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Start End  |Priority

» Work

» Company
®_ Monthly Staff Meeting
» Company Picnic

9/4/96 11:15 AM
9/29/96 12:00 PM

High
Medium

I 5trategic Planning Committee

9/26/96

High

» Home
» Taxes
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» Other

» Marketing
» Direct Mail Project
» Southeast Trade Show
® New Product descriptions
® Market research project
» Advertising
® Get approval of new budget
» Review Advertising Plans
® Review new print ads

® Quarterly Est Payment due
» Meet with Tax accountant about deductions
® Prepare forms

» Kitchen Renovation

‘with Peter
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o » Appointments & To-Do’s
1]

A,

Use the Outline to work with .

planning items in a hierarchical
order Each bulleted horizontal row
contains one item.

Symbols

IN CONTROL — Projects

IN CONTROL Views

You can use any of IN CONTROL’s views to enter tasks, schedule
appointments, and plan your time. You can use just the views
you want to work with, or you can combine different views to
create your own customized personal organizer, so that you can
organize your time, just the way you want.

Staff
Meeting

182 Budget
Planning

Direct Mail
IL_Project

0 |4

IN CONTROL — Projects

Tue, Sep 17, 1996

-

Meeting
10a

To-Do List

Schedule

Tue, Sep 17, 1996

Use the Calendar to work with items
on a monthly or weekly calendar.

_-

|- Order new

12p Comnpany
Picnic

33 Hems

Use the Day view to focus on
just the activities and to-do }
items for a single day.

B

[gl.n[gﬁo

Item without sub-items

Item with sub-items

Selected item

Item without sub-items in table view
Item with sub-items in table view
Item with first line only displayed
Display hidden items in calendar view

Banner end. Drag to change item’s date

Item with a reminder set
Item with a link to another application
Checked off item

Ba Budget Planning Meeting [l R Review budge? before meeting £
Luey's Birthday |1 ® Call Dan about the King project 3 i}
- 930 [ Call Acoountant sbout Est. Tax questions.
330 EJ_® Getpaint samples R ¥
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113
ERY T Sepuember 1996 ==
el - Tuesday _ Wed Thursdsy Friday Saturday
Oell 230 o . Fonbr o
11:15a Mol Direot
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The .|COI| B(I.I' ' Combo view Dial a selected Go to today in the Calendar
The icon bar is shown at the top of Calendar view  (Qutline and Calendar) Print phone number or Day view

the IN CONTROL window. It provides

ERGHERE T Sy BN S0k Si=—=————— IN CONTROL — Projects| ==———— -

commands.

EEH

=r1le o
,_coun]rujlgl ‘E‘j Sep 10 3.5SJ|E:stoEn vl

DUTLINE | CALENDAR DAY
Ry y AR !
Outline view " Day view ~ Createanéw  View or change Create a QuickStep or Database
(Schedule and To-Do List) ~ column information for a column Lookup custom command

Using IN CONTROL

Items you enter in any view automatically appear in
your Calendar, and under the heading Calendar Items
in your Outline. Choose Include Calendar Items from
the Outline menu to see this heading and its sub items.

To display any view
Click the button for the view you want to work with.

To create a new item in any view

Click, or press Return where you want fo enter the item.
Then type the item.

» Marketing 1

b Direct Mail Project v New ltem

P New Itern
Outline Calendor
D e Review budget
diel| 9:20 New Item [le New ltem
® |10a
Daily Schedule To-Do List

To check off a completed item

Click the checkbox at the left of the item’s bullet,
or choose Check Item Off from the Item menu.

B » Advertising 7
g ® Review new print ads - Review-few-
RS

On the calendar, checked
items are shown with a
line through them.

To view calendar items in the outline

Choose Include Calendar Items to list all your appointments
and to-dos under o heading called Calendar Items.

O » Calendar Items
(] ® Meeting at Cole Associates

() ® Review budget
] ® Hope's birthday party

To Set a Reminder for an item

Choose Set Reminder from the Ifem menu or Option-click the item’s checkbox. Then
choose a date, time, and sound for the reminder.

