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Preface

What is SBook?

SBook is Simson Garfinkel's Address Book. As a reporter, Simson seemed to be spending
his life talking on the phone and sending mail. He had a desperate need for a fast, simple
address book application that dialed the phone, kept track of whom he called, and made i
easy to take and keep notes. So he wrote SBook.

» SBook searches quickly for the person you want to contact,
* sends email and dials the phone,
* prints envelopes, mailing labels, and address books,

 and logs everything you do.

But SBook isn't just an address book with a lot of nice features. You can think of SBook
as asmartaddress book because:

» SBook can recognize names, addresses, and phone numbers,
» knows how to dial your phone, using the dialing rules in your local calling area,

» and knows the difference between people and companies by looking at the name.

You don't have to type your address book entries in a rigid form. Instead, you can type
them in a natural way, including as much extra information and comments as you like.
SBook uses artificial intelligence technology to make sense of the information you type
into it, so that it can handle that information much as a person would.

You can even use SBook as a general-purfyeseform database store any text that you

can organize by name or title. For example, you could store your favorite recipes in an
SBook file. The only things you can't store with SBook are multimedia objects containing
sounds, pictures, or other files.
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Preface

How to use this manual

First, you'll need to install SBook on your system. Read “Installing SBookAgpendix

B: Installing and Licensing SBoaé find out how to do this. When you have installed and
licensed your copy of SBook, read ChapteGetting Started with SBopfor an overview

of what SBook does and how to use it.

You may want to have an open SBook file to play with while you read Chapter 1. We
recommend the “developers.sbook” file included in the SBook distribution; this is the file
we use in most of our examples throughout the manual. It contains a list of all the devel-
opers listed in th&leXTSoftware and Peripherals Cataldgr Winter 1992.

You may also wish to look at the “congress.sbook” file and the “recipes.sbook” files, both
included in the distribution, which show how you can use SBook to organize more infor-
mation than just addresses and phone numbers.

What you should know

We assume that you are familiar with the standard NeXT user interface concepts, such a:
using the mouse (clicking, dragging, and double-clicking), using windows, menus, scroll
bars, standard panels such as the Font, Colors, Open, and Save panels, and using stand
applications such as Edit and Mail.

If you are new to the NeXT and are unfamiliar with these concepts, we recommend that you
refer to two of the manuals that were included with your NeXT compNeXT Setup and
TutorialsandNext User’s Reference

Conventions we use

We useboldface for menu choices, buttons or other objects that you click on, or menu
equivalents likeeommand-b.

We useitalics for the first time something is defined, and for emphasis.
We use quotes for file and directory names (like “~/Library/Information.sbook™).

We use case when we specify menu equivalents; that is, weomsmand-n and
command-N rather thartommand-n andcommand-shift-n.

We use two formats for specifying the use of menus:

* “Go to thelnfo menu and choodereference$

* “Chooselnfo>Preferences

Both of these put the first menu choice first, which we hope you will find more natural than
the standard NeXT format, “Seldeteferencesfrom thelnfo menu.”

Vi SBook: Simson Garfinkel's Address Book



Preface

What’s in the manual

Chapter 1Getting Started with SBoajives an overview of what SBook is and what it can
do for you. You'll probably want to read this first.

Chapter 2Fine-Tuning Your SBook Filesxplains how to make your SBook files suit you
and your data perfectly.

Chapter 3Dialing the Phone with SBoakplains how to set up and use SBook for dialing
the phone.

Chapter 4)mporting and Exportingxplains how to convert files into and out of SBook’s
file format.

Chapter 5Making Reports with SBoakxplains how to use SBook to make bulk email
mailings and print address books and mailing labels.

Chapter 6Logging what you do with SBoekplains how to use SBook’s logging facilities
to keep records of your letters and telephone calls.

Appendix A: SBook’s Menus and Menu Commainkss a complete, systematic overview
of SBook’s menus and windows and what they do.

Appendix B: Installing and Licensing SBoekplains about your license agreement and
how to set up and license this copy of SBook.
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Getting Started with SBook

This section covers the basics of using SBook: creating and using files, adding and
changing information, making simple searches, and using icons to print envelopes, dial the
phone, and send email. Unless noted, it assumes default settings.

Before you can use SBook, it must be installed. See “Installing SBook” in
Appendix B: Installing and Licensing SBdok more information.

SBook entries

An SBook file consists of some numbereritries Each entry has a name. When you use
SBook as an address book, each entry represents a person you know. The name of the en
is the person's name, and the entry itself contains the person's address and phone numbe

Simson Garfinkel & Associates MNeXT Computer, Inc.
@5z 1 Fleasant St @ 300 Chesapeake Drive
Cambridge, MA 02139 Redwood City, CA 34063
€ 517-354-7888 & 415-366-0900
@ shook@nextcambridge.ma.us payables:
Betty Awvanol

& 415-780-2923
O 123 Saginaw
Redwood City, CA 94063
orders:
[ Order Management
780 Mission Court
Fremont, C& 94539
. . € 1-500-848-6395
...while others may contain much more. g ra.. 1aoo-226-NEXT

Some entries are short...

SBook automatically places a small icon beside each postal address, email address, or tels
phone number in a displayed entry. You can click on these icons to have SBook perform
services for you:

@ You can click on aenvelope icoro print an envelope or mailing label.
@ Or click on aremail iconto send email.

€ Or click on aphone icorto dial a phone number.

SBook: Simson Garfinkel's Address Book 1



1: Getting Started with SBook

SBook windows

The SBook window has several parts:

[m] developers.shook — WS GAIISBook.test )
search field —l—>
G‘/'194 found {aut of 194) word | -il
message fiel tealth Technologies, Inc
tone Design
r Ll Suite Software
matrix —7 ¥ ||Sybase Inc search method

r

Stone Design

O z4z5 Teodoro MW
r Alhuguergue, MM 87107

/ € s05-345-4300
display

Sowre = Wikher 1932 5&F Calaiog

pop-up

[«

At the top of the window is theearch field. You can type in this field to search through
the names in the file.

The pop-up menu just below the search field, on the right, allows you to specshaitoh
method

The gray numbers on the left are in thessage field At the moment, the message field
displays how many names were found. Nothing is typed in the search field right now, so
all of the names in the file match the search request.

The matrix contains a scrollable list of names that match what is typed in the search field.
Generally, the names in the matrix appear in alphabetical order.

When a name in the matrix is selected with the mouse, it is highlighted and its associatec
entry is displayed in thdisplaybelow.

Several names can be selected
and displayed at one time, by |sr—e— E—

dragging or using shift-click. F""‘""‘“

Siepith Technoiogies, ino
Al -

=1

Slame Design
o i !
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1: Getting Started with SBook

SBook files

All files created by SBook have an extension, either “.sbook” for an ordinary SBook docu-

ment, or “.sbook~" for an automatically generated backup file. SBook document files and

backup files appear in your workspace with distinctive icons. These icons are similar to the
SBook application icon:

application icon document icon (.sbook) backup icon (.sbook~)

Each document file that is open within SBook appears in its own window. The name of the
file appears at the top of the window:

[m] developers.shook — WS GAIISBook.test )

184 found (out of 134) Word -il

|Stealth Technologies, Inc

Creating new files

To create a new SBook file, go to thée menu and choosedew, or type the shortcut,
command-N. A new window will appear named Untitled.

Untitled-1

WWord -il

You need to make a new entry before you can start typing information into SBook.
See “Adding new entries” on Page 4 for details.

Opening files

You can open a pre-existing file from within SBook by going tdRileemenu and choosing
Open, or typing the shortcutommand-a A standard Open panel will appear on the
screen.

You can also open a pre-existing SBook file by double-clicking on the file's icon in Work-
space. If SBook is not running, Workspace will automatically launch it for you.

SBook can be set up so that every time it is launched, it automatically opens a
particular file or files. See “The Preferences panelAppendix A: SBook’s
Menus and Menu Commands

SBook: Simson Garfinkel's Address Book 3



1: Getting Started with SBook

Closing files

You can close an SBook file by clicking on the close button of its window. Alternatively,
if the window corresponding to that file is selected, you can close it with the menu options
File>Closeor Windows>Close Of course, quitting SBook will close all open files.

When you close a file with unsaved changes, SBook will ask you if you want to save the
file. Click Save(the default) to save the fil&lo to close the file without saving it, or
Cancelif you prefer not to close the file after all.

|

Save

Zave changes to developers.shook?

