report, enter the report title, then click
one of the four buttons. The report name will replace the button
name in the dialog box shown above, appear in the Print dialog
box, and print on the report.

If you are changing an existing report, click one of the four but-
tons.

The Event List Options dialog box will appear:

& Event List Options: Check the fields
to Include.

XIbate KiTime [RRecur [INotes
EKiName [ETitle [ Rccount X Phone
Xty Kistate R2ip R Totel
Ractivity Runit [KRate [X Amount

Report Reference




Most of the options are obvious; but some need special attention:

Option Description

Notes Prints the notes assoclated with every event.
Notes are printed under the event record.

Total Shows the total of the amount column at the bot-
tom of the report.

Activity Shows the activity name for this event.

Unit If the event's activity is a "Units” type, the amount
from the Event record is shown in this column.

Rate If the event's activity is a "Units" type, the preset
rate in the Activity fleld is shown in this column.

Amount If the event's activity Is a "Units” type, C.A.T. multi-
plies the unit column by the rate column and
shows the resuit here. Otherwise, the Amount field
from the Event record Is printed in this column.

You can use the unit, rate, and amount columns to produce billable
hours, time cards, sales analysis reports, or other reports that
require similar computations.

Click to check or uncheck items. Make your selections and click OK.

Format Options To control the fonts, sizes, and style for a report, choose Set
Format from the File menu and select the "Report” option.

To preview the overall width of your report, use the To Screen but-
ton on the Print... dialog box. Use Page Setup from the File menu
to set the actual paper width.

Printing Event Lists To print an event list:

Select events in the Events Snapshot window.

Select your options, then choose Print... from the File menu.
Select one of the four "Event List” options,

Click Print.
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Sample Event List:

Feb 13, 1988

a4BC Covp.
1526 Grove Street
Cupertino, CA 95643

Seminar Perticipants

DATE NAME WILE ___ ACCOUNT PHONE ___crTy
9/28/8 Trisha Stevens  Operations  Armstrong &  714-339.8349 Bloomington
/3878 Stcey Linder ~ Marketing  Coast Technical ~ 603-221-1219 Philadelphia
9/28/8 Sharon Laigh  Vice Presideat Frankiin Power & 313-448-9329 Boston
Of8/8 Jackie Smith  Specialist . Giass Bros. 41$-983.1000 Richmond
9/28/8 Dave Jacobs Nacl A Hindson of America 415-363-1765 Dallas
O/28/8 Katy MacMilian ~ Natl Account Knoll-Seigler  S15-872-0377 Chicago
9/28/8 Mel Brady President . Tucker Resources  212-684-2922 New York
/2878 Hal Sullivan . Vice President U.S. Blectronics ~ 203-776-1074 Houston

Report Reference




Letters’ Memos & Notes Letters, form letters, notes, and memos are stored in C.A.T. as event

Letter Options

Format Options

Printing One ltem

Printing a Batch of Letters

records. (See chapter 3 for details on creating letters.)

You select the letters to print using the Events Snapshot window.
Manipulate the contact, activity, and time buttons to display the let-
ters you want.

Choose Letter Options from the Edit

menu and a dialog box will appear. QD Louer Dpliohs: Check the

sections to Include.

You can click to check or uncheck Xl Return Address

items, If you will be printing letters g:":‘“;; "‘"I:l don Lt

on letterhead, uncheck the "Return | cniication —ne
Address” option. If you will be
printing memos and notes for your
own use, check the "Note Identification Line" option to print a
date/contact/activity reference at the top of each page. Make your
selections and click OK.

To change the fonts, sizes, and styles of your text, use Set Format
and select the "Letter/Notes" option.

To print one specific letter, memo, or note:

Display the item you wish to print in the Event window.
Select your options, then choose Print from the File menu.
Select the "Letter/memo/note” option.

Click Print.

C.A.T. does not support printing letters in the Draft mode on the
ImageWriter.

To print a batch of letters, memos, and notes:

Select the events to print in the Events Snapshot window.
Choose Print from the File menu,

Select the "All Notes" option.

Click Print.

If printing is interrupted and you wish to resume from a specific
event record, select the "Start with the current...” option under
Preferences in the Edit menu. Then activate the Events Snapshot
window, highlight the event to resume with, and choose Print again.

C.A.T. will print the information in the Note field of each event as a
single document. Each note is printed on a separate page.
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ABC Corp.
3400 Main Street
Sacramento, CA 99999

Jun 1, 1987

Mary Smith

fBC Corp.

4381 Broadway
.. Artesla, AZ 34598

Dear Mary,
As you know, every year the club sponsors a fundraiser
to raise money for specisl projJects. This yesr, we would

like to Invite your participation.

There will be 8 committee meeting held on Wednesday,
June 10th at 7 P.M. We hope you can Joln us.

Sincerely yours,

James Mitchell
Chairman

Report Reference

Sample Letter:




Sample Memo:

6/1/87 Wyatt @Park Plaza Industries

To: Alicia

From: JD

Date: Jun 1, 1987
RE: Fundraiser

Prepare a list of potential donors and draft a campaign letter.
Letters must be mailed by June 5th.

Sample Note:

6/1/87 Ferenzak @Hidalgo, Inc.  Activity: Standard Note

Ruth,

Our plans for the fundraiser are progressing smoothly.
filicia is handling the list of donors and sending out letters.
Let me know if you need additional information.
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The "Lookup Codes List” is a reference report that shows all of the
codes im each of your Lookup Tables. Each table is alphabetized.
To print:

* Choose Print from the File menu.
¢ Select the "Lookup Code List" option.
¢ . Click Print.

2 Feb 13, 1988

BC Covp.
1526 Grove Street
Cupertino, CA 95643

Lookup Tables

Report Reference

Lookup Codes List




Activity List The "Activity List" is a reference report that shows all of the activ-
ity records that have been entered in your database. Activities are
grouped by class and printed in alphabetical order.

To print:

® Choose Print from the File menu.
* Select the "Activity List" option.
® (Click Print.

. Feb 13, 1988

ABE Corp.
1526 Grove Street
Cupertino, CA 95643

COUNT

13

PSincerely yours,

Joe Sample
Manager ¢
Standard Memo
[aCH
Mrom: Joed
PDate:4
PRe: 4
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~ Reference




¢ BTILN Edit  Entar Show Action Uisws

: This chapter describes each C.A.T. command. A command is an
PageSetup |1 o instruction to the computer to perform an action.

Set Format £

Some commands tell C.A.T. to open List or Entry windows.
Descriptions are given for the fields and buttons in every window.

The commands are arranged in the order in which they appear on
the menus. For an alphabetical list of commands, look in the index.

C.A.T. has six menus: File, Edit, Enter, S'how, Action, and Views.

¢ The File menu commands are used to load and save files, format

SEERE SRR AR AL,
it

L rrerenens and print reports, and end a C.A.T. session.

4 Oossiar Options

. Prarhe The Edit menu includes commands to set preferences and report
| bttt b options. This menu also contains C.A.T.'s special commands for

lubal nn!lnm

importing and exporting data, as well as standard Macintosh
commands for copying and pasting text.

[ZRI Show Rction Uiews .
New fusnt WD The Enter menu includes commands to enter account, contact,
. Coden o 22 b activity, and event records as well as lookup tables, options, and

5| Now Contoct M3 the system password.

3 New Form Letter

1 o hrny ms ! The Show menu commands open or activate List windows

iy Tectics e which show your accounts, contacts, activities, and events. This
Lookup Tasis : menu also has commands to open the Calendar and Status win-

Dptions
r dows.

The Action menu commands are used to name, make, and merge
views; set codes; and clone events.

‘ﬁ%ﬁﬁﬁ;ﬁm Ly : ) ) .
Hea : The sixth menu called Views lists all of the views that you create.

Calendar
4 Activity List n-

Diet
Nome biew

] Make Disw %M
Merge Uiews
Sot Codes

Lione Evenls
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File Menu

There are eight commands under the
File menu. These commands are
used to:

®* Create a new C.A.T. database.

® Open an existing database.

¢ Save data.

¢ Rename a file.

® Print reports.

® Set page options for printing.

¢ Set fonts, sizes, and styles for
printed documents.

* ExitC.A.T.

-

Open... X0
Save %S
Save fs...

Print... P
Page Setup
Set Format

Quit %€0Q

File Menu

New is used to start a new C.A.T. database.

When you choose New from the File menu, C.A.T. will automati-
cally create an empty database with the filenames "Untitled" and
"Untitled-NOTES." All C.A.T. records, options, and notes are

saved as a database in these two Macintosh files.

If you choose New while working with an existing database, C.A.T.
will give you the opportunity to save changes before creating the
new file. C.A.T. allows you to open one database at a time.

New

§
{
i
i
!




OPen The Open command is used to open an existing C.A.T. database.

If you have made changes to the existing database, the Open com-
mand will give you an opportunity to save your work prior to open-
ing the new database.

When you choose Open from the File menu, a dialog box will
appear. Click to select the filename you want, then click the Open
button as shown below:

CAT Work

O Quick Start CAT Work

0O System Folder

6’ |l Cancel I

Each C.A.T. database is stored as two Macintosh files. Using the
filename you selected, C.A.T. will search for a corresponding notes
file. If a notes file cannot be found, a dialog box will appear with
an explanation of your options. Click as appropriate.

To load files from another drive, a separate disk, or from
Macintosh's folder structure, click to select in the dialog box shown
above. See your Macintosh Owner's Manual if you need help.

Save is used to save your data on disk.

C.A.T. keeps new entries in your Macintosh's memory. As a result,
you can work quickly and see updates on-screen immediately.

New entries are not saved to disk until you use the Save or Save As
commands. After you choose Save, C.A.T. will confirm the action
with a message reading: "SAVED to Disk!... back up your data."
Click or press any key to continue working with the same database.

Note that if a power failure interrupts your C.A.T. session, all of
the information entered since the last time you saved will have
to be reentered. Data entered prior to the current session
would still be Intact. It is recommended that you save periodi-
cally and back up your database regularly.
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The Save As command saves the current file to a new filename.

When you choose Save As from the File menu, the following dialog
box will appear:

€3 CAT Folder

= Hard Disk

Untitied

The default name for a new database is "Untitled.” Enter any name
you wish and click Save. Two files will be created: one icon with
this name will hold your data; another icon with the same name fol-
lowed by "-NOTES" will hold your notes file. (For information on
storing your data and notes files on separate disks, see "About
C.A.T. Files And Disk Management" in appendix E.)

The Print command is used to print documents such as dossiers, let-
ters, notes, mailing labels, and reports.

Note that there are many commands related to the printing of
reports. (See chapter 4, "Printing Reports,” for an overview and
examples of each report. )

When you select
Ptint from the File & Check all reports O options:
menu, the follow- Contacts in Curtent View:

s s . [ dossier [ At cossiers option
ng dlalog box will O Trevel size Dossier O Labels for View

appear: [ Custom Recount #1 O Custom Account #3

[J Custom Rccount #2 O Custom Rccount #4
Event Snapshot:

[JcCalendar O Travel size Calendar

O Custom Event #1 [ custom Event #3
O Custom Event #2 O Custom Event #4
[OJLetter/memo/note CJRil Notes

[JLookup Codes List OLabels for Snepshot
[ Retivity List

m (To Screen) [ cancel )

File Menu

Save As

Print




Click to check or uncheck items. You can select more than one
item at a time. After you make your selections, make sure your
printer and paper are properly set. Then click the Print button.

A dialog box with your printer options will appear. Note that
C.A.T. uses the standard Macintosh dialog boxes for printing with
the ImageWriter or LaserWriter. See your printer manual if you
need more information about the options displayed.

Click OK in the printer options box and the program will begin
printing your selected item(s). If you need to cancel printing in
progress, click the Cancel button displayed on the screen or press
the "Cmd ." (command period) keys on the keyboard.

To see how a letter, note, or report will look before printing, make
your selections in the dialog box shown above, then click the To
Screen button. '

To Screen

If you made more than one selection, click the Next button to see
each page one after the other. Click Cancel to return to the C.A.T.
screen.

Page Setup Page Setup is the standard Macintosh command used to control the
page size and appearance of printed documents.

When you choose Page Setup from the File menu, a dialog box sim-
ilar to the following will appear (depending on the printer you use):

LasertWriter Page Setup o f ok |
Paper: ® US Letter O R4 Letter Reduce or '
QUS Legal OBS Letter Enlarge: %
Orientation Printer Effects:

i [X Font Substitution?
I[W ]@ X sSmoothing?

X} Faster Bitmap Printing?

C.A.T. uses the standard Macintosh dialog boxes for printing with
the ImageWriter or LaserWriter. (See your printer manual if you
need more information about the options displayed.)
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Whgn you choose Set
Format from the File
menu, a dialog box will

appear:

Select:

it is used to change the fonts, sizes, and styles of text on
:d document, C.A.T. lets you decide how your dossiers,
letters, ..emos, notes, reports and mailing labels will look.