To link an item to any document or application

(lick the item you want to link, then choose Link To from the Link submenu in the
[tem menu.

Choose the document or application you want fo link the item to.

(lick Link.

When you link an item to a document or application, you then launch the linked
document or application from inside IN CONTROL by holding down the Control key
while you double-click the item’s bullet.

To create or modify columns
To view or edit information about a column, click the Column Info button.
To create a new column, click the New Column button.

— Column Info —

© — Em— |1 b
Type: [ Text v |[ Left Aligned v Y
< : column attributes.
Data List: 4] £
Use this dialog box to define
= | new columns, or see the
[ Sort & Match text using Data List order characteristics of exisﬁng
Entry Helpers: columns.
nuto-Enter
Sort Order: Normal
Cancel l 0K ﬂ

To use Custom commands

When you create a Custom command, (Database Lookup, or QuickStep), it is
added to the bottom of the Custom menu.

New QuickStep Creates o command to automate a series of
common actions.

New Database Lookup  Lets you automate OFening o database file and
finding or copying intormation fo a cell.

Edit Custom Command  Modify a QuickStep or Database Lookup command.

Auto QuickStep Specify a QuickStep to be performed each time you
open an IN CONTROL file.




The Outline View

The outline shows your items arranged as a
hierarchical list, with columns and indentation levels

that make it easy for you to arrange and track data. Use the New Column button to create os many  Use the Column info button fo view

additional columns as you want, or change column information.

\
Columns : _ EE TN CONTROL — Projects ——————p
Contain information about each item. The standard columns are: ' e e -
Desciption, Sart End, od P || e 258 = T
B e T T o e L
A dot bullet indicates that the item has no sub-items. Desariptinn 5 O stert [ Eng [Priority
O » Work
A triangle bullet indicates that an item is a heading item -G48y SERDIVONY b ot I~
and has sub-items indented beneath it. o » Company Picnic 9/29/96 12:00 PM Medium
] » Strategic Planning Committee /26796 High
The currently selected item has a rectangle around it. Rty L TR e e oot e
2] » Direct Mail Project 9/6/96 9/28/96  High
Items you entered on the Calendar or Day view are shown - S e oty inmenlt g et ol
under the Calendar Items heading. M o Marketresearohproject 512215
o » Advertising
o ® Get approval of new budget 9/23/96
Indentation Levels g, L e :::;f;"’fd it 542215 5/3/96  Medium
The indentation of the first column (Description) indicates the O » Home
higrarchical relationships of items. Items indented below o g N
heading are sub-items. e
To change an item’s indentation level: offf Calendar items ]
Click the item’s bullet, and drag it o the left or right. 5. Qusrierly. Ext. Fayment due 719496
420f 70 terns  [0] . EE
To... Do this...
Select an item Click the item’s bullet.
Enter o new item Press Return, and type the information for the item, or choose New Item from the Item menu.
Move an item Select the item, then drag it to the new position.
Delete an item (lick the item, then press the Delete key.
Collapse an item Double-click the item’s triangle bullet, or select the item and choose Collapse from the Outline menu.
Expand an item Double-click the item’s triangle bullet or select the item and choose Expand from the Outline menu.
Move a column Drag the column title left or right.
Resize a column Drag the divider between the column fitles.
Hide a column Drag a column divider all the way to the left. A dotted divider indicates a hidden column.
Delete a column Click the column fitle, then choose Delete column. (You can’t delete the Start, End, or Description columns,
but you can rename them. You can hide the Start and End columns, but not the Description column.)
To Match items To Sort items
Matching lets you view just those items that match a value you specify. Use the Sort commands to arrange your outline according to the values in any column.
gleisy I g
Click in the cell thot contains data you want to match, then click the Match Click the column you want to sort by, then click the Sort button. For example, to
button. For example, to see just items for a certain date, click o cell containing temporarily sort items by priority, click the Priority column, then click the Sort button.

the date you want, then click the Match button.
After sorting, use these buttons:

(e N L |
to switch back and forth between the Whole Outline and the Table.

After matching, use these buttons:

to switch back and forth between the Whole Outline and the Partial Outline.