Cancel | Mo Sawve ¢

Saving files and making backups

SBook’sFile menu offers three options for saving fil&ave Save As... andSave All.
These commands work as their counterparts do in other NeXT applications:

* File>Save As...(command-g presents you with a standard Save panel so that
you can specify a file name and location. Once you do this and@iciSBook
will save the file.

* File>Save(command-9 causes SBook to save the file quietly with its current
name and location, if that is possible. If the file is new, you will be presented with
a Save panel (as if you had choséle>Save As.). before SBook can save the
file.

» File>Save Allwill cause SBook to save all open files that need to be saved, just
as if you had chose®avefor each one of them.

By default, SBook automatically makes a backup whenever a file is opened. Once afile is
open, it is automatically saved after 5 minutes of inactivity. You can change these defaults
in the Preferences panel (see “The Preferences parfgipendix A: SBook’s Menus and
Menu Commands

Adding new entries

Create a new entry by going to tBdit menu and choosingew entry (command-n). A
new entry template will appear in the display, including name, address, and comment
fields. Just type the information for the new entry directly in the display.

4 SBook: Simson Garfinkel's Address Book



1: Getting Started with SBook

SBook has several features that make it especially easy to type in a new entry:

Untitled-1

Untitled-1

Untitled-1

Lighthouse Design I

Address Lighthouse Design

SO

Lighthouse Design
Address
SOMEITs

=
Lighthouse Design
[ 5516 Western Ave

Chevy Chase, MD 20815-3212
€ 301-907-4521

* When a new entry is created, its name is selected and highlighted. Just start typing
the name of the new entry to replace the dummy name. As you type, the name will
appear simultaneously in the display and the matrix above.

* After you type the name and hit return, SBook automatically selects and highlights
“Address” on the template so that you can immediately begin typing in the address
font.

» Type as many addresses and phone numbers as you like. Whether you are typing
new information or editing old information, SBook places address and phone
icons automatically, in all the right places, while you type.

Deleting entries

You can delete one or several entries from an SBook file by selecting the names of the
entries that you want to delete in the matrix, and then chodsiliigrDelete entry
(command-D). An alert panel will appear on the screen asking you to confirm that you
really want to delete the entries.

ol il

i i, Dt Lo g Fimly 4 it

I|-a-|-"|:r| |H.I.1:r|
If there is only one entry, the If there are several entries, the panel will
panel will refer to it by name. warn you how many you are about to delete.

Click YES (the default) to delete the entries, &h@ to cancel the request for deletion.

SBook: Simson Garfinkel's Address Book 5



1: Getting Started with SBook

Using cut, copy, and paste

SBook supplies the standagdit menu option€ut (command-X), Copy (command-9,
andPaste(command-V). You can use these in two ways: copying information, or copying
whole entries. Either way, you can copy within SBook, or between SBook and any other
NeXTSTEP application that supports copy and paste operations.

Copying information

Within SBook, copying information from one entry to another works as you would expect
it to: select the information you want to copy, choGspy or Cut in the usual way, select

an insertion point, and chooBastein the usual way. The font, formatting, and icon place-
ment in the information will be preserved.

You can also copy information from an entry into any other application, or vice versa.
When pasting SBook text into a Rich Text field, font and formatting will be preserved, but
icons will disappear. When pasting into a plain ASCIl document (or an application such as
WriteNow that does not support pasting of Rich Text) only the plain text will be pasted.

Copying whole entries

You can also use the stand&dit commands to copy one or mav&ole entriegrom one
SBook to another. First, select the entries you want by clicking on their names in the
matrix. Several entries may be selected by dragging or using shift-click.

+ If any text is selected within the window, you have not selected the whole entry
You need to make sure the whole entry is selected by clicking once more on its
name in the matrix.

-

Stone Design

M@ 2425 Teodoro MW ]
Albuguerque, Mk 87107
& 505-345-4800 | albuguerque

A / 2 found (out of 184)

>

developers.shook — AISGAIISBook.test

Full text -il

developers.shook — AISGAISBo

Stone Deq found {out of 154)
M z4z5 Teodoro M TS T LTI OO g, TTTs
Albuguergue, M Stone Design
& 505-345-4800 Al
v Suite Software

ll - -
: Stone Design

0 z4z5 Teodoro MW
Albuguerque, Mk 87107
& 505-345-4800

In these two windows, only the
word “Albuquerque” is selected.

This entry is selected in its———
entirety.
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1: Getting Started with SBook

Now chooseCopy or Cut in the usual way, select the target SBook file by clicking
anywhere on its window, then chod@astein the usual way. The entries will be pasted
into the target window, and its message field will display how many entries were pasted:

[m] developers.shook — WS GAIISBook.test 53

1 pasted; 193 now in file Word -il

Pasted entries are always added to the file as a group of new emttiether or
not an entry or a group of entries is selected in the target window

If you want to copy a large number of entries from one SBook to another, or from
another application into SBook, you probably want to usértipert andExport
commands. Full details are in Chaptetporting and Exporting

Searching

It's easy to search for a particular name in your SBook file. Just type in the search field.
As you type, all the names that match what you have typed so far will be shown in the
matrix, if there is room for them. If a lot of names match what you have typed, they will
still appear in the matrix but you will have to scroll to see them all.

>

developers.shook — AISGAIISBook.test

E

78 found (out of 1843

>

developers.shook — AISGAISBook.test

Acuity Management Sy |st
il Adobe Systems Incorpo 4 found (out of 184) ] developers.shook — ANSGAIFSBo
ll Anderson Financial Sys
tdarming Star Technolog |stu
[ Shapiro & Gilmore Studif (outaf 154)
ll Stealth Technologies, In

Stone Design

-

Stone Design
[ 2425 Teodaro MW

Albuguergue, MM 87107
€ sos-345-4800

In the message field just above the matrix, a number appears indicating how many name:
(out of the total number of entries in the file) currently match the search request. Only the
matching names will appear in the matrix. If there is only one such name, it will be auto-

matically selected, and its corresponding entry will be displayed. Otherwise, to display an
entry, just select its name with the mouse.

SBook: Simson Garfinkel's Address Book 7



1: Getting Started with SBook

After you have typed some text and narrowed the search to one or a few entries, back:
spacing through the search field expands the search automatically to the larger set. Onc
you have backspaced completely through the search field, the matrix will again hold all the
entries in the file, and you can try a completely new search.

Another way to try a new search is to select all the words in the search field by
choosingEdit>Find (command-f), or double- or triple-clicking on the search
field. Then replace them by typing the new search string.

Search methods

Just below the search field, on the right, there is a pop-up menu that allows you to choose
between three different search methods: word matching, phonetic search, and full text
search.

[m] developers.shook — AWSGAISBook.test )
184 found {out of 184) Word search method menu
Stealth Technologies, Inc [Pl i
Stone Design Phonetic

Suite Software
w|Syhase Inc

The search method described above is the default metiood matching Word matching

is an incremental search in which the letters you type are used to match the beginnings o
words. Words may appear in any order, and case is ignored. For example, all of the
following search strings would match “Stone Design”: “stone,” “st de,” “S D,” and “d s.”

SBook provides another incremental search metpbdnetic search This works like
word matching, except that each word is matched phonetically: “Lighthouse Design” could
be found by typing “lite” as well as “light.”

Full text search

SBook also enables you to makéull text search. When you select the full text option,
instead of searching through the names of the entries only, SBook will search throughout
the full text of each entry.

Because full text search takes a little longer than the name-only search described
above, SBook does not search incrementally when the full text option is selected.
Press return to execute each search while you are in full text mode.

As an example, suppose | want to find all the software developers in Albuquerque. | select
the full text option, type “albuquerque” into the search field, and press return. Two entries
are found, so | select the one | am most interested in viewing:

8 SBook: Simson Garfinkel's Address Book



1: Getting Started with SBook

>

developers.shook — AISGAIISBook.test

]

|albuquerque

Hit return to begin search Full et -il
[m] developers.shook — AWSGAISBook.test )

|albuquerque

r||Abacus R&D,
Ahsoft Corpor
Active Ingredi
lIAcucubUI,lnc 2 found {out of 184) Full text

=h

>

|albuquerque

2 found (out of 134) Full text -il

=
Stone Design
B 2425 Teodaro MW

£ Albuguergue, Mk 87107
€ 505-345-4800

Note that the the text | searched for, “albuquerque,” is highlighted in the displayed record.
The highlighted text is now selected, not the whole entry. This allows you to cut, copy,
paste over, or type over this text on your next action.