A

Set Format: Select the type
of reports to format.

(Letters/Notes )

[ Reports )

| Travel Size |

Full Size

,m‘
B '

Letters/Notes to format letters, memos, and notes.

Reports
Travel Size

Full Size

and malling labels.

dars.

to format reports such as Account and Event Lists.

to format travel-size (7"X 7"') dosslers, calendars,

to format full-size (8-1/2"X11") dosslers and calen

After you make your selection, another dialog box will appear:

REPORT FORMAT: Select sections to
change. Set font, size, style. Click
SET. Click OK to exit.

Reporn Tide

Company
Address

CatFont
Chicago
Geneva
Helvetica
Monaco

O0oo ooa

09 [ObBold

O 10 [] 1talics

O 12 O underline
QO 14 [Joutline
O 18 []Shadow
O 24 []Condense

O Custom

[—u“r] C 0K ] Left Mnrgln Top Margln

File Menu

Set Format

Type of Document




Column Width

Sizes & Styles

On the far left side are seven boxes that correspond to the seven
sections that can be changed.

The font size of the text for the Column Header section controls the
width of each column of the report. By choosing a smaller font size
for the body section than the Column Header section, you can avoid
the clipping of information caused by columns that are too narrow.
(Also, you can use the reduction factor available on the Page Setup
command to make reports fit onto your paper.)

Click to check the box beside the section to be modified.

In the upper right corner are the fonts available. The number of
fonts available is determined by your particular System file. You
can scroll to see others. Click once to highlight the font you want.

Below the fonts are the size and style options. Click the buttons
beside the point size and style desired. If you need a size other than
those listed, click the button beside Custom and type a number in
the field.

After you make your selections, click the Set button in the lower
left corner. The sections selected will change immediately to show
your choice of font, size, and style. For example, the illustration
below shows a selection of Times, 18-point, Bold, Italic for the
company name section:

REPORT FORMAT: Select sections to CatFont
change. Set font, size, style. Click Chicago

SET. Click 0K to enlt. Geneva
Helvetica

Report Tite Monaco

Company

Address k

O9 KBoid

Column Headers 010 [X Italics
Subtides -
Body of Report QO 12 JUnderline

Subtotls ~ 5000.00] O14 [Joutline
® 18 [Jshadow
O 24 [JCondense

QO Custom

(cClear ] [ ok ) Left Margin Top Margin

00o0go O®xrA
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“Notp that each section can be a different font, style, and size. Set
“-gach selection separately.

To clear your selections for the current sections checked (i.e.,
_ uncheck them), click Clear. Clear

' In the bottom right corner of the dialog box, there are also boxes to  Margins
adjust the left and top margin widths.

After all selections are set, click OK to return to the main screen.
Then use the To Screen option on the Print dialog to see how the
item will look before you actually print it.

Quit is used to exit C.A.T. Quit

When you choose Quit from the File menu, C.A.T. will exit imme-
diately if no changes have been made to your file.

If changes have been made, C.A.T. will give you the opportunity to
save before exiting.

File Menu
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Edit Menu

There ¢ are 14 commands under -
the Edit menu. These com-

mands are used to: Copy Records

* Export data from one C.A.T. Run Macro ®R
file to another C.A.T. file or Delete Records
to other applications.
Import data from other
databases (via spreadsheets) Cut %R
into C.A.T. Copy *®C
Delete multiple records at Paste KU
one time.

Cut, copy, paste, or clear Clear
information from one field

to another field or applica- Preferences

tion. D ier Opti
Choose program use prefer- gssier Uptions

ences. Calendar Options

Select options for printing Event Lists
dossiers, calendars, event -
lists, letters, account lists, Letter Optlo ns
and mailing labels. Account Lists

Label Options

Copy Records is used to export data from one C.A.T. file to another Copy Records
C.A.T. file or to other applications. You use Copy Records to pass:

A single record,

An entire view,

A snapshot of evenits,

A set of related records,

or any combination of records to the clipboard. From the clipboard, Exporting Records
the records can be sent to:

Another C.A.T. database,

-A spreadsheet,
A word-processing program, or
Any application that accepts tab-delimited files.

Edit Menu




Sending Records

Receiving Records

Using Copy Records

Copy Options

The records sent 1o the clipboard are compatible with all communi-
cation programs. Using simple Copy and Paste commands avail-
able in most programs, the clipboard text may be transferred elec-
tronically through local area networks, modems, or mainframe com-
puters. For example, you can paste the clipboard contents produced
by Copy Records into a "memo field" of an electronics mail soft-
ware program and send the data to another user.

The receiving application can also use Paste to accept the results of
Copy Records. If the receiving application is another C.A.T.
database, you can tell Copy Records to insert special codes that
allow the receiving C.A.T. to properly place account, contact, activ-
ity, and event records in the proper places. Using the Run Macro
command, C.A.T. then adds the new records into the current
database. In a spreadsheet, the data would be pasted into cells of a
spreadsheet -- one field per column and one record per row,

To use Copy Records, select the records to copy using any List win-
dow. For example, if you want to copy a single account, activate the
Account List; click to highlight the account to copy; and select
Copy Records from the Edit menu.

If you want to copy all events from the Events Snapshot window,
activate Events Snapshot, identify the events you want, and choose
Copy Records.

(Make sure no single event is highlighted. If one is, only that entry
will be copied. Click on a blank row, if necessary, to prevent this.)

Depending on which window is active, Copy Records displays a
dialog box with the following options:

® Use the C.A.T. format. (This inserts commands in the data that
tell the Run Macro command which window to use for which
records. If you do not choose this option, records are copied
using the tab-delimited format of a spreadsheet.)

Include record notes with the data copied.

Include linked records with the record to be copied. For exam-
ple, if an account is selected, you can choose to pass all contact
and event records as well.

* Pass notes only, in the word-processing format.

Click to select the options you need and click OK. The data is
copied to the clipboard. (For examples of Copy Records applications,
see appendix A.)
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Ratn Macro is used to import data records from the clipboard into Run Macro
CAT

mm of the clipboard can be prepared by C.A.T. using the
- CppyRecords command or using a spreadsheet program. (To see
fall instructions for importing data into C.A.T. from spreadsheets,

mmdnm)

RnnMacro accepts keystrokes from the clipboard. All characters How it Works
of the text in the current clipboard become keystrokes, as if you had
entered them one by one through the keyboard.

In addition to alpha-numeric characters that become field values in
C.A.T., the Run Macro command also handles certain special char-
acters, including:

Tab Causes C.A.T. to move to the next field.

Return Ignored.
{x} Command keys.

The { symbol tells C.A.T. that the next character is a keyboard
command. For example, if x were the number 1 in C.A.T., pressing
"Cmd 1" on the keyboard means activate the Account window.
"{1}" in the text of the clipboard would tell C.A.T. to perform the
same command. Similarly, if x were the letter E, pressing "Cmd E"
on the keyboard is equivalent to clicking the Enter button on Entry
windows; "{E}" tells C.A.T. would put the record away.

The Copy Records command automatically inserts tabs, returns, and
command keys between records to tell the Run Macro command
how to handle the incoming text.

To use Run Macro, prepare the contents of the clipboard using the ~ Using Run Macro
Copy Records command or using a spreadsheet. Then choose Run
Macro from the Edit menu and click OK.

Watch as C.A.T. visually activates windows and enters text auto-
matically into your database. (For examples of Run Macro applica-
tions, see appendix A.)

To cancel the Run Macro process, click the mouse button at any
time.

Edit Menu




Delete Records

Cut/Copy/Paste/Clear

Delete Records removes multiple records from your database using
a single command.

To delete multiple records, display the records to be deleted in a list
window. For example, to delete all events associated with an activ-
ity, show all those events in the Events Snapshot window and
choose Delete Records from the Edit menu. The command will
request you to confirm your intent prior to proceeding.

When you elect to delete a list of account records, C.A.T. will also
delete the contacts and events that are linked to these accounts, if
any. Similarly, when you delete contacts, C.A.T. will delete all
events linked to these contacts. '

If you delete an activity record, C.A.T. does not delete the events
linked to this record. C.A.T. unlinks the events so that the events
are linked to no activity. If you wish to delete these events, use
Delete Records on these events prior to deleting the activity record.

When you save to disk, the records will be permanently deleted
from your file.

C.A.T. uses the standard Macintosh commands for editing text
within fields. Each command is described here. Refer to your
Macintosh Owner's Manual if you need help.

¢ The Cut command removes a selection and places it on the clip-
board. Any previous contents of the clipboard will be replaced.

The Copy command places a copy of a selection on the clip-
board. Any previous contents of the clipboard will be replaced.

The Paste command inserts a copy of the contents on the clip-
board at the insertion point.

The Clear command removes a selection without placing it on
the clipboard.

These commands are particularly useful when working with text in
Note fields (i.e., preset text in the Activity window) and when
transferring text from one application to another.
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Preferences are used to set screen and print options. Preferences

Choose Preferences from the Edit menu and the following dialog
box will appear:

Check all prefersnces: -
Screen Options: “

[ Show warning messages on text, amount and date entry.

X ARutomatically create codes and activities.
[ Search using alias of accounts/contacts/activities,

[0 Early bird. Assume ? and 8 mean AM ~ not PM.

[ Automaticelly enter changes to an event record.

{0 0n zoom, tlose the current window.

Print Options:

{J Assume lookup table #1 contains Country information.

[ Expand travel size reports to full page length.

I Print aiil dossiers and labels starting with current.

Make your selections and click OK. When you save, your selec-
tions will be saved as well. You can change these options any time
you wish. Each option is described below.

* Show warning messages... lets you choose to see warning
messages on-screen or not. lf you choose this, the program will
let you know when irregular entries are made.

Automatically create codes and activities. This simplifies
data entry for you. Choose this option if you want to enter new
account codes directly in the Codes window, new contact codes
directly in the Contact window, and new activities directly in the
Event window.

If you enter aliases for your accounts, contacts, or activities, you
can choose to search for them by alias in clairvoyant fields. Just
check Search using allas...

When you enter time to schedule events, C.A.T. assumes 9, 10,
and 11 are "A.M." hours, and that 12, 1, 2, 3 through 8 are "P.M."
hours. If you want C.A.T. to assume 7 and 8 are "A.M." hours,
check the Early Bird... option.

Automatically enter changes to an event record. When you
select this option, changes to event records are entered auto-
matically. You do not have to click the Enter button.

Edit Menu




It you prefer G.A.T. to close windows as you go from one window
to another, check On zoom, close... For example, if you click on
a highlighted account in the Account List to display the Contact
List, the Account List window will first close.

When you select Assume lookup table #1..., C.A.T. will
assume table 1 contains country codes and will include the infor-
mation on mailing labels. This option is for labsls only.

Travel-size reports are normally 7"X7" and print out in smaller
type in notebook-size format. If you want the report in the same
format but on a full page, select Expand travel size...

When you instruct C.A.T. to print all dossiers, it normally prints
them in alphabetical order starting with the first account dis-
played in the Account List window. If you were printing 100 let-
ters and the printer jammed on the 75th one, you could select
the Print... starting with current option. Then resume printing
by clicking once to highlight the 75th account in the Account List
window, and choose the Print command again.

Similarly, if the printer jams while you are printing "All Notes”
from the Events Snapshot window, you could select this option to
resume printing by clicking once to highlight an event in Events
Snapshot. Then choose the Print command again.

Dossier Options Dossier Options let you choose what information will print on
dossiers.

When you choose Dossier Options from the Edit menu, the follow-
ing dialog box will appear:

Dossier Options: Check the sections
to include.

] rddress Block I Account Note
ClContact Names [ Contact Notes
[]Snopshot Events []Event Notes

o< )

Make your selections and click OK. (See chapter 4, "Printing
Reports," for sample dossiers.)
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Calendar Opﬁbns let you choose what information will print on the Calendar Options
calendar report.

“When you choose Calendar Options from the Edit menu, the follow-
‘ing dialog box will appear:

é Calendar Options: Check the
sections to include.

[0 address & Phone #
] Event Notes

Make your selections and click OK. (See chapter 4, "Printing
Reports,” for sample Calendars.)

Event Lists options specify what information will be included on Event List Options
Event Lists.

When you choose Event Lists from the Edit menu, the following
dialog box will appear:

& List Options: Click the report to change.

( Custom 1 J{  Custom2 )

( Custom 3 )( Custom 4 )
New titte: || |

You can customize up to four lists at a time. There is one button for
each list. Of course, you can change them any time as new reports
are needed.

Initially the names of the lists appear as Custom 1, Custom 2, etc.
Enter a name for the list in the New Title field. This name will
appear in the Print dialog box and on the report. Then click to
select one of the buttons.