To permanently sort your outline and retain the hierarchy, use the Sort Group or Sort
Whole Level commands.



The Calendar View

The Calendar shows your items in a
weekly or monthly calendar format.

Use the Day pop-up menu
to go fo any day.

Items that you have checked
off can be shown with a line
through them.

You can use banners to indicate

activities that span several days.

Use these arrows to see
additional items scheduled on
the same day.

To...

Use these buttons fo go fo the next  Switch between month view  Click and hold o choose the number of
or previous month or week. and week view. weeks or months to display.

Fg==————————IN CONTROL — Projects = 0

= EEH
[nuﬂmz DAY COMED - ‘i‘l Sep10 3:25 ”CT.vstom :I
September 1996 =
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 [2 3 A 7
! e |
- Get revised Project
estimate from
contractor
8 9 11 12 13 14
- Getapprovaelef- [3:30aIntroduce  |1p Work on budget |10 :30aProject 7 :30p Dinner with
Frew—badged new Sale revisions Update Peter
TR Rep to Dept. |5:30p Squash 5 :25p Clyde to Yet
e 9 30a Budget
Planning
15 16 17 18 19 20 21
- Quarterly £5¢ Southeast Trade Show _JIi8:15a Dentist
FPayment due
22 1 ‘
Bl R September 1996
oapitalgains : Thursday Friday
- Pick up flowers
o Alen Sale Rep to revisions
29 Dept. 5 :30p Squash 5 :25p Clyde to
12p Company 10a Budget Yet
Picnic Planning
27 Items
21 ltems ol
Click and hold an item’s Click the wide/thin butfon o see a wide view of the

bullet or time to set a fime calendar days so that you can see more of the items.

for the item.

Do this...

Schedule a time for an item

Move an item o a different day

Schedule a recurring ifem

Delete an item

Highlight an item that spans several days
Move a banner item

Change a banner's start or end dafe

See only Outline items in the Calendar
Go to the Day view for a specific day

See only items currently disployed
in the Outline

Type the fime at the beginning of the line (to the left of the item), or click and hold
the item’s bullet to use the Time pop-up menu to choose a fime.

Drag the ifem’s bullet or time to the new date, or change the date in the Outline view.
You can move an ifem to the next or previous week or month by dragging it fo the fop
or bottom of the Calendar view.

Click the item, then choose Recurring from the Item menu and indicate how
frequently to repeat the item (for example, daily, weekly, monthly, or yearly).

Select all the text in the item, then press the Clear key or use the Cut command.
(lick the item, then choose Banner from the Item menu.

Click the banner, then drag the bar at the top of the banner to the new date.
Drag the end of the banner to the new start or end date.

Choose Limit Calendar to Outline Items from the Outline menu.

Double-click the day number on the calendar.

Choose Limit Calendar to Outline Items from the Outline menu.




The Day View

The Day view shows one day at a time. It
contains your calendar information as a

Toggle between full view

Previous day

To sort the To-Do List, click in the

Schedule of items having a time, and a To-Do and split view. column you want to sort by, and
List of items that don’t have times. Each item Next day click here.
is shown on either the Schedule or the To-Do /
List, but not on both. EE IN'CONTROL — Projé cts/ &
I_uunm: CALENDAR : L 'cm.mrn“ Apr 15  1:27 erustam vl
[ L :
Use the Day pop-up menu ————{Dau~}[<[b]  Tue,Sep 17,1996 SPav] k]  Tue,sep17, 199  [alsonr JE
to go to any day. | Sohedule M To-po List
ra) Ba Budget Planning Meeting [+l R Review budget before meeting 4
0] Call Dan about the Kingproject . .
’ - 930
Click the check box to check off CHREEE- .
items that you have completed L e f1os 1020
Iremsf o yOU p ¥ ®B10:30-11a  |Betsy's soccer
®|i11a
®|]11:30 the King propos.
y : i o ®ll12p [ # Call architect about kitchen renovation |
Times with conflicting events O effiz0 Lunch with Amy
are indicated by a conflict bar. - 1:30 -
Oey 1p Conference call with architect
o
* 2p
. 2:30
DIE
|| 330
Oejl4p
. 4:30
. e|i Sp
Times when you are busy are Al
indicated by busy bars. Esl &0 © 550 Dinner with vamie L
& Appointments 9 To-Do's
Scroll fo see additional columns Items that were on yesterday’s To-Do List,
but not checked off, are carried forward and
shown in italics.
To... Do this...