+ If you are in the process of copying and pasting whole entries, you may find this
counter-intuitive, because clicking on the name of the entry displays the entry but
does not select it. If you want to select Wiwle entry you must clickagainon
the name of the entry in the matri€lick twice to select a whole entry while you

are in full text mode.

Finding entries by range

SBook also allows you to find entries based on the time that they were created, last modi-
fied, or last viewed. Sele&dit>Find by range to bring up aange selectiopanel. Set

the panel for the range you desire, then clidk (or press return). The entries within the
range you have set will be displayed in the main SBook window just as with any search.
(Full details on the use of this panel given in “The Range Selection panel” in Chapter 5)

SBook: Simson Garfinkel's Address Book



1: Getting Started with SBook

Using icons

SBook’s icons are for more than just good looks. You can click on them to make SBook
print envelopes, send email, and dial the phone.

For a discussion of how icons are inserted, and how to control icon insertion, see
“Parsing and icon placement” in Chapter 2.

Printing envelopes

To print an envelope from SBook, first find the person you want to address it to, then click
on the envelope icon next to the address you want to use. SBook will open a print panel
showing you the envelope exactly as it will be printed.

e
ﬁl’rﬂ

Fatede apma’s
Ak,
tdm

t-ﬂ T F ":Tl_ .
Ponieied Pl L -
standard print controls/' T Ll

default return address /

name of entry

address next to icon

ma—— [T

e Amismenm o 5_“"IJ
Lra I ] I Fam I o I Pl ""’II

The print panel is editable, so if you have any changes you want to make, you can make
them right on the envelope face. For example, you will notice that a default return address
appears in the upper left corner of the envelope. You will probably want to change this
address. Go ahead and edit it, on the print panel, until you are pleased with it.

When you are ready to print the envelope, slide the envedtageyp into the manual feed
slot on your printer, and then click @&mint .

Even though you are using manual feedndbset the pop-up menu in the box
labeledpaper feedto Manual, or the envelope will not feed through properly!

Below the envelope, on the bottom of the print panel, there are several controls that allow
you to select and save different return addresses, change the envelope size, log envelope
and control whether or not SBook prints barcodes at the top and bottom of the envelope:
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1: Getting Started with SBook

stationary envelope size ¥|Print harcode

=
Default I Standard letter {9.25 < 4.25) -il Log after pfyting

save | Savess. |

envelope size pop-up
default address pop-up save address buttons manual logging button barcode control

The box labeledtationery contains a pop-up menu that allows you to select between
different return addresses. When you have changed one of these addresses by editing it c
the envelope print panel, you can click on eitheiSaeebutton or theSave as..button to

save the changes.

4+ Return addresses are saved as files in a certain directory. When you save ar
addressyou must save it in this directoyecause the addresses appearing on the
default address pop-up are exactly those stored in this directory. The location of
this directory can be viewed and changed on SBook’s Preferences panel: see “The
Envelopes subview” idppendix A: SBook’s Menus and Menu Commands

The pop-up menu in the box labeledvelope sizeallows you to select either a standard
envelope, or a mailing label.

The checkbox labeledrint barcode determines whether SBook prints barcodes at the top
and bottom of the envelope, based on the zip code.

The box labeled.og after printing allows you to log this envelope to a file or email.

+ To log to a file, you must first set a log file. See Chaptéo§ging what you do
with SBook

4+ Youcan also make bulk mailings with SBook by printing pages of mailing labels.
See Chapter 9ylaking Reports with SBook

Dialing the phone

SBook can dial the phone for you, using either a modem or your NeXT computer’s internal
speaker. By default, SBook dials the phone with the speaker.

If you want to use your modem to dial the phone, you will need to make several
changes to SBook’s dialing preferences. See ChapRiaBng the Phone with
SBook for details.

To make a phone call, pick up the phone and point it towards the NeXT computer’s internal
speaker. You will need to hold the phone near enough to the speaker to ensure that the tor
quality is good enough to dial the phone. You may need to experiment with different places.

On a monochrome system, the speaker is located at the back of the monitor. On
a color system, the speaker is located on the sound box.
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Then click on the icon next to the phone number you want to dial. SBook will immediately
begin dialing the phone. Telephone dialing tones will be played through the speaker, corre-
sponding to the digits in the phone number. A panel lali2igichg panel will appear on

the screen while SBook dials.

iménn Garfinkel & Associates

-

imson Garfinkel & Associates
5216 Pleasant 5t phone number next to icon

Cambridge, k& 02 139 /
E17-354-75888

shook@next.cambridge. ma.us

Dialing Panel X
Dialing: )/ Log | button to log this call
617-354-7888 Cancel | button to cancel this call

You can cancel the call with tH@ancel button, or make a log of this call with theg
button.

More information about logging your calls can be found in Chapteogging
what you do with SBook

Sending email

To send email to someone from SBook, first find and display the person’s entry, then click
on the email icon next to the address you want to use. The Mail application will be notified,
and a pre-addressed Send window will appear on your screen:

imson Garfinkel & Associates

email address next to icon [

imson Garfinkel & Associates
[ 52 % Pleasant 5t
Cambridge, k& 02139
& 517-354-7535
shook@next.cambridge.ma.us

Send Window

TD:I shook@next.cambridge.ma.us (Simson Garfinkel & Associates)

unject;| Dl

CCZI
=l L o P e ot eny

You can also make bulk email mailings with SBook. See Chaptdaking
Reports with SBook
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Fine-Tuning Your SBook Files

Once you know something of how to work with SBook files and start to use SBook more
frequently, you may start to find that SBook’s understanding of the structure of names and
addresses doesn’t quite correspond with yours. Perhaps SBook misinterprets a few
addresses in your file, or sorts the file differently from the way you would prefer. Or
perhaps you would prefer to see names in italics and comments in boldface, rather than th
other way round.

SBook provides plenty of ways to refine entries and files so that formatting is just how you
like it, icons are just where you want them, and names are sorted just as you would sort
them by hand. This chapter explains how to modify your SBook files to suit you perfectly.

SBook’s Inspector Panel

When you make changes to an SBook file, you probably would like the file to be modified
in one of three ways:

« anindividual change modifies a single entry;
» aglobal change modifies all of the entries in the SBook file;

» a change to thdefaultmodifies all new, yet-to-be created entries.
SBook allows most changes to be done at any of these three levels.

4+ Youcan also make a change to ypoeferences Such a change will affect the
way SBook behaves in general, regardless of what file you are looking at. This
section does not cover changes to SBook’s preferences: refer to “The Preferences
panel” in Appendix A: SBook's Menus and Menu Commafas more
information.

Some changes, such as formatting changes to an individual entry, can be done from th
menus (and their associated keyboard equivalents). Most changes at the global and defau
levels, however, must be done from the SBook Inspector panel. You can bring up this pane
by going to theélools menu and choosingspector...
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The Inspector panel has three subviekite, Template, andEntry . Changing the pop-up
menu at the top of the panel allows you to switch between the subviews.

Name
Address
coRnenls

‘Wed Mar 25 15:42:065 1592

Tue Jun 9 14:52:31 1992

Maon Jun 22 12:27:36 1992

Like the Inspector panels in other NeXT applications, this panel remains on your screen
until you click its close box or leave the application. The name of the file corresponding to
the currently selected window is displayed across the top of the panel. Additionally, in the
Entry subview, the name of the entry appears just below the pop-up menu. This allows
you to verify which file and which entry you are currently inspecting.

The contents of the panel reflect characteristics of the current file, and Enthe
subview, the currently selected entry within that file. You can use the Inspector panel to
examine and change these characteristics.
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Sorting and sort order

A correctly sorted SBook file is not only convenient when you are scrolling through names
in the matrix; it is helpful when you want to print out mailing labels, and essential when
you want to print address books. SBook provides several features to help you keep all you
files sorted in the way you prefer.

Re-sorting

If a file has become unsorted due to adding or changing entries, you will want to re-sort it.
ChooseFile>Sort entries to re-sort the file. This may not solve all sorting problems,
however. If the file is still sorted incorrectly, you will need to examine and change the sort
order for individual entries or for the entire file.