Edit Menu




Another dialog box will appear with the Event List Options:

& Event List Options: Check the fields
to include.

[ bate [OTime [JRecur []Notes
COName [Titie [JRccount [JPhone
O cCity Ostate [Jzip OTotal

[ Retivity [] Unit O Rate O Amount

Make your selections and click OK. (See chapter 4, "Printing
Reports," for sample event lists.)

Letter Options Letter Options let you choose what information will print on letters
as well as memos and notes.

When you choose Letter Options from the Edit menn, the following
dialog box will appear:

& Letter Options: Check the
sections to include.

[ Return Rddress
[JToday's Date
[J Note identification Line

If you are using letterhead, uncheck the Return Address option.

If you are printing notes for your own use, you can select the Note
Identification Line option which will print the date, contact name,
and activity at the top of the page. It also directs your filing clerk
to the proper file folder.

Make your selections and click OK. (See chapter 4, "Printing
Reports," for sample letters and notes.)
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Ateouht Lists options specify what and how information will print  Account List Opt|ons
o' Agcount Lists. When you choose Account Lists from the Edit

m the followmg dialog box will appear:

& List Options: Click the report to change.

i { " Custom 1 10 Custom 2 J

U Custom 3 ) Custom 4 ]
" New title: || J

You can customize up to four lists at a time. There is one button for
each list.

Initially the names of the lists appear as Custom 1, Custom 2, etc.
Enter a name for the list in the New Title field. This name will
appear in the Print dialog box and on the report. Then select one of
the buttons. Another dialog box will appear with options:

& Account List Options: Check the

fields to Include.

[ Alas O Account[] Rddress

Ocity Ostate [Jzip [J Phone
[ Contact[JTitle O Ent.
OLevel ([JYable-11[]Table-12

O Country ] Account[] Projects ] Table-4

O Yable-5 []Table-6 (JTable-7 [JTable-8

SORTBY: GROUP BY:

® Account Q1 OS5

QO ity 02 06

QOstate QO3 O1

OzZip O4 OB

O Rlias ® None

In addition, you can choose how accounts will be sorted and
grouped. There are five options for sorting. If you choose "State,"
then all of your accounts will be listed in alphabetical order by
state. Sorting by "Account,” "City," or "Alias" will also list
accounts in alphabetical order; sorting by "Zip" will list them in
zip-code order.

Edit Menu




Label Options

The numbers under "Group By" refer to the eight lookup tables that
you can set up for accounts. If you choose to group by "3," then
your accounts will be grouped according to the codes that you have
in table 3. Each of the codes becomes a subtitle, and following the
subtitle is a listing of the accounts.

Note that you may make one selection for sorting and one for
grouping for each report.

Make your selections and click OK. Prior to printing, you can use
the To Screen option to see how the report will look. (See chapter
4, "Printing Reports,” for sample account lists.)

Label Options are used to choose what information will print on
labels. When you choose Label Options from the Edit menu, the
following dialog box will appear:

Label Options: Check the
{ines to include.

CJFirst Last Name /Mail Stop
O itle

[ Account Name

[ Address

[ city, State and Zip

[J Country

Note that mail-stop information will print on the same line as the
contact's name, and country information will print on the same line
as the city, state, and zip.

Make your selections and click OK. (See chapter 4, "Printing
Reports," for sample labels.)
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" m eleven commands -
or:the Enter menu. These
‘commands are used to enter: New Event *0
® ?anntmords' NBIU ﬂCCOlII'It 33‘
* Agcount records. Codes %2

%, Account codcs. New Contact %3
-~ Contact records.

& -Form letters.
~ % +Activity classes. New Form Letter
A o Activity Class %4
* Codes in lookup tables. New RActivity %5
® User options including Tactics %6
your company name and

password.

* A system password. Lookup Table
o Options
Password

New Event is used to enter event records. An event is a record of New Event
an activity with a contact on a specific date and time.
£
you choose New Event from the Enter menu, the Event win-
+-will appear:

Lirent

Enter Menu




Centact:

Date and Time Flelds

Contact Fleld

|

Note that the Date, Time, and Contact are the only required fields
for recording events. All other fields are optional.

The current date set on the C.A.T. Calendar and the current time set
on your Macintosh clock are automatically displayed in the Date
and Time fields. To schedule an event for a different date and time,
use the normal Macintosh editing conventions and type directly in
those fields.

C.A.T. allows free-form entry for dates. The following date con-
ventions are accepted:

MM/DD/YYYY M/D/19YY DD
MM/DD/YY M/D D
MM/DD '

Note that dates must be entered numerically and that slashes (/)
must be used to separate the month from the date from the year.

The following date conventions are not accepted by C.A.T.:

MMDDYY No siashes.
Jan 3, 1987 Not completely numeric.
1987/3/4 Year cannot precede month and day.

When entering time, C.A.T. assumes 9, 10, and 11 are "A.M." hours
and that all other hours are "P.M." hours. If you prefer 7 and 8 to
represent "A M.," then set the Early Bird option under Preferences.
Acceptable time conventions are:

9 9:00 1PM
9AM 9:00A.M. 13:45
gA.M.

Every event must be linked to a contact. There are threc ways to
select a contact. You can:

* Type the contact's first name, last name, or alias in the clairvoy- -
ant field. C.A.T. will look for names that match and will display
them in the echo field.

Click once on the Goto arrow in the Contact or Account echo
field and a List window will appear; click to highlight the con-
tact you want; then reactivate the Event window and your selec-
tion will appear.

¢ Click the Next button to scroll through the current list of contacts.

The link is complete when the correct contact appears in the echo
field. Note that each contact's company name, phone number, and
extension (if any) will be displayed as well.
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Every-¢yent may be linked to an activity. Similar to contacts, there
are three ways to select an activity. You can:

*“Type'the activity name (e.g. Introduction Letter) in the clairvoy-
ant field. C.A.T. will look for names that match and display
them in the echo field.

“:-Click on the Goto arrow in the Activity echo field and the
Activity List window will appear; click once to highlight the
activity you want; then reactivate the Event window and your
selection will appear.

¢ Click the Next button to scroll through the current list of activities.

The link is complete when the correct activity name appears in the
echo field.

If you enter a new activity name by typing the new name, C.A.T.
automatically creates a new activity with that name.

In the Note field, you can enter up to 32,000 characters or 16 sin-
gle-spaced pages of any information you wish.

If the activity entered for the event includes preset text, that infor-
mation will appear in this field. Use the scroll bar or arrows to
scroll through the field.

If an event occurs on a regular basis (i.e., monthly board meetings),

click the Recurring button and the following dialog box will appear:

& Click recurring button:

{ Dally ] [ week ] [ Bileek )
(2 Montns) [ Quarter )
( Annual ] [ cancel )

Click the button that represents the frequency of recurrence, then
click Enter in the Event window. The event will automatically be
scheduled on your calendar continually until you change it. For
example, if you select "Month,"” C.A.T. will show the event every
month on Events Snapshot starting with the current month.

To cancel a recurring event, first display the event in the Events
Snapshot window. Then double-click on it, and the Event window
will appear with the record displayed. Click the recurring button
and click None. Then click Enter in the Event window.

Enter Menu

Activity Fleld

Activity: [ T ACTvITY

S

Note Field

o




Calc Button & Amount Fleld The Calc button can be used to calculate amounts entered in the

[

'

Note field. Enter each amount on a separate line with "$" signs,
then click Calc. The total will appear in the amount field to the left
of the Calc button.

The Calc button can also be used to capture elapsed time which
may be useful for billing purposes. (See "Managing Time" in chap-
ter 3 for examples of these uses.)

The amount field to the left of the Calc button can show various
types of information:

* A total calculated from amounts entered in the Note field.
A total for elapsed time.
* Any amount that you wish to type directly in the field.

Information entered in this field will appear in the Amount column
of the Events Snapshot window.

If an event does not require any further attention, click to check the
Done box. In the Events Snapshot window, "Done" events will not
be checked in the To Do column.

Click this button as a short cut to go to the Events Snapshot win-
dow.

Click the Enter button to record the event. Events are listed in the
Events Snapshot window.

To clear all of the fields in the Event window, click Clear. Note
that Clear does not delete the current record. It clears the window
for new entries. .

| To delete an event, first display it in the Event window. Then click

the Delete button. C.A.T. will ask you to confirm the action. Click
OK and the event will be deleted.

These buttons are designed to handle interruptions and allow you to
work with more than one event at a time. You PUSH event records
aside and POP them back to continue working.

* PUSH enters a record and sets it aside in a "stack.” You can
push aside up to 100 records at one time and they will be neatly
stacked one on top of the other.

POP redisplays the events in the Event window, starting with the
record on top. The last one pushed is the first one popped.

XCHG exchanges the current event with the event at top of the
stack. The event at the top of the stack shows on screen and the
current event becomes the top of the stack.
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To find events, use the Events Snapshot window. For example, Finding & Reviewing Events
identify a to-do list of events that needs to be handled.

* Double-click on the first event in the Events Snapshot window,
and the Event window with your event will appear.

Use the Next button beside the Date field in the Event window
to scroll through the list of events in Events Snapshot. With
each click, C.A.T. shows the next event.

You can review one record after another in this way.

To change the data for an event, use the Events Snapshot window to Changing Events
find and display the record in the Event window. Then make your
changes and click Enter or Push.

You can change the contact, activity or time fields; as well as the
date, notes and amount.

New Account is used to enter new accounts. Accounts can be com- New ACCOU nt

panies, organizations, or individuals.

When you choose the New Account command from the Enter menu,
the following window will appear:

v L

Contaot:
Comparsy :
Address:

City /8t/2ip:
Phone/ A¥ias :

{_ENTER ][ CLEAR ][ DELETE }( Codes> )

The heavily outlined field at the top of the window is a clairvoyant  Search Fleld
search field. To find an existing account record, type its name or
alias and C.A.T. will find records that match.

Enter Menu




svemaseq
H

i The Next buttons in the upper left corner of the window are used to

H
fere

Contact Fleld

Company & Address Flelds

Alias Fleld

Notes Fleld

scroll through the list of accounts currently displayed in the
Account List window.

If you work with individuals who are not associated with compa-
nies, enter their full names in the Contact field and leave the
Company field blank. When you click Enter, C.A.T. will automati-
cally create an Account record with the individual's Last Name as
the Account name; and a Contact record using the individual's Full
Name.

For example, if you enter Jackie Smith in the Contact field and
leave the Company field blank, C.A.T. will use "Smith" as the
account name and

create a Contact Contact: Jackie Smith
record for "Smith, Company: k
Jackie."”

Enter company names in the Company field. If there is no company
name, you can leave the field blank.

Enter the Address, City, State, Zip, and Phone for each account in
the appropriate fields. This information, which can be entered in
any format, will be displayed in various windows and print on
reports. Press the Tab key or click with the mouse to move from
field to field.

Aliases help differentiate accounts with similar or long names. If
you prefer to identify an account by something other than its name,
enter an Alias. Aliases can be abbreviations, acronyms, or num-
bers. Then you can set Preferences (under the Edit menu) to search
for accounts by alias.

In the Note field, you to enter up to 32,000 characters or 16 single-
spaced pages of any text you wish. This information will print on
dossiers only. Use the scroll bar and arrows to scroll through the
field.

To record an account, click the Enter button at the bottom of the
window. Accounts are automatically sorted in alphabetical order
and shown in the Account List window.

To clear all of the fields in the Account window, click the Clear
button at the bottom of the window. Note that Clear does not delete
the current record shown. It clears the fields for new entry.
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a0 account, first display it in the Account window. Then DELETE
he Delete button. C.A.T. will ask you to confirm the action.
aat all contacts, events, and notes associated with the account
d as well. Click OK and the record(s) will be deleted.

‘Cligk the Codes> button to go to the Codes window. The Codes
w is used to enter account codes from lookup tables. See the
s command in this section.

Codes>

The:Codes window is used to select the account codes you use to Codes
¢ategorize and group account records. Codes can be preset entries

in-the Lookup Table or automatically created as you need them. For

each account, you can set up to eight codes, one from each table.

(For discussion on setting up tables, see chapter 3, "Managing

Contacts.")

To set codes for an account, find the account using the Account window.

e

For each clairvoyant field, type a code name, and C.A.T. will dis- Codes Flelds
play names that match in the echo field.

.

If you choose Preferences from the Edit menu and select the
"Automatically create codes...” option, then you can enter new
codes directly in any of the clairvoyant fields. C.A.T. will ask you
to confirm whether the new entries should be added to the appropri-
ate lookup table.

When you are done setting codes, activate the Account window and
click Enter.

You can click the Goto arrow beside any field to display the select- »
ed lookup table. Double-click on the code you want and it will be
inserted in the Codes window.

Enter Menu




New Contact New Contact is used to enter and alter contact records.