Check off a completed item Click the item’s checkbox.
Move a scheduled item to a different time

Schedule a recurring item

See the Day view for today

6o to a specific time on your Daily
Schedule

Assign a time for an item on the To-Do List
To-Do List.

(lick the item’s bullet, then drag if to the new time.

Click the Current Date and Time button in the icon bar.

Select the item, then choose Recurring from the Item menu and indicate how
frequently to repeat the item (for example, daily, weekly, or monthly).

Use the scroll bar to see hours that are before or after the hours that are displayed.

Click the item, then drag it to the time on the Daily Schedule. This removes it from the

To change the start time or end time for an ~ Click and hold the start or end time to display the Time Pop-up menu. Choose the fime.

item on the Daily Schedule

Copyright © 1994 Attain Corporation.



The Combo View

The Combo view is a side-by-side view of your

Outline and Calendar. You can use the

Configure command to change any of the views

to include any combination of Outline,
Calendar, Daily Schedule, and To-Do List.

Click here to enlarge the this part of the view to the

whole window.

Click again to return fo the normal split view.

Drag items from the Outline o the Calendar to schedule
them for a particular day.

If you choose Include Calendar Items from the Outline
menu, they are shown under the Calendar Items heading:

Using the Combo View

To.

Do this...

el INCONIROL-Projects =—————————

ol

[

Description

September 1996

Saturday

DOoDDDEOROROOO0O0O00

9&1

» Home

» Taxes

v v

» Calendar ltem

» Company Picnic

‘wed Thursday  Friday
(o work e
11:15aMo| Direct
’ pany nt Mail
D/; Monthly Staff Meeting h Project

» Strategic Planning Commit
» Marketing

» Direct Mail Project

» Southeast Trade Show

® New Product descriptions

2. e
~Project|
Update

® Mavket research project
» Advertising

® Get approval of new budge

b Review Advertising Plans

® Review new print ads

o Quarterly Est Payment due
» Meet with Tax accountant abs
® Prepare forms
Kitchen Renovation
Other

hr -

19 20
east Trade Show {l

53 Budget ||
Plannin

g
ti

21
8:15aDen
tist

Birthday ©
Planning
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Committ

Direct
Mail
Project

Find a calendar item in the Outline

View in the Outline all items you created in the

Calendar or Day views

Show only visible outline items in the Calendar
To Select, in the Outline, all items for a specific day
Match in the Outline all items for a specific day

Click the item in the Calendar. IN CONTROL selects the item in the

Outline.

(hoose Include Calendar Items from the Outline menu. Items enfered

in the Calendar (or the Day view) will be listed under the heading,

Calendar Items.

Choose Limit Calendar to Outline ltems from the Outline menu.

Click the day number in the calendar.

Double-click the day number in the calendar

Some IN CONTROL Shortcuts

Paste the current date in a cell
Paste the current time in a cell
Ditto (copy entry from cell above)
Find an item

6o To Item’s Date

New Indented Item

New Outdented Item

Duplicate Item

Set Reminder

Full Banner

Set typestyle rules for indentation levels or columns.

Display the first line only of an item

8-/

8-

98-

88-F
88-Option-G
88l

a8-H

88D
38-Option-R
38-Option-B
86T

88\

Column Info (Shows column attributes)

Omit Item (temporarily)

Sort (temporary)

Sub-Sort (temporary)

Sort Group (permanent)

Sort Whole Level (permanent)
Collapse,/Expand an item
Collapse Al

Expand Al

Indent Rest of Group

Outdent Sub-Items

Open a Linked document or application

g8

38~ - (hyphen)
a8y
38-Option-Y
38-Option-C
38-Option-W
98-, (comma)
g8k

g8t

a8-[

867
g8-Option-0