Individual sort order
In a typical SBook file, names will appear in many different formats:

» Halloween K. Peabody
» Peabody and Associates, Inc.
* Lester R. Peabody, PhD

e The Peabody Savings and Loan

If these names were in my address book, | would probably want all of them to appear
together, under “P.” But if they were all sorted by first word, or all sorted by last word,
each would appear under a different letter. Because each name is in a different format, eac
name needs to be sorted in a different way so that they can all appear together. Instead c
requiring all the entries in your file to be sorted the same way, SBook maintains a separate
sort orderfor each individual entry.

You can view and change the sort order for individual entries in the Inspector. Bring up
the Inspector by choosinfools>Inspector...and set the pop-up menu at the top of the
panel toEntry. The top part of the panel shows a pop-up menu which controls the sort
order for the current entry, and below the pop-up menu, the word this entry is sorted by.

SBook Inspector X

S GAIFSBook.test/developer

entry name___|

Sortorder
——® Firstward =4

____»  STONE

Created: |Wed Mar 25 18:42:08 1992 |

sort order — |

sort word ———]
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The pop-up menu allows you to choose between five different sort options:

» First word: Used for names like "Peabody and Associates, Inc."

» Second word Used for names like "The Peabody Savings and Loan"
» Second to last word Used for names like "Lester R. Peabody, PhD"
» Last word: Used for names like "Halloween K. Peabody"

* Smart sort: When this option is chosen, SBook tries to guess which word in the
entry is appropriate for sorting.

After you manipulate the pop-up menu, the sort word automatically changes so that you can
see if this entry will be sorted correctly. This is especially helpful when “smart sort” is
chosen, since SBook’s guess may not correspond to your preference.

When you have made individual changes to all the wrongly sorted entries, you will want to
re-sort the file, since SBook does not do this automatically after each individual change.

Default sort order

The default sort order for a file controls how entries are sorted when you do not specify an
individual sort order. By default, the default sort order is “smart sort.”

+ We find that “smart sort” works quite well for files with mixed contents, where
the names of the entries may have any of the formats described in the previous
section. Other sort orders are not as useful unless the names in a file are all of the
same type, such amly personal names (which are usually sorted by last word),
or only businesses (which are usually sorted by first word).

You can change the default sort order for the file, or apply a global change to the file, from
the Template section of the Inspector, at the bottom of the panel.

Default sort order

Firstward -ll
Apply to all entries |

sort order men

global apply button

Changing the default sort order for the file will affect only new entries to the file. Existing
entries will not be changed.

If you want to change the sort order for all the existing entries in the file, set the pop-up to
the sort order you prefer, then click on theply to all entries button. All the entries in
the file will be changed.

If you have made any changes to correct the sort order for individual etitegs,
will all be overwritten by the default sort order when you click on this button.

SBook automatically re-sorts the file after it has changed all the entries to use the default.
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Parsing and icon placement

SBook recognizes names, addresses, and phone numbers by comparing the information i
each entry with a pattern. But your entry doesn’t have to conform to a single, rigid pattern.
SBook has a large repertoire of patterns built into it, and uses the patterns it knows to make
“intelligent guesses” about your text. After it has made the guesses, it places icons next tc

all the addresses and phone numbers in your entry. We call this ppacsisg

MexT Computer, Inc.
300 Chesapeake Drive
Redwood City, C8 94063
4 15-366-0900

payahles:

Eetty &vanol
415-750-2923

123 Saginaw

Redwood City, CA 94063
orders:

Ordder Management

760 Mission Court
Fremont, CA 94539
1-800-545-63958

fax: 1-500-228-MEXT

Reparsing

this entry parses to

MNeXT Computer, Inc.
B 300 Chesapeake Drive
Redwood City, CA 34063
& 415-366-0900
payahbles:
Betty Awvanol
& 415-780-2923
O 123 Saginaw
Redwood City, CA& 84063
orders:
[ Order Management
780 Mission Court
Fremont, C& 94539
€ 1-800-846-G398
& fax 1-800-228-NEXT

SBook is designed so that it parses an entry whenever parsing is needed. It is almost neve
necessary to tell SBook to parse an entry.

SBook parses each new entry while you type it in. After each line is entered, SBook checks
to see if you have entered an address or telephone number. When you have typed in th
entire entry, it will have been parsed completely.

SBook automatically recognizes when an entry needs to be reparsed:

» when parts of an entry have been edited

» when you have changed SBook’s parsing options

» or when an imported entry has never yet been parsed

and reparses the entry automatically the next time the entry is displayed.

Sometimes when you are in the middle of editing an entry, icons can temporarily end up in
the wrong places. Although SBook will reparse the entry correctly the next time it is
displayed, you can also reparse the entry manually so that you can see how it will look right
away. Choosing-ormat>Icons>Parse entry(command-P) will reparse any displayed

entry.

SBook: Simson Garfinkel's Address Book
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Adding icons

Sometimes, you and SBook might disagree on whether a particular block of text looks like
a name, address, or telephone number, or just some comments. For example, you may |
working in a corporate or university environment where internal mail has an unusual
address format, like “NE43-429,” and you still want to print envelopes using this address
format. Or you might have a friend in a faraway country with a very different telephone
number format, one that SBook doesn't know, but you still want to be able to use SBook to
dial this number.

In this case, go to theormat menu and choodeons. First make sure SBook has done its
best to parse this entry, by clickiPgrse entry. If SBook still can't recognize your unusu-

ally formatted address or phone number, place the cursor to the left of the text you want to
mark with the icon, and then click dnsert icon of the appropriate variety.

]

I canan

developers.shook — AISGAISBook.test

[

Canon US4, Inc. |Can0n

2 found [out of 194) developers.shook — AESGAINSBool

2 found {out of 194)

anon U354, Inc.
anon, Inc.

Canon, Inc,
MeXT Computer Ma
ga0-12 Kashimada,
Eawasaki-shi, kana

place cursor here___|

Canon, Inc,

[ MNeXT Computer Marketing Division
890-12 Kashimada, Saiwa-ku
Kawrasaki-shi, Kanagawa 211

then insert icon

+ If SBook cannot recognize talephone numbeiit probably does not know the
correct dialing rules for that number. In addition to inserting an icon next to the
number, you may have to instruct SBook to dial this number in a special way. See
“Dialing unusual numbers” in Chapter 3 for details.

+ If you want to create aantire file with addresses or phone numbers in a non-
standard format, and you don’t want to insert icons manually for each entry, see
“Putting icons on the font template” on Page 22.

Removing icons

Generally, you won't need to remove any of the icons that SBook inserts automatically.
Although it is possible for icons to end up in the wrong places after you have edited an
entry, reparsing the entry will usually remove all of the misplaced icons.

However, manually inserted icons are treated differently from automatically inserted icons.
When SBook reparses an entry or file, it will not remove these special icons. If you want
to remove them, you must do it manually, in one of several ways:
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* You can remove icons one by one by selecting and deleting them in the usual way.

» Or you can remove all of the icons from a selected entry, including the manually-
inserted ones, by choosifkgrmat>lcons>Remove all icongcommand-R).

» Or you can remove all of the icons from the entire file, including the manually-
inserted ones, by choosiRkge>Remove all icons

Although it is possible to delete automatically inserted icons, they will return as soon as the
entry is reparsed. If any automatically inserted icons remain misplaced after deleting and
reparsing, these icons are due to incorrect parsing, and meappeessedrather than
deleted. The next section explains how to do this.

Suppressing icons

Generally, SBook knows which parts of the entry are comments, and which parts should
have icons placed next to them. Sometimes, however, you might wasistthat SBook

treat certain parts of an entry as comments. For example, you may want to store credit cari
numbers in an entry, and SBook may think they are telephone numbers and put telephon
icons next to them.

By default, SBook assumes any text in italics is a comment, and does not try to parse it.
You can change SBook's behavior in the SBook Inspector. Bring up the Inspector by
choosingTools>Inspector...and set the pop-up menu at the top of the Inspecfeiteo

The part of the panel label@drsing control contains four checkboxes that control which
parts of an entry or a file are treated as comments.

parsing control
Do not parse italic

JDD nat parse hald
JDD not parge after blank line
_lponot parse anything in this file

» Checking the box labelddo not parse italiccauses SBook to treat italic text as
a comment. This is the default.

» Checking the box labelddo not parse boldcauses SBook to treat bold text as a
comment.

» Checking the box labelddlo not parse after blank linecauses SBook to treat all
text after a blank line as a comment.

» Checking the box labelddo not parse anything in this fileprevents SBook from
parsing any part of any entry in the file. You will have to insert all icons by hand.