Search Field

Choose New Contact from the Enter menu and the following win-
dow will appear:

O fontact 1
1
[ | I
Name:
Account: é
Title
Level

Table-11
Table-12

L_1Onfiias OMriN OMs LN @ First

Phone /Extension Alas Mail Stop

J ENTEA ]( CLEAR ]( DELETE )

To display existing contact records, type a name or alias in the
clairvoyant search field and C.A.T. will display names that match.

b In the upper left corner of the window, click the Next button to
4+ scroll alphabetically through the list of contacts for the current

Name Fleld

Account Fleid

l

T2

&

account.

You can enter a contact's first name followed by the last name (John
Smith) or the last name, followed by a comma, followed by the
First Name (Smith, John). C.A.T. will automatically sort by last
name.

Every contact must be linked to an account. There are several ways
to link the appropriate account. You can:

® Type the account name and C.A.T. will find names that match.

® (Click on the Goto arrow and the Account List window will
appear; click to highlight the account you want; then reactivate
the Contact window.

Click the Next button in the Account echo field to scroll through
the current list of accounts.
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The link is complete when the correct account appears in the echo
field.

Code fields are used to select codes to categorize your contacts.
Codes can be preset entries in lookup tables or created automatical-
ly as you need them. (For discussion on setting up tables, see
chapter 3, "Managing Contacts.")

To select a code, type a code name in the appropriate clairvoyant
field, and C.A.T. will find codes that match.

If you choose Preferences from the Edit menu and select the
"Automatically create codes..." option, then you can type new codes
directly in the appropriate field. C.A.T. will ask you to confirm
whether the new entries should be added to an appropriate lookup
table.

You can click on the Goto arrow beside any field, which activates
its lookup table. Double-click on the code you want and it will be
inserted in the Contact window.

If you will be using C.A.T.'s preset text feature for writing letters,
you can designate the greeting. The choices are:

First Dear (First Name):

Mr LN Dear Mr. (Last Name):
Ms LN Dear Ms. {Last Name):
Allas Dear (Alias):

If the contact has an extension or a direct line that is different from
the account number, enter the information here. This number will
appear in the Event window when the contact is selected.

The Mail Stop (if any) will print on address labels.

In the Note field, you can enter up to 32,000 characters or 16 sin-
gle-spaced pages of any text you wish. This information will print
on dossiers only. Use the scroll bar and arrows to see more.

To record contacts in C.A.T., click the Enter button at the bottom of
the window. Contacts will appear in alphabetical order by last
name in the Contact List window.

To clear the window, click the Clear button. Clear does not delete
information; it clears the record for new entries.

Enter Menu

Code Flelds

Title

Level

Table-11

Table-12

Salutation Buttons

Extension & Other Flelds

CLEAR




DELETE

New Form Letter

To delete a contact, find the contact record using the Contact win-
dow, then click the Delete button. Note that all events and notes
associated with the contact will also be deleted. Click OK and the
record(s) will be deleted.

This command is used to set up form letters. Form letters are
stored as Activity records.

When you choose New Form Letter from the Enter menu, the fol-
lowing window will appear:

ol | I

[J®1etters O Projects O Meeting
QOPhone O Orders O Genersl

Alas Description

| [Form Letter C.A.T. field references.

=< ‘ Event Date
pCcT 5
DDA ] 3 : Account Name
CS-2) s Strest Address
arm: (X City State Zip
B«

Contact's Name

13 . i
incerely yours Salutation

((ENTER ) _CLERR )( DELETE ){ Tactics> )

C.A.T. has already selected the class for this form letter and com-
pleted the address and closing blocks of your form letter. If you
supplied your name to C.A.T. (using Options under the Enter
menu), your name is also included in the closing block.

Supply a name for this letter in the Description field.

If you wish to alter either the address block or closing block, posi-
tion the data cursor in the preset text blocks and make your
changes. Type the body of your form letter following the » marker
in the middle.

When done, click the Enter button.

(The same window is used to enter other types of activities. See the
New Activity command in this section for additional information
about the general use of this window. See also "Managing
Activities” in chapter 3 for more information on form letters.)
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m:: used to name the general categories of your activi- A etivity Class
}ike having a file cabinet with six drawers. An "activity y
ver and an "activity” is a folder in the drawer.

b 'you choose the Activity Class command from the Enter
m; the following dialog box will appear:

't up six classes. The
displayed are suggestions
.change a class, type a new
pame in any of the fields and click
OK. Letters Phone

Chu uimes can only be eight char- Projects ||Orders
acters long. They appear in the Meeting General

Activity and Activity List windows. | 0K )

.

Rectivity Class Names
(Max of 8 Characters)

New Activity is used to enter records for any subject matter that New Activity
you want to keep track of in C.A.T. Examples of "simple” activities

are letters, phone calls or appointments; "significant" activities

might be orders, contracts, facts, and statistics.

Choose New Activity from the Enter menu and the following win-
dow will appear:

AT

r .
V4

[[]@ Letters O Projects O Meeting
QPhone QO Orders O General
Atias Desoription

N N
- o]
&

{ ENTER ){ CLERR )( DELETE )( Tactics> ) )

Enter Menu




Search Fleld

Class Buttons

Allas Fleid

Description Fleld

Note Fleld

ENTER ]

CLEAR

DELETE

Tactics>

Only the Class bution and Description field are required. All other
fields are optional.

The heavily outlined field at the top of the window is a clairvoyant
search field. To display existing activities in the Activity window,
type the activity name or alias and C.A.T. will find and display the
record that matches.

Activity classes are displayed in the upper half of the window. All
activities must be assigned to a class. Click to select a class.

Enter abbreviated names (a maximum of eight characters) in the
alias field.

Enter a descriptive name for this activity. When linking to activi-
ties, you will be searching using either the alias or description
names. '

In the Note field, you can enter up to 32,000 characters or 16 sin-
gle-spaced pages of text if you wish. Use the scroll bar and arrows
to scroll through the field.

You also have the option to enter preset text for form letters, data
sheets, surveys, and other uses. This is the only Note field in
C.A.T. where preset text may be entered. (See "Managing Activities”
in chapter 3 for examples of preset text.)

To record activities in C.A.T., click the Enter button at the bottom
of the window. Activities will appear in alphabetical order by class
in the Activity List window.

To clear the Activity window, click Clear. Note that Clear does not
delete information, it clears the fields for new entries.

To delete an activity, display the record in the Activity window,
then click the Delete button. C.A.T. will ask you to confirm the
action. Click OK and the activity is deleted.

Click the Tactics> button to display the Tactics window. Tactics
allow you to set up routine preliminary or follow-up activities.
(See the Tactics command described next.)
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Tactics are used to automate routine preliminary or follow-up activ-
ities. For example, a tactic could be set up so that every time you
send out a letter (your primary activity), a follow-up call is auto-
matically scheduled one week later (your follow-up tactic).

To set up tactics, first display the primary activity in the Activity
window. Then click the Tactics button in the lower right corner of
the window or choose the Tactics command from the Enter menu.

Activity %

[C—J@Letters O Projects O Mesting
OPhone O Orders O General

[Mbe cting a seminar en
pmber 10, 1907, You are cordialy

: 1 [ ® Amount O $000 O Units O Ratio [ cizan J(oELETE ) Tactics )

I e—

The primary activity is displayed at the top of the window, and
there are fields to preset up to four tactics.

Enter the interval between the primary activity and the tactic activi-
ty. Enter a positive number (i.e., "5") to indicate the number of
days after the primary activity, enter a negative number (i.e, "-3")
to indicate the number of days prior to the primary activity.

To enter tactic activities, type the activity name or alias in the clair-
voyant search fields and C.A.T. will display names that match in
the echo field. Alternatively, you can click once on a Goto arrow
and the Activity List window will appear. Click once to highlight
the activity you want, then reactivate the Tactics window.

The four buttons below the tactics are used to designate what type
of data will be captured in the Amount field of the Event window.
These are used in reports to control formating and totaling.

Amount means "dollars and cents”

$000 means "thousands of dollars”

Units means "quantity” (see "Preset Rates Field" below)
Ratlo means humbers and index ratios.

Click to make your selection.

Enter Menu

Tactics

Days Fleld

Tactlcs Fieid




Preset Rates Fleld

Lookup Tables

Table Name Fleld

Code Fleld

If you select the Units option above, you can enter an amount per
unit in the Preset Rate field. This feature allows you to manage
time charges.

After you enter your tactics in the Tactics window, activate the
Activity window, and click Enter.

ENTER

DELETE

Lookup tables are used to set up codes for categorizing your
accounts and contacts. Codes can be any attribute that you want to
use to categorize account or contact records.

When you choose the
Lookup Table com- Select lookup table.

mand from the Enter Buntry able—5 it
menu, a dialog box Emg-z —E:ble-ﬁ Level

will appear. able-3 able-7 able-11
able-8

Table-4 able-12

Tables 1 through 8 are

for accounts. Tables 9

through 12 are for con-
tacts.

Table 1 has initially been assigned to country information. If you
do not need to manage foreign contacts, rename this table for your
own use.

Click to select any table and the Lookup Table window will appear:

Enter a title for the table in the Z== Lookup Tables ===}
first field at the top of the win- Table-2
dow. All references to the table in
other windows will be updated to (CENTER ) COELETE) [ |
show this new title.

The second field from the top
(under the Title) is for entering
codes. Type in code descriptions
and click Enter. Codes will be
displayed in alphabetical order
under the Description heading.

EoERL

S
R

e

R e

s

To delete codes, display the
lookup table that contains the
code to be removed. Click once
to highlight the code and it will
appear in the entry field below the
table title. Then click the Delete
button.

X

o) e
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To change codes, display the table that contains the code to be
changed, in the Lookup Table window. Click once to highlight the
code to be changed and it will appear in the entry field below the
table title. Make your changes and click Enter. (The entry and use
of codes is explained in chapter 3, "Managing Contacts.")

When you choose Options from the Enter menu, the following dia-
log box will appear:

& Options:

Company:
Address:

User name:

Password: | |

Logo: QONone ® Single QO Double

Enter your company name and address as you would like this infor-
mation to appear at the top of reports.

Enter a user name. The name you enter here will (a) print at the top
of reports above your company address and (b) appear at the end of
letters created with the New Form Letter command.

Enter a password if you wish to use the Lock command to protect
your database. In order to use Lock effectively, you must enter a
system password as well. (See the Password command described
next and the Lock command later in this chapter.)

Once passwords are entered, C.A.T. will prompt the user for a pass-
word every time (a) the Lock command is selected and (b) every
time the file is loaded. Either the user and system passwords would
be acceptable. Failure to enter a valid password causes C.A.T. to
deny access to the file.

The user password permits data entry. However, the user cannot
change activities. The system password, to facilitate system admin-
istrator control, permits complete access to all commands and data.

If you enter a password, write it down, and store it in a safe place.
C.A.T. distinguishes uppercase and lowercase letters in passwords.

Enter Menu

Options

Name & Address

User Password




Logo

Password

C.A.T. allows you to create your own logo which can be printed in
the upper left corner of reports. Instructions for creating a logo are
given in Appendix C.

If you are printing a logo, click Single if it is 32 dots wide or click
Double if it is 64 dots wide. If you are not using a logo, None is
already set as the default. (See Chapter 4 for a sample report with a
logo.)

After you make your entries, click OK.

This command is used to enter a system password for use with the
Lock command under the Action menu. Note that in order to use
the Lock command effectively, you must enter a user password
(under Options) as well.

When you choose Password from the Enter menu, the following
dialog box will appear:

Aﬁ Enter new system

password:

|
C=) o)

Passwords can be alphanumeric and up to eight characters long.
Note that C.A.T. distinguishes uppercase and lowercase letters in
passwords. After you enter a password, write it down, and store it
in a safe place, then click OK.

Once passwords are entered, C.A.T. will prompt the user for a pass-
word every time the Lock command is selected and every time the
current file is loaded. Either the user or system passwords would
be acceptable. Failure to enter a valid password causes C.A.T. to
deny access to the file.

(See the Lock command later in this chapter.)
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‘Show Menu

There are six commands under the Show menu. These commands
are used to.display the following windows:

. Ancount List shows
_~-accounts by view.

Contact List window fAccount List
shows contacts by Contact List

account.
Events Snapshot shows Events SnapShot

all events by contact,

activity, and time. Calendar %"
Calendar shows days by - -

month. Activity List

Activity List window Status 8=

shows all activities by
class.

* Status window shows vital statistics about your C.A.T. database.

This section describes the contents and shows all the actions that
can be performed using each list window.