More than one box may be checked, and the effects of both will be combined. For example,
you could have SBook treat both italics and boldface as comment fields.
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If you don’t want to change SBook’s behavior for the file as a whole, but you do want to
keep SBook from placing icons in a particular entry, set the pop-up menu at the top of the
Inspector toEntry, select the entry in which you want to suppress icon placement, and
check the box labeledo not automatically parse entry

Last letter: | |

Last email: | |

Created by Last modified by orca

click here to suppress icon placement for this entry— g | |Da not automatically parse entry
_IDiaI numhbers in entry exactly as shown

Use of the box labeleDial numbers in entry exactly as showris explained in
the section “Dialing unusual numbers” in Chapter 3.

You can also use the Inspector to suppresdiiayof icons, rather than their placement.

Set the pop-up menu at the top of the Inspect@ileo The three checkboxes in the part
labeledicon display control whether icons are displayed in this file. By default, all three
are checked, but if you prefer not to see icons of a particular type displayed in this file, you
can uncheck the boxes.

icon display
ﬂShow envelope icon
ﬂShuwteIephane icon
ﬂShow email icon

Font and formatting

SBook generally doesn't care how you format the information you store in it. You can
change the font and formatting for any part of an entry, and SBook will still know where to
place theicons. (There are a few exceptions to this rule, such as designated comment field:
see “Suppressing icons” on Page 19 for more detail.)

If you want to make an individual change to the font, size, and formatting of an entry, just
use theFormat menu. Use th€ont submenu to change the font, and Tlext submenu

to change the ruler. These two submenus work just as their counterparts do in other NeXT
applications:

* The Font submenu allows you to use bold, italic, underline, superscript and
subscript. You can also adjust the size and weight of text from this menu, and you
can copy and paste fonts. Or you can call uf-the Panel(command-t) to find,
preview, and set the font you want.

» TheText submenu allows you to set the tabs and change the alignment (left, right,
or center). You can also view, copy, and paste a ruler from one place to another.
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Formatting the default template

If you want to make a font or formatting change to the default for new entries, you can use
the SBook Inspector. Choo3emplate from the pop-up menu at the top of the Inspector
panel and edit the default template just as though you were editing an individual entry. You
can make font and formatting changes, or textual changes.

Once you have changed the template, all new entries for that file will use the template for
their initial contents:

SBook Inspector
F
ful3GAIfSBook.test/developer ‘y’/ ‘W‘
e e
Template -il
Type the Address Here
text Lipe the Comments Peve
AName Sere
Put the Address Here
tipe Hhe Commments Feve X 3
modified template new entry created with
command-nafter modifying
template

You can also make a global change from this panel. Clicking oApply to all entries
button with the mouse will cause all of the entries in the file to reflect the font and format-
ting changes that you have made to the template. A panel |AWel&dn progress... will
appear while the changes are being made.

Work ih progress...

&pply to all entries | \

Default sort order

Firstward -il el |
Apply to all entries | ‘

+ When a global change is applied, only the font and formatting characteristics of
thefirst two linesare applied to entries: the first line’s characteristics are applied
to the name of each entry, and the second line's characteristics are applied to the
rest of each entry. Also, if a single line contains several different fonts, only the
first font on that line will be applied.

Setting fonts...

global apply button
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Putting icons on the font template

If you are working in a university or corporate environment, you may need to send mail to
internal addresses that are not at all like standard postal addresses, or make phone calls
internal telephone numbers that are not at all like standard telephone numbers. Foi
example, at MIT, the internal mail system only requires a person’s name, a building code,
and an office number, and the internal telephone system only requires a five-digit number.

Because SBook cannot recognize addresses and telephone numbers like these, one opti
you have is to insert icons individually next to each address or telephone number, as
described in “Adding icons” on Page 18. However, you may have so many non-standard
addresses and telephone numbers that this becomes inconvenient.

You can make an entire file in which addresses or telephone numbers appear in a non-star
dard format by placing one or more icons on the font template. These icons will appear
automatically in each new entry so that you do not have to insert them by hand.

SBook Inspector X

Untitled-1

Template Untitled-1

text I
Mame 1 found (out of 1)

Untitled-1

1 found {out of 1) Word -il

&pply to a

Default zort order
rSman 500t -ll . |
+ Note in the above example that the telephone number part of the template is in
bold type, so that all the non-standard telephone numbers can by dialed exactly as
shown. This is described fully in “Dialing individual numbers exactly as shown”

in Dialing the Phone with SBook

The Colors panel

SBook also gives you access to a standard Colors panel so that you can change the color
text in an entry, or on the template. Bring up the Colors panel by cholasitgpColors...
When you have chosen a color you like on the Colors panel, select some text in a displayet
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entry. Pick up the color from the color well on the Colors panel, then drop it onto the
selected text. The text will now appear in the color you have chosen.

chosen color in color well

[T T T TT T I TTTTTT]lstre
1 1 found {out of 194) O

tane Dasigh

I stane

Stone Design | 1 oundoutof 124)
B 2425 Teadoro MW :
Albuguergue, N tane Design

€ sos-a4s-4300 - £
Stone Design

B 2425 Teadoro MW
Albuguerque, M 87107

selected text——p»

L«l>

after dropping new colo

If you drop a color onto an icon, all of the text associated with the icon will appear
in the color you have chosen.

You can also cause an entire entry to appear in your chosen color. If you drop a
color onto an entry that doest have selected text within it, the entire entry will
appear in that color.
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Dialing the Phone with SBook

If you make a lot of phone calls, you will probably find SBook’s dialing facility to be one
of your favorite features.

» SBook can dial phone numbers for you with just one mouse click.

» Because SBook knows about US area codes and US dialing rules, it can dial phone
numbers in the correct format for your area, even if they are written differently in
your address book.

» SBook can dial the phone with your NeXT machine’s internal speaker, or with any
modem that supports the Hayes AT command set.

* Finally, SBook can log your calls to a file or email so that you have a record of the
people you called and how long you talked.

This section covers SBook’s settings for dialing the phone. It explains how SBook’s
dialing rules work, and how to modify them to suit your area. It also explains how to set
up and use the internal speaker or modem, depending on which you prefer.

We assume in this section that you have a basic familiarity with SBook’s dialing facility.
If you don’t, you can find a quick description of how to use SBook to dial the phone in
Chapter 1Getting Started with SBopkn Page 11. You may want to experiment with
using the default settings to dial a few numbers before you continue with this section.

This section also doemt explain how to log your phone calls. This is covered in
Chapter 6Logging what you do with SBook
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Setting up SBook’s dialing rules

SBook is designed to allow you to store phone numbers in a variety of formats that are
natural for you, yet have SBook dial them in the correct way for your local calling area.
Just like you do when you are dialing by hand, SBook decides how to dial a number by
using what it knows about the rules in your area.

SBook’s dialing rules are controlled by théling rules section of the Preferences panel.
Bring up the Preferences panel by choodifg>Preferences...and selecDialing rules
from the pop-up menu at the top of the panel. You will see one of two subviews:

dialing rules pop-up SBook Preferences

SBook Preferences

default dialing panel

dialing panel for US & Canada

Each subview presents a different set of dialing rules, corresponding to a different dialing
area. The dialing rules pop-up menu, located just below the main pop-up on the Prefer-
ences panel, controls which view is active. Choose the view from the pop-up that best
corresponds to your local dialing area and its rules.

The current version of SBook only contains specific rules foithited States
and Canada All other dialing areas must usganual, the default.

Regardless of your dialing area, you will see a checkbox lal¥#ed dialed nhumberat
the bottom of the panel:
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when this box

Dialing Panel x| is checked...
Dialing: ; Show dialed number ¥
0g |
617-354-7888
Cancel
3547858 < the number actually dialed is shown éer

Checking this box allows you to determine if the dialing rules you have set are working
correctly for your area. Each time you dial a number, the exact digits that SBook dials will
appear on thBialing Panel While you are setting up your dialing rules, you will probably
want to have this box checked. Once you become confident that your dialing rules are
working correctly, you will probably want to have this box unchecked.

Dialing telephone numbers in the U.S. and Canada
SBook’s dialing rules for the U.S. and Canada distinguish between four types of numbers:

» Local numbersre telephone numbers in your area code. From most telephones,
you can make a call to a local number by dialing:

seven digit number

» Long distance numberare telephone numbers that are in an area code that is
different from your area code. From most telephones, you can make a call to a
long distance number by dialing:

1 + area code + seven digit number

* International numbersre telephone numbers that are not in the U.S. or Canada.
From most telephones, you can make a call to an international number by dialing:

011 + country code + city code + telephone number

» Special numberare telephone numbers that are in your area code but that you
cannot dial in the usual way. These may be rural telephone numbers if you live in
an urban area. To make a call to a special number, you might need to dial:

1+ seven digit number

You can control which numbers are treated as local, long distance, international, or special
numbers by changing the values in #tea codesandspecial exchangesections of the
Dialing rules panel.

Thearea codessection controls how SBook distinguishes between local and long distance
numbers. Enter your area code in the field labeledent. When SBook dials a number,

it compares the number’s area code with your current area code to determine whether thi
is a long distance call.
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+ By default, SBook assumes that any numbers written in an SBook file without area
codes are located in the current area code. SBook dials these numbers as loca
numbers. If you prefer, you can specifdifferentarea code for these numbers
by entering an area code in the field labelethult.

The special exchangesection controls which numbers are treated as special numbers.
These numbers can usually be identified byekehangethe first three digits):

(617)[354}7888

exchange

If you have any special exchanges in your area code, enter thensjettial exchanges
section. Special exchanges must be three digits long and may be separated by any not
numeric character.

Local numbers with different prefixes

In some areas, you must dial a “1” before most or even all telephone numbers in your aree
code. The dialing rules in these areas differ from the standard dialing rules in this way:

* You must make calls to most local numbers by dialing:
1 + seven digit number
* You can call a few exchanges by dialing:

seven digit number

If you live in such an area, you can switch how SBook handles local and special numbers.
In thedialing prefixes section, enter a “1” in the field label&ztal, and delete the “1” in

the field labeledspecial In thespecial exchangesection, list all the exchanges that can

be called without a “1” in your area code. Now SBook will dial correctly for your area.

There are a few areas in the U.S. and Canada where the area code must always be diale
even for calls in the same area code. In these areas, the dialing rule for local numbers is:

* You must make calls to most local numbers by dialing:
1 + area code + seven digit number
If you live in such an area, enter a “1” and your area code in the field ldbebddn the

dialing prefixes section. Now SBook will dial all local calls with your area code, even if
they are written as seven digit numbers in your address book.
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Academic or corporate phone systems

In a typical academic or corporate phone system, you can make internal calls or calls to the
outside. Internal calls usually only require an extension number to be dialed, which is often
the last four or five digits of the seven-digit telephone number. Calls to the outside usually
require an initial number to be dialed to reach an “outside line.”

For example, the MIT phone system uses three exchanges within the 617 area code: 25:
258, and 225. Internal calls require only the last five digits of the seven digit phone number
to be dialed. External calls require a “9” to be dialed, then the outside phone number. The
rules for the MIT phone system can be summarized as:

* You can make calls to numbers in MIT exchanges by dialing:
five digit number

* You can make calls to other numbers by dialing, as appropriate:
9 + seven digit number
9 + 1 + area code + seven digit number

9 + 011 + country code + city code + telephone number
SBook can handle this situation easily.

SBook allows you to insert a “d” in a dialing prefixdeletea leading digit of the
telephone number. More than one “d” can be inserted to delete multiple digits.

Using this special character, it is simple to encode the MIT rules:

e The three exchanges used by the MIT phone system can be treajeecis
exchanges Removing the first two digits of the seven digit number gives the
correct number to dial within MIT, so tiepecialprefix should be “dd.”

 An initial “9” should be added to the dialing prefixes for all other numbers.

The correct settings for MIT would look like this:

— special exchanges — area codes —
253,258,225
current:l 617
default:l G17
dialing prefi<es

Inc:al:| g

special exchangez| oo

long distance:| 91

internatinnal:| 9011
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Calling card numbers

From some telephones, you must dial every long distance or international number by using
a telephone calling card number.

If you do not need to disdverynumber by using a calling card number, refer
instead to “Dialing unusual numbers” on Page 31.

The calling card dialing rule for long distance numbers might be:

* You must make calls to long distance numbers by dialing:

0 + area code + seven digit numbetwait for tone>calling card number

The calling card dialing rule can be encoded into SBolokig distanceprefix, using two
special characters:

+ Inserting a comma in a dialing prefix causes SBook to pause briefly at that point,
then dial the rest of the number.

+ Inserting an “@" in a dialing prefix causes SBook to dial the telephone number at
that point, rather than at the end of the prefix.

Therefore, théong distanceprefix should be “0@,” and then the calling card number.

As an example, for the calling card number 617-354-7888-1234, the dongdatistance
andinternational prefixes would be:

‘ ‘ lang distance: [ 0@ 5 173547585 1234 ‘ ‘

international: |DID@,61?354?8881234

If you find that SBook is not pausing long enough, add another comma or two.

Extension numbers

Some people in your address book may not be reached directly by dialing a telephone
number. You may need to dial a telephone number and then ask for an extension numbe
to reach a person’s office. Although some phone systems still require that you talk to a
human operator to request an extension number, many systems will allow you to dial the
extension number so that you can reach a person’s office phone automatically.

Or you may need to dial a one- or two-digit extension number to choose between different
departments in a company. For example, you can reach NeXT Computer's service depatrt
ment by calling NeXT, then dialing a “4” when the automated phone system answers.

The dialing rule for such a system may work as follows:

* You can make calls to numbers with extensions by dialing:

telephone numbekpause>extension number
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SBook handles this rule automatically. When you type a number in your address book, you
can add an extension by typing “extension” (or an abbreviation like “ext.” or even “x"), and
then the extension number. Then when you click on the telephone icon next to the number
SBook will dial the telephone number, pause for a moment, and then dial the extension.

NeXT Computer, Inc.
@ 500 Chesapeake Drive
Redwood City, C& 94063
€ 415-366-0900
praduct info:
€ 1-500-848-6398 ext. 1
service: extension numbers
€ 1-500-848-5398 ext. 3
arders:
[ Order Management
760 Mission Court
Fremont, CA 94539
€ 1-500-843-B395 ext 5
€ fax 1-800-228-MEXT

4+ Some phone systems that use extension numbers may require you to dial a specie
non-numeric character (either “*” or “#") before or after the extension number.
You can put the characters “*” and “#” in an extension, and SBook will dial them.

+ If you find that a particular phone system requires a longer pause than SBook
normally inserts between the telephone number and the extension, you can add
one or more commas just before the extension number:

£ 1-500-548-5398 ext. ,,5 —~——— commas cause SBook to pause longer

Dialing unusual numbers

Regardless of the dialing rules you have set up, there may be some numbers that do nc
follow any rule and must be dialed in an unusual way. These may be telephone number:
that require special handling, or they may be access codes of some kind.

» For example, you might want to put your telephone calling card number in an
SBook file so that you can have SBook dial the code for you if you need to make
a call using the card number.

» Or you might always want to dial a particular telephone number by using a calling
card or making a collect call, rather than dialing direct.

If you try to dial unusual numbers as though they were regular telephone numbers, SBook
will try to interpret them according to its dialing rules, and might add or remove digits.
Instead, you can tell SBook that an individual number, or all the numbers in an entry or file,
must be dialeéxactly as shownThis is done by using the SBook Inspector.

Refer to Chapter 2Fine-Tuning Your SBook Filesf you need a complete
description of the Inspector and how to use it.
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+ You should use this method only as a last resort, because it causes SBnoketo
all of its dialing ruleswhen dialing the affected numbers, and makes the file less
portable. For example, in “Academic or corporate phone systems” on Page 29,
instead of writing MIT numbers in the SBook file as seven digit numbers with
special exchanges, we could have marked them to be dialed exactly as shown, bu
then they could not have been dialed from non-MIT telephones. Writing the MIT
numbers as seven digit numbers with special exchanges allows the file to be used
outside of MIT without any modification.

Dialing individual numbers exactly as shown

To mark individual numbers in a file to be dialed exactly as shown, you can enter the
numbers in bold, and have SBook dial all bold numbers exactly as shown.

By default, bold numbers are dialed like any other telephone number, so you need to use
the SBook Inspector to tell SBook that bold numbettis fileshould be dialed as shown.
Each filecontaining numbers that you want to mark in this way must be modified, using
the SBook Inspector, so that it will treat bold numbers specially.