The Account List window shows a list of accounts in alphabetical
order. You can group accounts into views and display only the
accounts in a particular view. You select a view by choosing it -
from the Views menu. When you choose Account List from the
Show menu, the following window will appear:

B e Account List m[

C.A.T.™ by Chang Labs ¥2.0
000 werk/view/Priority

Akers Oroup Oakhnd
AntenelH Cupertino
Armstrong & Knight iBloomington
- igrodie Campbell
{Business Communioatiens, Inc. _IMiami
iChristiansen Santa Clara
Coast Technical Services Philadelphia

mdn Enterprises Pisdmont
iDeCarle iSanta Clara

iEaten, Inc. iSan Jose
Fogarty iSan Jose
Franklin Power & Light Boston

Show Menu

Account List




Window Headings

OO0 work/view/Priority

Checking (v) Accounts

Highlighting Accounts

Zooming to Contacts

Zooming to Entry Window

For each account, the window shows the name, city, and state. The
total number of accounts in the view is also shown.

The Account List window includes three columns on the left
labeled W, V, and P. They are defined as follows:

W  Work Accounts that are checked have been changed during
the current session. The "current session” is the time
spent since you last saved to disk. When you save to
disk or quit, the check marks for the Work column are
automatically cleared.

V  Cumrent  Accounts that are checked belong to the currently
selected view from the Views menu.

P Priority Checked account means the record has higher priority
(as defined by you) than other accounts.

You can control which accounts are listed in the Account List win-
dow by checking the three boxes on the upper left. These boxes let
you select to see:

Work accounts only,

Current view accounts only,
Priority accounts only, or
Any combination of the three.

To change the status of any box, click to check or uncheck the three
boxes.

You can add or remove check marks (V). To check any account col-
umn(s) to the left of the account name, point and click.

To remove a check mark, point to the check mark and click.

To select an account, click on the account name, city, or state to
highlight the account.

To open the window displaying the contacts for the highlighted
account, click once on the highlighted account. The Contact List
window will appear with the names of all contacts for the current
account.

Zoom to the Account window for the highlighted account, double-
click on the highlighted record. The Account window will appear
with the selected record displayed. You can make changes and
click Enter as needed.
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\Qindow shows the names of all contacts for the Contact List
When you select Contact List from the Show

At the top are listed the current account's name, city, state, zip code, Window Headings
phone number, and the number of contacts. Then each contact's
name, title, and extension are listed.

You select the account for the Contact List (i.e., make it the "cur- Current Account
rent account”) using one of three methods.

® (Click on the Goto arrow by the account name and the Account !:.'>Amﬂr°n9 & Knight 63,
List will appear; click to highlight the account you want; then Bloomington, i 57830
activate the Contact List.

Double-click on the Goto arrow by the account name and the
Account window will appear; use the clairvoyant search field to
type the account name and have C.A.T. find the account; then
activate the Contact List.

Click the Next button to scroll through the current list of
accounts.

Show Menu




Checking (V) Contacts

Highlighting A Contact

Zooming to Events

Zooming to Entry Window

The Contact List window also includes three columns on the left
labeled W, V, and P. They are defined as follows:

W  Work Contacts that are checked have been changed during
the current session. The "current session” is the time
spent since you last saved to disk. When you save to
disk or quit, the check marks for the Work column are
automatically cleared.

V  Current  Contacts that are checked belong to the currently
selected view from the Views menu.

P Priority Checked contact means the record has higher priority
(as defined by you) than others.

You can add or remove check marks (V). ‘To add a check mark click
beside the name in the first three columns.

To remove a check mark, point to the check mark and click.

To select a contact record, click on the name, title, or extension
columns to highlight the record.

To open the window displaying the events for the highlighted con-
tact, click once on the highlighted contact. The Events Snapshot
window will appear with all the events for the current contact.

To zoom to the Contact window for the highlighted contact, double-
click on the highlighted record. The Contact window will appear
with the selected record displayed. You can make changes and
click Enter as needed.
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The Bvents Snapshot window shows a list of the events from your
C.A.T database. When you select Events Snapshot from the Show Events snaPShOt
menu, the following window is opened:

Events Snapshot S"———————

I —
°g§l'mg&mqgg‘m

O [DKirey Armstreng @ O [DStandard Letter & O [Bsw, dan 5, 1569 &l
D101 Work/To-Da/Priority

n‘l

/1/87 7 28p [Sample @Sample iG: Things To Do
19/2/87 2:33p Heller @Business M : Business Trip i
[9/3/%7 3 20p Brady @Tucker Resources iL: Standard Letter
19/4/87 11121 [Warner ®Veatherby P: Call
19/4/87 1 :00p Dreyfuss @Sequoia M : Lunch
19/7/87 9:00 iSample @Sample M : Staff Meeting

/1/81 11:18 Christiansen @Christiansen P : Follow-up Call
19/8/87  110:03 Peterson @Rainbow ProductdO: Purchase Order
is/8/87 1131 Rizzo @Rizzo L : Standard Memo
979787 9:00 [Carey @®Northwest Bell M : Meeting
9/9/87 {1135 Stevens @Armstrong & il : Standard Letter

.m:.vxmqnw.mm A P my

o b A Y B A R EN R R RS

At the top, Events Snapshot has radio buttons, Goto arrows, Next Window Headings
buttons, and check boxes that are used to select the events to be list-

ed. For each event, the window shows the date, time, contact,

activity, and amount.

You control the events you wish to see by selecting buttons. Events
Snapshot has four sets of buttons that you can set:

Contacts  All, by view, an account, or one contact.
Activitles  All, by class, or an activity.

Time All, by range, or a specific date.

To do Work, to do, priority or any combination.

For contacts, you can select events for all accounts, accounts in the @ ANl O Diew
current view, a specific account, or for one contact. Click the radio O [P Armstrong & Knig
button to make your choice. O iDKirby Armstrong Qi

You select the current view by choosing a view from the Views
menu,
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You select the account to show using one of three methods.

* Click on the Goto arrow by the account name and the Account
List will appear; click to highlight the account you want; then
activate the Events Snapshot.

Double-click on the Goto arrow by the account name and the
Account window will appear; use the clairvoyant search field to
type the account name and have C.A.T. find the account; then
activate the Events Snapshot.

® Click the Next button to scroll through the current list of accounts.
You select the contact to show using one of three methods.

* (lick on the Goto arrow by the contact name and the Contact
List will appear; click to highlight the contact you want; then
activate the Events Snapshot.

Double-click on the Goto arrow by the contact name and the
Contact window will appear; use the clairvoyant search field to
type the contact name and have C.A.T. find the contact; then
activate the Events Snapshot.

* (lick the Next button to scroll through the current list of contacts.

® ANl For activities, you can select events for all activities, a class of
O »’L’"&mrs activities, or one activity. Click the radio button to make your
O [DStandard Letter s choice. (Note that if the Active Only check box is checked on the
Activity List, then only Active activities are shown.)

You select the class of activity to show using one of two methods.

* Click on the Goto arrow by the class name and the Activity List
will appear; click a radio button to select the class of activity;
then activate the Events Snapshot.

* (Click the Next button to scroll through the activity classes.
You select the activity to show using one of three methods.

® (Click on the Goto arrow by the activity name and the Activity
List will appear; click to highlight the activity you want; then
activate the Events Snapshot.

Double-click on the Goto arrow by the activity name and the
Activity window will appear; use the clairvoyant search field to
type the activity name and have C.A.T. find the activity; then
activate the Events Snapshot.

Click the Next button to scroll through the current list of activities.

Chapter 5: Reference




For time periods, you can select events for all time periods, a date @ Rll
range, or one day. Click the radio button to make your choice. O [D173-1/9/88
O D8k, Jn 9, 1568

You select the date range using one of three methods.

* Click on the Goto arrow by the date range, and the Calendar will
appear; click to select a week or double-click to select a month,
and the Events Snapshot window will appear.

Double-click on the Goto arrow by the date range, and a range
~dialog will appear; enter the begin and end dates; click OK and
the Events Snapshot window will show the specific date range.

¢ (Click the Next button to scroll through the next date range.
You select the date to show using one of two methods.

¢ Click on the Goto arrow by the date and the Calendar will
appear; double-click to select a date and the Events Snapshot
will appear.

® Click the Next button to scroll to the next date.

The Events Snapshot window includes three columns on the left O] work/To-Do/Priority
which show the status of events. They are:

W Work Events that are checked have been changed during the
current session. The "current session" is the time
spent since you last saved to disk. When you save to
disk or quit, the check marks for the Work column are
automatically cleared.

T To-Do Events that are checked mean that the item needs
attention (as defined by you).

P Priority Checked events mean that this event has higher priori-
ty (again, as defined by you) than other events.

To see just events with a specific status, check and uncheck any
combinations of the work, to-do, and priority check boxes above
those columns by pointing and clicking on the boxes.

You can add or remove check marks (V). To add a check mark click Checking (V) Events
beside the event in the first three columns.

To remove a check mark, point to the check mark and click.
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Highlighting Events To select an event record, click on the date, time, contact, activity,
or amount columns to highlight the record.

Zooming to Event Window To activate the Event window for the highlighted event, click on the
highlighted event. The Event window will appear with all the data
for the current event. You can make changes and click Enter as
needed.

Calendar The Calendar shows a Calendar
month at a time -- any
month of any given year.

Selecting a Day When you choose
Calendar from the Show
menu, this window will
appear.

The field at the top of .
the window displays the
date currently selected; below, the day is highlighted. Click on
any day and it will appear as the current date. Note that this
date will automatically be used in the Event window when you
enter new events.

Toda Click the Today button to set the Calendar to your Macintosh sys-

tem date. The system date is displayed in outline style, no matter
what date is highlighted.

Selecting a Month To change the month, click on any month shown on %W
the right; the Calendar will display it. Vuifdec

displayed on the bottom right. To change the year,
click one of the boxes. Click the right box to move
forward one year. Click the left box to move backwards one year.

Selecting a Year The year selected is the one between the two years ﬂ

Zooming to Events To see the events for any day or month, click on the highlighted
box. To see events for a week, click on the left-most column next
to the week. The Events Snapshot window will appear with the
events for your selection.
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The Acti'\nty List window shows the names of activities in your Activity List
C.A.T. database. When you choose Activity List from the Show
-mens, the following window will appear:

B Activity List ENIREESERS

Activities are listed alphabetically by class. To select the class of Window Headings
activities, click one of the radio buttons across the top.

For each activity, Activity List shows a description, tactic, and
number of events for this activity.

On the left is a single column that shows the status of activities. ] Active Only
All activities are automatically designated as "Active” by a check

mark. You can mark activities as inactive and choose to see the

"Active Only" ones by checking the box above the column.

Note that inactive activities are not deleted from C.A.T. When you
select Active Only, C.A.T. hides all inactive activities and the
linked events from view.

To check an record as active, point to the first column next to the Checking (V) Activitles
activity name and click. To remove a check mark, point to the
check mark and click.

To select an activity, point and click on the activity, tactic, or count Highiighting Activitles
columns. The selected record is highlighted.

To see all the events for this activity, click again on the highlighted  Zooming to Events
activity. The Events Snapshot window will appear with the events
for the current activity.
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Zooming to Entry Window

Status

To change an Activity record, double-click on the highlighted activ-
ity. The Activity window will appear with your selection displayed.
You can make changes and click Enter as needed.

The Status window shows statistics about the records in your
C.A.T. database. When you choose Status from the Show menu, the
following dialog box will appear:

The total number of accounts,
C.A.T. Version 2 o els

& contacts, events, activities and
codes entered in your database

Rccounts: 53
to date are shown.

Contacts: 111

Events: 152 You can also see how much
Activities: 32 memory is available:

Codes: 42 * Free RAM is the space
FREE MAH available including notes.

RAM: 636528 643442 Max RAM is the space

Support:  408-246-8020 available without notes.
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¢ cight commands under
Menu. These commands m____
© used 10 ' Lock
- Lock your data; Dial
Name Vlew

Make Diew M
Combine and extract accounts Merge DViews
by merging views; et Codes
Assign codes to multiple SetC
. accounts or contacts at one time;
Record an event for multiple Cione Events
contacts at one time;
Create letters for multiple con- Mail MeLge
tacts at one time.

Lock is used to protect your database from unauthorized use. This Lock
command allows you to step away from your Macintosh temporari-
ly without exiting C.A.T.

First enter a user password using the Options command and a sys-
tem password using the Password command. Both commands are
on the Enter menu. Then choose the Lock command from the
Action menu. The following dialog box will appear:

& C.A.1.: reiational database for integrated
management of Contacts, Activities and Time.

Enter password:

——

[ ok ]

LOCKED.

Action Menu




This box will remain on-screen until a valid User Password or
System Password is entered. Enter your password and click OK.

If you enter only the user password, you may enter data; but you
may not change activities and lookup codes; a system password per-
mits full access to all commands and data.

Note that after you set up passwords, the Lock dialog box will appear
whenever you load the current file. If you fail to enter a valid pass-
word after three attempts, you will be returned to the Finder.

Dial is used to automatically dial the phone number for the current
record displayed in the active window.