Make sure the file you want to modify is selected on the screen, then bring up the Inspectol
by choosingrools>Inspector... The name of the file should appear at the top of the panel.
ChooseFile from the pop-up menu just below the filename. At the bottom of the File
subview, there is a box labeldihling control containing two labeled checkboxes:

dialing caontral
JDial numbers in bold as shown

JDial all numbers exactly as shown

Check the box labeleBial numbers in bold as shown

Now you can mark an individual number to be dialed exactly as shown. After entering the
number where you would like it to appear in your SBook file, select the number and choose
Format>Font>Bold (command-b).

|ﬁLL.l:ab [AETV]-3)

& voicemail: 267356 (2
€ calling card: B17-354-7686- 1254 clAccess codes

Yl

& voicemail: 267356
Ll € calling card: 617-354-7868-1234

bold numbers to be dialed as shown/' ll

Although the written label next to the number need not appear in theldirst
digit in the number must be bold for SBook to consider it as a “bold number.”

€ calling card: 617-354-7888-1234 ~&—— this number isiota “bold number”
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Dialing all of the numbers in an entry or file exactly as shown

Instead of marking each individual number that you want dialed as shown, you can mark
an entire entry or file. This tells SBookigmore all the dialing rules it know®r all of the
numbers in this entry or file.

If you want all the numbers in a particular entry to be dialed exactly as shown, make sure
that the entry is selected or the insertion point is inside the entry in the display, then bring
up the SBook Inspector by choosifigols>Inspector... ChooseEntry from the pop-up

menu at the top of the panel. The name of the entry should appear near the top of the pane
just above the section label&drt word.

At the very bottom of the panel, there is a checkbox labBiatinumbers exactly as
shown

_|Donot autamatically parse entry
_IDiaI numbers in entry e=actly as shown

Checking this box will cause SBook to dial the numbers in this entry exactly as shown.

The entry itself will not appear any differently when displayed, so the only way to
tell if an entry is marked this way is to bring up the Inspector.

If you want all the numberis this file dialed exactly as shown, chodsiée from the pop-
up menu at the top of the Inspector panel. Just below the checkbox lBisladmbers
in bold as shown you will see a checkbox label@dal all numbers exactly as shown

dialing caontral
JDial numbers in bold as shown

JDial all numbers exactly as shown

Checking this box will cause SBook to dial all of the numbers in this file exactly as shown.

Setting up SBook’s dialing method

SBook allows you to use either of two dialing methods: dialing with your NeXT computer’s
internal speaker, or dialing with your modem.

Dialing with the internal speaker (the default) is easier to set up, requires no additional
equipment, and makes a great demo for your friends. If you don’t make calls with SBook
very often, you will probably want to continue to use the speaker.

Dialing with the modem is more reliable, more versatile, and doesn’t require you to hold
the phone up to the speaker every time you make a telephone call. If you plan to make ¢
lot of calls with SBook, you may want to start using a modem.
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You can select and set up your preferred dialing method frobitieg method subview
of the Preferences panel. Bring up the Preferences panel by chirdeisigreferences...
and selecbialing method from the pop-up menu at the top of the panel.

dial through
speaker, or
modem?

speaker controls

modem controls

On the left side of the Preferences panel, there are two radio buttons that allow you to selec
a dialing method. Click on the button corresponding to the method you prefer. The half of
the panel that you have selected will then be activated, and the other half will be grayed out.

Dialing with the internal speaker

This is the method described in Chapte6Getting Started with SBookWhen you have
your preference set to dial with the internal speaker, you hold the phone up to the speake!
and SBook produces tones to dial the phone.

These tones are controlled by the top half ofQifeding method panel.
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The three slider switches control the tones produced by the speaker. You probably want tc
adjust the sliders so that the tones are slow and loud enough to dial your phone, but fast an
quiet enough that it is not unpleasant to have them played by your speaker.

» Adjusting theTone time affects how long each tone lasts.
» Adjusting theGap time affects how much time passes between tones.

» Adjusting theVolume affects how loudly the tones are played.

You can click on the button labeldast to play a short sequence of tones so that you can
hear how the tones will sound when SBook dials, and determine whether they dial the
phone correctly. The test sequence is 555-1212.

Dialing with your modem

When you use a modem to dial the phone, the modem is attached to your voice line in
parallel with your telephone. SBook sends commands to your modem which cause it to dial
the phone directly, then hang up. You pick up the phone before the modem hangs up.

If you already use, or plan to use, a modem for data transmission (outgoing faxes and
connecting with other computers) we recommend that you atsetoadnodem devoted

to dialing the phone for your voice line. You'll probably want to use a cheap one, since all
it will be doing is dialing the phone for you. An old 300 baud modem will do just fine.

If your existing modem is used forcomingfaxes, youmustuse a modem devoted
to SBook dialing, because incoming faxes block the modem.

Attach the modem, with a standard NeXT modem cable (available from NeXT Connection
or Computer Attic), to one of the serial ports on the back of your NeXT. Then plug the
modem into your voice line in parallel with the phone.

Don't plug your phone into the back of the modem! Modems aren’t designed to
be used with a voice line, and some cut off the phone’s connection while they are
operating. Use a “T” connector to attach the modepwarallel with your phone.

Once you have attached the modem to your voice line, you need to set up SBook’s dialing
preferences. First change the radio buttoDitd through modem. The modem section of
the panel will become activated:

(" 21 gt modem
Modem port: Ifdevfﬂya
Dial string: | ATDT3%s,;Ho

Canfigqure modetm | modem baud rate —
Dont answerl ’7 1200 .il ‘

Answer | _|Lock modem after dial
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The section labele@onfigure modem controls whether your modem will automatically
answer the phone when it rings. The two buttons in this sectimswer andDon’t
Answer, send commands to your modem that will turn “auto-answering” on or off until the
next time the modem receives one of these commands.

You should decide whether you want to turn auto-answering on or off depending on the
kind of calls you receive on the telephone line you have attached to the modem:

« If this line receives voice callgpu need to make sure your modem will not answer
the phone Click on the button labeledon’t answer.

« If this line only receives data transmissions, you probdblyant your modem to
answer the phone. Click on the button lab&ledwer.

The field labeledModem port determines the port that SBook uses to dial the phone.

« If you are using a modem devoted to SBook dialing, metlem port to
“/dev/ttya” or “/dev/ttyb” depending on whether your modem is attached to the
“A” or “B” serial port.

« If you must share the modem between SBook dialing and your data transmissions,
setmodem portto “/dev/ttyda” or “/dev/ttydb.”

The field labeleddial string determines the commands that are sent to your modem when
you dial a number. Within the dial string, the characters “%s” represent the phone number.
SBook will replace those characters when it dials a particular number. For example, dialing
354-7888 with the dial string set to “ATDT%s,;HO0” will cause SBook to send the string
“ATDT3547888,;H0" to the modem.

You probably will not need to change the dial string. Refer to the owner’s manual
for your modem if you need more information on the commands in the dial string.

The pop-up menu labeledodem baud ratedetermines the baud rate SBook uses when it
communicates with your modem. Set the pop-up to the baud rate you prefer.

Finally, whenever you make a phone call with your modem, there is a small amount of
overhead involved in securing the modem port for your use. If you check the box labeled
Lock modem after dial, SBook locks up the modem port between calls so that you don’t
have to secure the modem for yourself each time. The modem is locked when you make
the first call, and it is unlocked when you quit out of SBook. You can unlock the modem
at any time by going to thEools menu and choosingnlock modem (command-U).

+ Ifyou are using pulse dialing, we have found that it is usually necessary to lock
the modem, because pulse dialing takes so much longer than tone dialing.

+ When the modem is locked, other people and other applications can't use it. So if
you are using your modem for data transmissions, or if other people on your
system are also making calls with this modem, you should leave the box
unchecked.
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Once you start using SBook, you will probably want to import all of your existing address
databases so that you can use them as SBook files. This section explains how to impor
your existing files, as well as how to export SBook files to a variety of formats.

Importing files

We have tried to make it as simple as possible to import files into SBook so that you can
start using your existing databases right away with a minimum of conversion time. Most
of your address databases should easily convert over to SBook format. If you do have
trouble, read “If importing fails” on Page 41. Keep in mind that, in addition to technical
support, we also offer hand conversion as a service to our customers; contact us for details

To import a file, go to th&ile menu and choodenport... If there is a currently selected
SBook window, a panel labeléahport will appear asking if you want to import into that
file, or create a new file. (If there are no windows open, the panel will not appear.) Click
onCurrent file (the default)New file, or Cancel Import depending on your preference.