* If the Event-or Events Snapshot window is active, C.A.T. will
dial the phone number for the linked contact.

If the Contact or Contact List window is active, C.A.T. will dial
the number in the extension field if it is six or more digits long.
If that field has fewer than six digits, C.A.T. will dial the num-
ber for the account.

If the Account or Account List window is active, C.A.T. will
dial the phone number for the account.

When you choose Dial from the Action menu, the following dialog
box will appear:

Dial:

714-555-8349

[via ) (Gption) (Cancer)
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-The first time you use Dial, click Option to set the dialer options.
‘When you click Option, C.A.T. will show the following dialog:

, Diel Options:
1 tocal Area Code:
i -Blal for outside line:
; Long distance:

@ Speaker (tone dialing)
O Modem (tone dialing)
O Modem (pulse dialing)

§ '

9,1-

The information you enter into the three boxes is used as follows:

® Local area code

¢ Qutside line

¢ Long distance line

If the number you wish to dial has
the same local area code as the
code supplied here, C.A.T. will
skip the code when dialing.
Further, C.A.T. will not prefix the
number with the long distance
data below.

If you need to dial specific digits
to access an outside line, enter the
digit(s) in this box. C.A.T. will
automatically dial for the outside
line first,.

If you have a special code that
you dial to access a long distance
line, enter the code here. Include
the digits needed to access an out-
side line.

Dial offers three methods to dial. The Speaker option uses the
Macintosh to generate tones. On some phones, the tones can substi-
tute for your pressing or dialing numbers on the phone. The Tone
and Pulse options use the dialing capabilities of modem accessories
to dial phone numbers. (Consult your modem manual for more
information.) Select an option and click OK.

Action Menu
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Name View This command is used to assign or change the name of a view.

First select a view from the Neme Ulew: Enter
Views menu, then choose Name view name, select
View from the Action menu. A tolor and click OK.
dialog box will appear. ﬂ,

Enter or change the title in the ORed O Blue
space provided and click OK. O Green O Vellow
The title will appear in the Views O Cyeon O Magenta
menu and in the Account List @ Black

window when that view is lﬁl

selected.

If you have a color monitor, you can optionally set the color for the
view by clicking one of the choices supplied. Records in this view
will be displayed in color.

Make View Make View creates views of your accounts or contacts by matching
your C.A.T. data against search criteria such as partial city, state,
and zip code data. Make View searches for all accounts and con-
tacts that satisfy your criteria and displays them in the Account List
as a new view. (For examples of using Make View, see "Managing
Contacts" in chapter 3.)

To make a view, select one of the views from the Views menu, then
choose Make View from the Action menu and the following dialog
box will appear:

Make view: Enter criterie; then click Start. -m
Name: li l y

Color: ORed OBius Q 6reen (__concel )
@ Black QOvVellow OCyen O Magente

Account:
city:

State:
2ip: (Ccirview )

Alles:
Country Table-5
Table-2 Table-6
Table-3 Table-?
Teble-4 Table-8

Title Table-11
Level Tablie-12
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s the-window, enter the name of the view. This name
s name in the Views menu.

uinga color monitor, select a color. Each account in the
1 be displayed in this color.

B¥é¢ Youit ‘search criteria in the appropriate fields. In the middle of
he box, you can enter account name, city, state, zip, and alias infor-
mation from your account records.

In the lower half of the box, you can enter codes from any of your
lookiip tables for accounts and contacts.

You:&m'usé the following logic operators and modifiers:

Operator Example Meaning

(text only) ABC Starts with the letters 'ABC’

= =ABC Exactly to '"ABC", note spaces

> »ABC Greater than 'ABC'

< <ABC Less than 'ABC'

>= »>=ABC Greater than or equal to 'ABC'

<= <=ABC Less than or equal to ‘ABC'

? ?2ABC Contains the letters 'ABC’
ABC..XYZ Range from 'ABC' to 'XYZ'

C.A.T. interprets blank fields to mean that no selection criterion is
specified and all accounts and contacts should be included.

To find all records that have no values in a particular field, for exam-
ple, all records that are missing zip codes, enter the "=" operator
only in the field.

__Modifier  Example Meaning

| AlB|C ‘A’ or 'B’ or 'C' all pass the salec-
tion criteria.
A]>N|?X Starts with 'A’ or greater than 'N'
or contains ‘X’
/ABC Does not start with 'ABC’
I>ABC Not greater than 'ABC'

(For more information on the use of these operators and modifiers,
see 'Managing Contacts' in Chapter 3.)
After Jou enter your criteria, click the Start button to begin the

selection process. C.A.T. will find all of the accounts and contacts
that match your criteria and display them in Account List.

Action Menu
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Merge Views

Click the Clear button to clear all of the fields in the Make View
dialog box for new entries. Note that Clear does not delete any cri-
teria previously saved.

Click the Clr view button to clear all accounts and contacts from
the selected view. This allows you to create a new view by manual-
ly checking records in the Account List window.

Merge Views is used to work with more than one view at a time.
This command helps you combine, extract, compare, or eliminate
accounts and contacts from various views.

When you choose Merge Views from the Action menu, the follow-
ing dialog box will appear:

Merge Diews: Select a mode
ond an operation. {see manual
for explanations)

[Title
MUODE OPERATION
@ Set @® Work <= Current
C Merge O Work <= Event
O Intersect O Current <= Work
ORemove O Current <= Event

[ Cancel ) [ Clear Work |

If you are using the "Current <= Work" or "Current <= Event" oper-
ations, enter a title for the view to be created. The title will appear
in the Views menu and in the title bar of the Account List window
when the view is selected.

Click to select a mode and an operation. The Mode controls how
two views will be combined:

Mode Explanation

Set Replace one view with another.
Merge Merge one view with another to create combined view.
Intersect Intersect to find common members of two views.

Remove Remove common members of one view from another.
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wlls C.A.T. which views to use:

-The Work view Is a translent view. Each member of
. the view has a check mark in the Work column of the
. Account List and Contact List windows. Normally, the
Work view Is used to accumulate all new records and
records that have changed during the current session.

The Current view Is the last view selected from the
Views menu. Each member of this view has a check
mark in the View column of the Account List and
Contact List windows. You can click the Cancel
button In the Merge View dialog box to return to the
malin screen and select a different view, if needed.

The Event view is the list of events currently dis-
played in the Events Snapshot window.

The view to the left of the "<=" symbol is the view that will be cre-
ated as a result of the merge.

After you make your selections in the dialog box, click OK. When
the merge is complete, a dialog box will appear showing the number
of accounts in the new view. Click or press any key to continue.

If you wish to clear all of the accounts in the Work view, click the
Clear Work button in the Merge Views dialog box. C.A.T. will ask
you to confirm the action. Click as appropriate.

Tew oo

‘Set Codes is used to assign codes to more than one account or con-
tact at a time., This command allows you to enter a code for every
accounnt or contact in the current view.

First, display the view to which the codes will be set, in the
Account List window.

Next, display the lookup table which contains the code you want.
Click once to highlight the code, then choose the Set Codes com-
mand from the Action menu as shown below:

Action Menu

[ Clear Work )

Set Codes

e A e T S AR A T T e R

—




& Flle Edit Enter Show Ulews

. Lock oL g
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Lookup Tebles o

| inustry _iF
Make View XM

[Mawfacturng ______|
B[R Merge vieus

nanc:;
Tew Clone Events
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C.A.T. will ask you to confirm the action:

Set Codes: Set the 'Industry’ field to the
'Manufacturing' value for all recnrds in the
7 current view.

T——

Click OK and the code will be linked for every account or contact
in the view. (See "Managing Contacts" in chapter 3 for more exam-
ples of lookup tables and codes.)

Clone Events Clone Events is used to create an event for more than one contact at
a time. You can create an event record for every contact in the view
currently displaved in the Account List window.

First display the view of accounts and contacts to which this event
should be cloned, in the Account List window.

Then create the event to be cloned by choosing any event record
and displaying it in the Event window.
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Clone Events from the Action menu:

Make Uiew %M
Merge Diews
Sot Codes

@

Mall Merge L] Done

BEHHEE

The following dialog box will appear:

Clone event in data window
for oll members of the
‘National Accounts’ view:

Max svents per day:
o)

Max events per day lets you set the daily limit of how many events
you can handle. For example, if you have cloned 50 events that
require follow-up calls but you can only make 10 phone calls a day,
enter "10" in the field shown above and C.A.T. will schedule 10
calls per day over a period of five work days for you. C.A.T. even
recognizes weekends so that no events will be scheduled on
Saturdays or Sundays. However, it does not know your holidays.

Click OK and a dialog box will appear showing the number of
¢vents created for all of the contacts (in the accounts) displayed in
the currént View. Click or press any key to return to the main
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Mail M Mail Merge is used to create letters for more than one contact at a
al erge :
time. This command allows you to create a form-letter event for
every contact in the view currently displayed in the Account List
window. Then you can print all of the letters at one time. (For an
annotated example of creating, preparing, and printing form letters,
see chapter 3, "Managing Activities.")

Note that you must first create the letter activity using the New
Form Letter command.

Display or create the view which includes all of the accounts and
contacts who will receive the letter, in the Account List window.

Next create or display an event record in the Event window that
shows the letter you wish to send for one member of the view.

Then select the Mail Merge command from the Action menu as
shown in the following screen:

& Flie Edit Enter Show [IRIUN Views

T 7 Lock
California R Dial
alifornia Htcou Nams View
C.A.T™ by Chang Labs V2

Merge Views
Sot Codes

| Clone Events
Mail Merye

San Francisce, CA 94112
ATTN: BTt Kirkpatrick

Dear BiN:¢

PABC Carp. will be conducting & serwinar on Tuesdey, Nevember 10, 1987,
You are cordaTly nvited to attend.

>

A dialog box similar to the following will appear:

Click OK to confirm

the action. Mail Merge: Schedule event

in data window for all
members of the 'California
Accounts’ view. Then use the
PRINT command to produce
documents.

Lo )
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Import/Export

C:A.T. is designed for sharing information. You can import or
exportdata from or to spreadsheets, word processors, another
GUA.T. user, or other databases. C.A.T. provides the support needed
by corporate users for merging and sharing of data among users and

the Run Macro command to import and the Copy Records
d to export data.

Users can import data from DOS databases such as PFS File, Lotus
1-2-3, Q & A, Microsoft File, and dBase III Plus.

In the realm of Macintosh software, names, addresses and other
information have been transferred to C.A.T. successfully from
FileMaker Plus, OverVue, More, Omnis 3, Excel, Microsoft Works,
snd HyperCard.

Data from IBM mainframes and Tandem computers, among others,
bave also been imported to C.A.T.

C.A.T. uses the import capabilities of Microsoft Excel to manipu-

- late-data. Once data is imported into Excel, a simple copy and

- paste moves data into C.A.T. As aresult, C.A.T. imports data from

sty computer or application that supports the data requirements of
Adi standard Excel spreadsheet.

The following is a step-by-step procedure to import data into C.A.T.

Import/Expont

import Data

Via Excel




Creating a Text Flle

Loading into Excel

DOS Comma -dellimited Files

Preparing Your Data

If your data is in FileMaker Plus, create a text file that Excel can
load as follows:

. Choose Output To from the File menu

. Name the output file.

. Click New.

. Select the desired data fields in the Field List and Move
them into the Output Order column. You will be asked if you
wish to include or exclude calculation fields.

. Click Include.

. Select the Text button.

. Select the Unformatted Values button.

. Click Output.

FileMaker Plus will create a Text file and save it to your disk.

9. In Excel, open the Text file you created in FileMaker Plus.
10.Choose Save As from the File menu.

11. Click Normal.

12.Click Save.

Microsoft Excel will create a Normal file and save it to your disk.
Your file is now ready for the cut-and-paste operations described
below.

Similarly, text files can be created for Excel from various
Macintosh database products such as More, OverVue, MicroSoft
File, 4th Dimension, Omnis 3, HyperCard, and MicroSoft Works.

Unlike Macintosh Normal and Text spreadsheet files which use a
Tab to separate fields and a Return to separate records, IBM DOS
spreadsheet files use commas to separate fields and a Return to sep-
arate records.

Therefore, if you are transferring files from an DOS format to the
Macintosh, save your file as a comma-delimited file. Then through
a utility such as TOPS, Dayna file, or a file server that allows DOS
and the Macintosh to share data, load the file into the Macintosh
spreadsheet using the Open command.

Once your data is in a spreadsheet, you must arrange the data fields
to match the predefined data field formats of C.A.T. Start by
importing account records into C.A.T. (e.g., contact, company,
address, city, state, zip, phone, account number, notes).
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To-do this, you must arrange your spreadsheet data field columns so
that they cotrespond to the data fields structure in C.A.T.'s Account
window. If your data includes only one contact per account, this
will be the only spreadsheet you will have to import into C.A.T.

Thé following is a sample Excel spreadsheet with account informa-
tio. Note that the first name and last names are in two columns.
You can use Excel to create a single field out of two.

[T & Fils Edit Formula Format Data Options Macro Window

7 |

import/Export
3 ) C D
MAME (COMPANY ADDRESS
. 18T PLACE 820 1545
300 PRO SHOP 27301
4 FITNERS, INC 1123 Maia #t. B. E.
A DAXGGER 159 W. Xeazie Bt.
A P DAVID 4532 Ys Bivl __ |E.
A & ANPORTSE 11801 8. Suite Did4Tam
A & B SPORTING 11451 Hanson Bivl Coon R
A &3 SPORTS {10 8 Nim)
A &3 877G GDI212 E. Main R,
A& T SPORTINGS2S V. Ohio Delasd
A & H8PO! ) & Chastant fts.
A& JRACING {101 Bowth Fair Osks
A&TSPORTS {3421 E. way 13 Bwasvile {MN| 55337
A AND D TEAM {7580 Clairemont Mssa _ ifaa Di CA | 92111
A B C BCHOOL £6500 Peschiree Ind. BIvd [ Norsross GA | 30071
A RUNNING 5304 E. Second Bt. Long Deacd {CA | 90803
A1 MARNHALL 109 East Post RL 'White P! NY 10601'

The object of this exercise is to make the number and order of the
data fields in the spreadsheet exactly match those of C.A.T.
Therefore, you may have to move, add, or delete columns (e.g., add
an Alias column to match the C.A.T. field) in order to make your
spreadsheet column structure match C.A.T.'s data field structure.

- i tiis:point, you should review and clean up your data, removing
' , standardizing spelling, etc.

' my leave individual data cells empty if there is no information.

You must leave empty columns on the spreadsheet as required to
match C.A.T.'s data field structure. For example, if you do not have
phone numbers, you still need to reserve a column for phone numbers.

Don't worry about the amount of data in your fields at this time.
-C.A.T. may have to clip off excessive data in a few fields, but you
find it easier to identify and edit such shortened fields in
T. than in the application in which the data was created.
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Using A Spreadsheet

In the spreadsheet, you can use the Delete command to delete a col-
umn, the Cut and Paste commands to move a column, or the Insert
command to add a column.

You can use the & operator to combine two columns into one. For
example, if you stored the first name in column A and the last name
in column B, you can combine the fields using the following formu-
la for the first row:

=A1&" "&B1

You can also use Excel formulas to break one column into multiple
columns of data. For example, if you had entered the city, state and
zip code as one line in cell Al:

San Jose, CA 95129-1088

You should use the following functions to split the information into
separate columns.

cell B1 contains: =SEARCH(*,",A1,1) find the comma

cell C1 contains: =SEARCH(",",A1, B1+2) find the 2nd space
following the comma.

cell CITY: =MID(A1,1,B1-1) extract city

cell STATE: =MID(A1,B1+2,C1-B1-2) extract state

cell ZIP: =MID(A1,C1+1,LEN(A1)-C1) extract zip

When you have finished arranging the spreadsheet columns to
match C.A.T.'s account record, your spreadsheet should havenine
columns (Contact— Company — Address —City — State — Zip
Code — Phone Number — Alias — Comments/Notes).

When you have finished arranging the spreadsheet columns to
match C.A.T.'s Contact Record, your spreadsheet should have
eleven columns (Contact — Company — Title — Lookup Table 10
-- Lookup Table 11 -- Lookup Table 12 -- Mr./Mrs./Ms. —
Extension — Alias -- Mail Stop Number — Comments/Notes).
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Finally, you need to create a final data field column to tell C.A.T. to {Enter Button}
enter the data in each row automatically:

. Flluthtlut vacant column In the spreadsheet, (the 10th
@glumn if you're entering Account records, or the 12th col-
umn If you're entering Contact records.

In the top data celi of this column, type: {Enter}
" Nots that brackets { } must be used.

Place your cursor on this top data cell and select all the
cells down to the level of your last record In the spread-
sheet. You may simply scroll down to the desired level or
use the elevator/shift/click method of selecting.

Do not simply select the entire column In the spreadsheet.
You may get an "Out Of Memory"” message.

* Choose Fill Down from the Edit menu.

The contents of the top cell will be replicated in each selected cell
below it in the column.

To move your spreadshect data into C.A.T., you must first select the Copy Cells
rows of data you wish to move and Copy them into the Clipboard.

The Clipboard can handle approximately 200 records with com-

ments/notes or about 300 records without. If your data files exceed

these limits, you can simply copy the maximum number of records

the Clipboard will take and after you finish loading them into

C.A.T., jot down the number of records that have actually been

entered. This will tell you if and where you need to start your next

copy cycle from the spreadsheet.

Note: Do not attempt to Copy your spreadsheet to the Clipboard if
your Macintosh is a message center for networking software such as
InBox. You may not be able to copy to the Clipboard with the mes-
sage center running. Other memory intensive applications may
pose similar problems,
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When your spreadsheet files can be copied into the Clipboard, you
are ready to import your data intc C.A.T.

1.

Select the desired data celis in the spreadsheet. You may
simply scroll down to the desired level or use the shift/click
method of selecting.

Note: Do not simply select the entire spreadsheet. That is, do
not include all rows and all columns in your selection. You may
get an "Out Of Memory" message. Select only data cells.

. Choose Copy from the Edit menu.

Your spreadsheet data is now entered into the Clipboard.

. Choose Quit from the File menu.

You will be offered a choice of saving formatted or unformatted
values.

. Cllck Save Unformatted Values and click OK.

You will be returned to the Macintosh desktop.

. Load C.A.T.

Run Macro 6.

7.

If you are importing Account records, choose New Account
from the Enter menu.

It you are importing Contact records, choose New Contact
from the Enter menu.

Depending on your selection, the Account window or Contact
window appears. Make sure that the cursor appears in the
Contact field of the Account window or in the Name field of the
Contact window. Click in these fields, if needed.

Choose Run Macro from the Edit menu.

You will be asked to verify that you want C.A.T. to enter the
contents of the Clipboard.

RUN MACRAO: Start C.A.T. data macro using
contents of clipboard.

o) |

Click OK.

Appendix A




Run:Macro will enter each record from the clipboard. Each
record will appear momentarily in the window as it is automati-
cally-eatered. If a given data field is too long, you will be asked
to allow C.A.T. to clip it to the appropriate length. If this hap-
pens, click once to continue.

If you need to cancel Run Macro, click the mouse.

'Note: Do not Save your data until you are sure where Run
Macro stopped. Before you Save, open the Account List or
Contact List window from the Show menu and jot down the
number of records entered in the database. This will tell you if
and where you need to start your next Copy and Run Macro
‘cycle from the spreadsheet. This number appears in the Account
List window in the upper right hand corner, and in the Contact
List window in the upper right hand comer below the Phone
Number box. It is helpful to remember that C.A.T. works with
only one central database which you later divide into different
"views." Therefore, successive data importation cycles will
simply add data to the central database rather than creating new
individual databases with different names.

. If the imported data Is the start of a new database, choose
"Save As..." from the File menu, enter a name for your
database, and click Save.

If this is not your first data importation cycle:, choose Save from
the File menu. '

9. Exit C.A.T. by choosing Quit from the File menu.

You use the Copy Records command under the Edit menu to export  Ey
records from C.A.T. to other applications. You can use Copy
Records to pass to the clipboard:

& single record,

an entire view,

all entries in an Events Snapshot window,
a set of related records, or

any combination of these records.

From mc clipboard, the records can be sent to:

r C.A.T. database,
preadsheet,
a word-processing program, or
any application that accepts tab-delimited files.

Import/Export
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Selecting Records

Choosing Options

CAT.to CA.T.

To use Copy Records, select the records to copy using any list win-
dow. For example, if you want to copy a single account, activate
the Account List. Then click to highlight the account to copy and
select Copy Records from the Edit menu.

If you want to copy all events from Events Snapshot, activate
Events Snapshot; identify and display only the events you want;
(make sure no single event is highlighted by clicking a blank row if
necessary); and choose Copy Records.

Depending on which window is active, Copy Records displays a
dialog of options. The options might include:

* Use the C.A.T. format and insert commands in the data that tell
the Run Macro command which window to use for which
records. If you do not choose this option, records are copied
using the tab-delimited format of a spreadsheet.

Include record notes with the data copied.

Include linked records with the record to be copied. For exam-
ple, if an account is selected, you can choose to pass all contact
and event records as well.

* Pass notes only, in the word-processing format.

Click to select the options you need and click OK. The data is
copied to the clipboard and ready for import into another product.

For example, to send information from one C.A.T. database to
another:

¢ Display the list of accounts to be copied in the Account List
window. You can select a View showing the accounts you want
to transfer.

¢ Choose Copy Records from the Edit menu. The following dia-
log box will appear:

Copy 'Account’ to the clipboard.

X C.A.T. format (suitabie for Run Macro)
X Include record notes.
[ Include all contact and event records.

=
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» Seloct the C.A.T. format option. This option transfers your data
“in & formiat that will allow it to be imported into another C.A.T.
" file by using the Run Macro command. Select the options to
incinde notes, contact, and event records if you wish. Click OK.

.Yom &e is now on the Clipboard. If you are transferring files via
electronic media, you can first paste the Clipboard contents in a
memo sheet. Send the memo sheet across the wire. At the receiv-
ing end, copy and paste the records onto the Clipboard and use Run
Mac¢ro to get the records into the receiving C.A.T. as follows:

* Open the C.A.T. database to which the records will be copied.
Click once to highlight its name in the Open command dialog
box, then click Open.

¢ Choose Run Macro from the Edit menu.
¢ C.A.T. will ask you to confirm the action. Click OK.

The names, addresses, notes, etc. will be copied into the receiving
C.A.T. database very rapidly. It takes approximately 15-20 minutes
to do 200 records.

From the Events Snapshot window, you also have the option of
copying only your notes into a word-processing application:

¢ Display the events to be copied in the Events Snapshot window.

¢ Choose the Copy Records command from the Edit menu. Select
the "Only copy notes..." option and click OK.

& Copy ‘List of Events' to the clipboard.

[ C.A.T. format (suitable for Run Macro)
[ Include record notes.
Z Dnlg copy nates for word processor.

Choose Quit from the File menu.

Load the word-processing application and choose Paste from the
Edit menu.

Make your changes and print with your favorite word processor.

Import/Export
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C.A.T. to Spreadsheet

Sharing Data

Sales Management

Using the same instructions, you can copy any data from C.A.T. to
a spreadsheet:

* Display the records to copy in a list window.

* Choose Copy Records from the Edit menu. Uncheck the
"C.A.T. format..." option and click OK.

Choose Quit from the File menu.

Load the spreadsheet application and choose Paste from the Edit
menu.

The records are copied to the spreadsheet. Each row shows one
record and each column shows one field.

C.A.T. makes it easy to share data. The Copy Records and Run
Macro commands make sending and receiving records as easy as
"copy and paste."

Special features in C.A.T. automatically insert preprogrammed
commands that tell the receiving C.A.T. database to place all the
relational records in the right place and establish the proper links
among records.

This sharing feature is very useful for people who work in a group
or in departments that support common clients. While each person
could be working with various contacts, they can pass files back
and forth so that all the efforts are synchronized.

Consider how the import and export features in C.A.T. can be applied to
a decentralized sales operation.

To service customers better, sales departments often rearrange terri-
tories. The biggest challenge is to maintain continuity. For exam-
ple, user A can pass all accounts in New York to user B when terri-
tory responsibility changes. A creates a New York view in his
C.A.T,, issues a Copy Record command, passes the data to user B
through any electronic mailbox. User B pastes the records into
another C.A.T. database. The records may include all phone notes,
letters, and meeting notes for the accounts and contacts in New
York.
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Using these basic "copy and paste” operations, a company can col-
lect leads at a central site, dispatch the leads to branch offices, and
have individual representatives follow up, all with minimal entry of
data. Using the Make View command, the leads can be grouped by
geography; and the leads are passed to the appropriate offices. The
company saves money by lowering data entry while enhancing the
level of service on leads.

Conversely, branch offices can generate leads and send them in for
central mailings, using the same "copy and paste” operation.

With C.A.T, the user has the information for sales forecasting.
C.A.T. users can prepare a list of events (such as a forecast by
client), copy the data to the clipboard and paste the information into
a spreadsheet. The data can then be massaged, analyzed, or
graphed using the capabilities of a spreadsheet.

Using this feature, a company can consolidate reporting electroni-
cally. Individual users can prepare reporting requirements in
C.A.T., copy the report to the clipboard, and send the report.

There the reports are consolidated at a central site by pasting each

electronic memo into a spreadsheet. The data can then be analyzed,
subtotaled, and graphed for fast reporting of results from remote
offices.

The power of C.A.T. works for groups as well as for individuals.

Import/Export




Appendix B:
References For Preset Text

C.A.T. provides the following References which can be used to
simplify your preparation of correspondence and reports.
References may only be used in the Note field of the Activity
window and must be entered between markers. (See "Managing

Activities” in Chapter 3 for usage examples.) To enter references,

just type the Hot Keys shown.

Reference Hot Keys

Represents

Option . (period)
Option , (comma)
Option y

Option p

Option 5

Shift Option =
Option m

Option d

Option w

Option |

Shift Option p

Option z
Option ' (apostrophs)
Option o

Option 1 (number *1")
Shift Option /

Option v
Option f
Option x
Option j

Option \

Beginning of Text Block
End of Text Block
Account Name

Account Number or Alias
City, State, and Zip Code
Street Address

City

State

Zip code

Mail Stop

(lower-case letter "I")
Account Phone Number

Contact 's Full Name.
Last Name

First Name

(lower case letter "o")
Contact's Alias
Phone Extension

Salutation.

Date of Selected Event.
Time of Selected Event.
Current date from

Macintosh clock.

Date of the event preceeding
the selected event.
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The following references are used to insert lookup codes in the
Note field of event records. The first eight references are lookup
codes from the Codes window; the last four are from the Contact
window. Since each Lookup Table is custom defined, the meaning
of each table depends on your usage.

Lookup Tables Option - (hyphen)
Shift Option - (hyphen)
Option [

Shift Option |
Option ]

Shift Option ]
Option /

Shitt Option v
Option r

Option g

Option 2

Option e
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To create your own logo, yo need a Macintosh utility program
called "Resource Editor”. If you do not have this utility, check with
your local dealer.

Load the Resource Editor and your C.A.T. Work Disk. Double
click on the Resource Editor icon and a dialog box will appear with
multiple filenames displayed. Double-click on the "C.A.T."

program filename.
A window titled "C.A.T." will appear, also with multiple filenames

displayed. Double-click on "ICON". A window titled "Icons from
C.A.T." will appear with three items as shown below:

[2032 1cons from C.A.T. Version 1.

%

(257) (256)

——

o

4("l‘he icons have been labelled for your convenience.) You will:

« Edit the icon labeled "256" to create a Single logo or

» Edit "256" and "257" to create a Double logo.

Double-click to open "256" as shown in the following illustration:

p Icons from C.A.T. Version 1,

a — [a]f

(257) (256)

o]
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A window titled "Icon ID = 256" will appear with the C.A.T. logo
in it:

Icon ID = 256 from C.A.T. Version 1.0 |

The area for creating your logo is 32 dots wide. A printed image is
3/8" wide. Click with the mouse to remove the C.A.T. logo and
create your own logo pixel by pixel. An actual-size image of your
design will appear on the right side of the window as you work. If
you wish to create a double logo, double-click to open "257" and
complete your design. The combined image of "256" and "257" is
3/4" wide.

When you are ready, close the "C.A.T." window and you will be
prompted to save. Click "Yes", then choose the Quit command
from the File menu. Your logo will appear in the upper right corner
of printed reports.

Creating A Logo




oard Commands

- Menu Commands Keys to use
_ Open cmd O
‘Save Cmd S
Print... CmdP
Quit CmdQ

Run Micro CmdR
Cut Cmd X
Copy CmdC
Paste CmdvV

New Event Cmdo0
New Account Cmd 1
Codes Cmd2
New Contacts Cmd3

Activity Class Cmd 4
New Activity Cmd5
Tactics Cmd 6

Accounts List Cmd?7
Contacts List Cmds8
Event Snapshot Cmd9
Calender Cmd’

Activity List Cmd -
Status Cmd =

Lock CmdL
Make View Cmd M




Other Commands Keyboard Extended Keyboard

Window Commands Commands

Entry windows Cmd G Home
Entry windows Cmd U PgUp
Lookup Table Cmd D - PgDn
Contact List

All windows Cmd W End
All windows Cmd ? Help
Entry windowsonly Cmd E Enter

Entry windowsonly Cmd K Clear

Extended keyboard commands available for Macintosh |l and SE.

Appendix D




Disk Management

‘When you set up a new C.A.T. database and save your entries for
the first time, two files will be created:

* A Data file which contains all account, contact, activity, and
event records;

‘'® A Notes file which contains the addresses of all accounts and all
of the entries made in Note fields.

When you create a new C.A.T. database, the default names will be
"Untitled" and "Untitled-NOTES." If you choose to rename these
files, keep in mind that they MUST have the SAME NAME in
order for information from one to be tied to the other automatically
when you load. The first part of the Notes filename must be the
same as the Data filename followed by "-NOTES".

If you change the name of your data file and forget to change that
of the notes file, C.A.T. will let you know that a matching Notes

_ file could not be found when loading. You will be given the oppor-
tunity to load a Notes file with a different name. When you save
and exit, C.A.T. will prompt you to change the name of the Notes
file so that it matches the name of the Data file.

It is very important to keep track of both files to insure that your
notes will appear in the correct Note field for each account, contact,
‘activity, and event record.

‘If you lose your Notes file by accident, all of the information
entered in Note fields as well as the the addresses of your account
records will be gone. However, the Data file will remain intact.

When backing up, be sure to make copies of both files. The larger
your files, the more likely the files can be corrupted due to disk
media problems. Media is generally 99.97% reliable, but unfortu-
‘nately never 100%.

C.A.T. Files

Renaming Files

Lost Notes Flies

Backup Your Data




U sing Mu|tip|e Disks When you first begin to use C.A.T, the two files can reside on the

Out of Memory

same disk and C.A.T. will automatically load both. But as your
database grows, you may have to store your Notes file on a separate
disk. C.A.T. will first try to find the Notes file with the same name
on the same disk. If a Notes file is not found, C.A.T. will prompt
you to load one. You can then direct C.A.T. to the second disk to
load the Notes file.

To move the Notes file to a separate disk, simply drag the file to a
new disk. Then remove the Notes file from the original disk by
dragging it to the "Trash".

Periodically check the Status window under the Show menu. As
free memory drops below 10,000, you need to either upgrade your
system by adding more memory or re-use old account and contact
records when you need new ones. In other words, replace the old
with the new.
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Glossary

account: A record entered in
C.A.T. to store the names and
addresses of companies or indi-
viduals.

active window: The frontmost
window on the desktop.

activity: A record entered to
store information about any sub-
ject matter that you wish to keep
track of in C.A.T. Simple activ-
ities could be letters, phone
calls, and meetings. Significant
activities could be orders, con-
tracts, or proposals.

activity class: A general head-
ing for grouping different types
of activities. Think of activity
classes as file drawers, and
activities as folders in each
drawer.

auto-dial: The phone symbol in
C.A.T. that enables you to dial
via a modem or equivalent
device.

back up: To make an extra
copy of your files on disk in
case the original is lost or dam-
aged.

backup disk: A disk on which
you keep extra copies of your
files for safe keeping.

button: Part of a dialog box or
window that is clicked to per-
form certain actions.

clairvoyant field: In C.A.T.
windows, a heavily outlined
field used to locate record
names.

clairvoyant search: A method
used in C.A.T. to select and link
records. When the first letters
of a name are typed in a clair-
voyant field, C.A.T. displays
possible matches.

click: To position the pointer
on something, press and quickly
release the mouse button once.

cloning: A feature in C.A.T.
used to create event records for
more than one account or con-
tact at a time.

close: To clear a window from
your desktop by clicking the
close box.

close box: The little square on
the left side of the title bar of a
window. Click in it to close the
window.

command: An action for
C.A.T. or the Macintosh to per-
form when selected.

contact: A record entered in
C.A.T. to store the full names of
individuals and other individual-
specific information. Every
contact must be linked to an
account.




database, relational: A system
which stores information in mul-
tiple files which are linked
together.

dialog box: A box that appears
on the screen with options or
messages for you.

disk: The magnetic medium on
which the Macintosh stores
information. Macintosh uses a
3.5" floppy disk.

dossier: A history of an account
which can be printed as a report.

double-click: To position the
pointer on something, press and
release the mouse button twice
in quick succession without
moving the mouse.

drag: To position the pointer on
something, depress the mouse
button, and move the mouse;
then release the button.

echo field: In C.A.T. windows, a
dot-lined field where record names
are displayed when you type in the
adjacent clairvoyant field.

entry window: C.A.T. has two
types of windows, one for dis-
playing and the other for enter-
ing data. Most entry windows
are characterized by a solid
black strip across the top of the
window. Certain entry win-
dows, however, are dialog
boxes.

event: A record entered in
C.A.T. to store information
about a specific activity with a
specific contact on a specific
date and time.

export: Copy C.A.T. records
and make them available for
other applications or another
C.A.T. user via the Clipboard.
See also Sharing.

Finder: A Macintosh tool on
the desktop to manage docu-
ments and applications, and to
access and keep track of infor-
mation on your disks.

Goto arrow: A C.A.T. symbol
to help you navigate among vari-
ous windows. Clicking a Goto
arrow beside a field displays
related windows.

highlight: To select and display
an item in reverse video.

hot keys: Keys on the keyboard
that you press to enter references
for preset text.

I-beam: A blinking cursor on
screen used for text entry.

icon: A graphic representation
of an object, concept, or mes-
sage.

import: To enter data into
C.A.T. via the Clipboard.

initialize: To prepare a disk for
use on the Macintosh.

insertion point: The spotina
field where data is entered (by
positioning the I-beam and
clicking).

link: The relationship between
records in C.A.T. (e.g. a contact is
linked to its account; an event is
linked to a contact and activity).

list window: C.A.T. has two
types of windows, one for dis-
playing and the other for enter-
ing data. List windows display
records and are characterized by
six parallel lines across the top
of the window. '

lock: An action that protects
your C.A.T. database from unau-
thorized use.

lookup code: Any attribute that
you wish to assign to distinguish
one account or contact from
another.

lookup table: A set of lookup
codes.

macro: Instructions embedded
in computer-understood form
telling the computer program to
perform certain functions auto-
matically.

memory: The place in the
Macintosh where information is
stored temporarily.

menu: A list of commands that
appears when you click on a
menu title in the menu bar at the
top of the screen.

mouse: A small device that you
roll on a flat surface to move the
pointer on the screen.

Next button: A diamond-
shaped box that lets you review
records. Clicking the bottom of
the diamond displays the next
record; clicking the top displays
the previous record.

notes: Any information that you
wish to record in a Note field in
C.A.T. windows.




-a window by
~doubls ng on an icon or
choosing & command from a
menu 4o display a window.

password: A string of charac-
ters that you enter to access a
locked C.A.T. database.

poinur: A small shape on the
screen that tracks the movement
of the mouse.

preset tactic: A preliminary or
follow-up activity which can be
set up in advance so that when-
ever a primary activity is sched-
uled, the tactic activity will be
scheduled as well. This feature
helps you create a tickler file.

preset rate: This is the hourly
rate set up in advance in the
Tactics window to let you com-
pute billable amount for time
spent on a certain task.

preset text: Any text that you
wish to set up in advance
(between markers) in the Notes
field of the Activity window
(i.e., the contents of a form letter).

priority box: This is a status
box on the left of the Account
List, Contact List, and Events
Snapshot windows. It lets you
prioritize your accounts, con-
tacts, and tasks.

RAM: Random Access Memory.
The memory inside the Macintosh
that can be directly accessed by the
computer. RAM is only a tempo-
rary working place while the com-
puter is on.

records: Information that you
enter in C.A.T. is stored as
records, one for each account,
contact, activity, and event.

recur: To schedule a periodic
event indefinitely into the future
(e.g. monthly staff meeting).

references: Symbols that you
can enter by pressing Hot Keys.

save: To store information on a
disk.

save as: To save a file to disk
by a different name.

scroll: To use the scroll bar or
arrows to view different parts of
a window's contents.

scroll box: The white box in a
scroll bar. When dragged by the
mouse, it is used to view differ-
ent parts of a window's contents.

select: To choose an item or
option.

sharing: Passing information
among C.A.T. users and among
applications.

size box: A box in the lower
right corner of windows used to
resize them by dragging with the
mouse.

to-do box: This is a status box
in C.A.T. to let you distinguish
completed (done) tasks and
those still "to do."

view: A list of accounts or con-
tacts that you create to organize
and display data on-screen.

Glossary




window: Windows display
information for you to view.
Windows can be opened, closed,
resized, and moved around on
the screen.

work box: The work box (on
the left of the Account List,
Contact List, and Events
Snapshot windows) is checked
automatically by C.A.T. when
you work with an account or
contact. All work-box checks

disappear when you save to disk.

zoom: When you click on a
highlighted record in a list win-
dow, you zoom from one level
of detail to the next (i.e., a win-
dow opens displaying further
information about the highlight-
ed record).

Glossary
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