Import inta current SBoak ar create new file?

Cancel Import | Memy file | Current file <”'|

Another panel labeletinport will now appear, allowing you to choose the source file.
This panel is just like a standard Open panel, except for a small section |lebptet
options near the bottom of the panel. It is important to make sure the import options are
set correctly. (Import options are described in detail in the following two subsections, “File
formats” on Page 39 and “File sources” on Page 40.)
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jucly - Registration
|| ¢ |lorca % SBook
phi = e ||SE0okadmin
shookinfo - SBookDatabases
| A5G r | Allsaokmanual
| ¥||simsong -

NameJ
Impart options

Format Source ——
SBook ASCI || | NexT .||‘ —y

First record contains headings _|

—

import options section

Home | Cancel | 0K <”'|

When you have chosen the file and set the options, click ddKheutton at the bottom of
the panel. SBook will now start to import the file. As the file is imported, you will see a
panel displaying how many entries have been imported so far:

Records imported: 169

After the file has been successfully imported, SBook will inform you with an Alert panel
displaying the total number of entries that were imported.

383 records imported

Ok <

Now you will want to check to make sure the file was imported correctly. Check that the
number of entries corresponds to the number of records in the original database. Look
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through the file and display a few entries to be sure that they appear correct in the file. Is
all the information present in each entry? Are the entries formatted properly, with appro-
priate line breaks?

If any of these seem incorrect, you may have imported the file with the wrong options. If
the wrong file format is chosen, for example, the file may be imported as one large entry!
Readjust the options and try again, and if you still have trouble, take a look at “If importing
fails” on Page 41.

File formats

When importing a file, it is important to specify to SBook the format it is written in so that
it can be converted properly. Make sure that the file format pop-up menu in the Import
Options section of the Import panel is set correctly for your file.

Import options
Format Source —
file format menu SEook ASCH J W}{T =
| SBook binary
I CkDEX ntains headings _|
Tah delimited
hail-merge

SBook can import files from the following formats, all of which are on the pop-up menu:

* SBook ASCII: An easy to read ASCII format in which SBook can export files.
Entries are stored exactly as they appear in the display, line breaks and all, except
that instead of Rich Text they are plain ASCIIl. Entries are separated from each
other by lines of equal signs.

» SBook binary: This is the format that SBook document files are written in. We
use NeXTSTEP’s “typedstream” facility, so you can easily move SBook binary
files between NeXTSTEP on a NeXTstation and NeXTSTEP/486 without any
conversion.

* QuickDEX: A format used by QuickDEX, a popular Macintosh free-format data-
base. This format is very similar to SBook ASCII, except that different delimeter
characters are used. SBook will automatically convert Macintosh graphical char-
acters to their corresponding Display PostScript characters on import.

» Tab delimited: A format used by DataPhile and most Macintosh-style databases.
Generally, the first line of the database contains a list of field names. Each subse-
quent line corresponds to one record, in which the fields are separated by tabs.
Fields that contain the “tab” character must be enclosed by quotation marks.

» Mail-merge: A format used by dBase and most PC-style databases. This is like
tab delimited except that the fields are separated by commas rather than tabs.
Fields that contain commas must be enclosed by quotation marks.
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If you chooseTab delimited or Mail-merge, the box labeleéirst record contains head-
ings will be activated (it is normally grayed out).

Import options
Format Source ——
Tah delimited =] [ | Macintash .-|‘

First record contains headings _| check this box if appropriate

Checking this box will cause SBook to assume that the first line of your database contains
a list of field names, preventing it from erroneously importing that line as a separate entry.
In addition, SBook will try to make sense of the field names as best it can, so that the data-
base will be formatted in a reasonable way once it is imported. If the database contains
separate fields for area code and telephone number, for example, or for first and last name:
SBook will concatenate the parts together so that they do not appear on two separate line:

Finally, if your file does not seem to correspond to any of the five formats that SBook
supports, try going back to the database program that created the file and exporting in ¢
different format. Most database programs can export in at least one of these formats. |
you cannot find a format common to your database program and SBook, skip to “If
importing fails” on Page 41.

File sources

Another option you need to set when you import a file issthece A file that is created

in Macintosh file format, for example, has a slightly different character mapping from one
that is created on the NeXT or under Unix. In order for SBook to do the conversion, you
must make sure that the correct file source is chosen.

Import options
Format Source ——
SBook 45CH =] W}{T J file source menu
. | Dos
First record contai [HEve——
M

You may not need to set this option manually, since some file formats cause SBook to set
the file source automatically:

* If you have chosen eith&Book ASCII or SBook binary file format, the file
source is automatically set to NeXT.

« If you have chose@uickDEX file format, the file source is automatically set to
be Macintosh.

However, if your file differs from SBook’s assumptions, you will have to set this option
yourself. Choose the source that most closely corresponds to the system your file was
created under.
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If importing fails

If the number of records in the original database does not correspond to the number of
entries importedor each entry appears on one long lirge characters in the file appear
incorrectly (especially accented or other special characters):

1. You probably have set thHi#de format and/orfile source pop-up menus incor-
rectly. Check these settings and try again.

2. If you cannot get the file to import correctly by correcting the settings, your file
may be in a format that SBook cannot import, or the file may be corrupted. Try
exporting the file again from the original database application. You may be able
to find a different export format that can be imported by SBook.

If entries appear to be mixed upith parts of the name, address, or phone number
appearing in the wrong order, lore breaks are too frequenwith each entry appearing in
too many broken up lines:

1. The file is probably in either tab-delimited or mail-merge format, and the fields
are not set up conveniently for SBook. Try exporting the file again from the orig-
inal database application. You may be able to concatenate or rearrange fields sa
that when your file is imported, it will appear more as you desire.

2. If you cannot get the fields rearranged by exporting the file again, take a look at
the file with an editor like Emacs. Note the delimiters (tabs or commas) separating
the fields. Make a copy of the file, then try editing the copy, moving the fields
around and adding or removing delimiters. You may be able to edit the file in this
way so that it will look better once it is imported.

If all else fails, we will convert any database by hand for a nominal charge. If we are unable
to convert your database, or if we determine that the trouble you were having was due to ¢
bug in SBook, you will not be charged. Contact us for details.

Exporting files

To export a file, make sure the file you want to export is open and selected, then go to the
File menu and choodexport... (If there is no open and selected file, this menu option will
be grayed out. Open the file you want to export and try again.)

Because you may not want to export all of the entries from this file, you will automatically
be presented with the Range Selection panel. Choose a range from this panel &id.click

For complete information on how to use the Range Selection panel, refer to “The
Range Selection panel” in Chapter 5.
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Once you have selected arange, a panel laBedeart will appear, allowing you to choose

the destination file for the export. This panel is just like a standard Save panel, except for
a pop-up menu labeldebrmat at the bottom of the panel, which allows you to choose the
file format you want for the exported file:

Export
= Company =
I Caopier I
= EditBench I~
shoakinfo - | ©|IB.PhoneTones. -
I Registration I~
I SBook I
I | SEOOkADMIn. -
4| SEBookDatabasge I~
| 5E0okManual
| SO A At [
Format 1
SBook ASCI -ll - file format pop-up menu
Haome | Cancel | oK <"'|

Choose the destination file in the usual way, and make sure the file format pop-up menu is
set up in accordance with your preference:

| —

Format
‘ ’EDK AsCll
| SBook hinary

QickDEX

» SBook ASCII: An easy to read ASCII format in which SBook can export files.
Entries are stored exactly as they appear in the display, line breaks and all, except
that instead of Rich Text they are plain ASCII. Entries are separated from each
other by lines of equal signs.

» SBook binary: This is the format that SBook document files are written in. We
use NeXTSTEP’s “typedstream” facility, so you can easily move SBook binary
files between NeXTSTEP on a NeXTstation and NeXTSTEP/486 without any
conversion.

* QuickDEX: A format used by QuickDEX, a popular Macintosh free-format data-
base. This format is very similar to SBook ASCII, except that different delimeter
characters are used. SBook will automatically convert Display PostScript charac-
ters to their corresponding Macintosh graphical characters on export.
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4+ Youmay notice that this listoes noinclude tab-delimited and comma-delimited
formats. Because the text stored in your SBook files need not fit into a rigid
pattern, SBook cannot export the records in a one-to-one way into a standard
database format. That is, since each record need not consist of just a name, al
address, and a phone number, for example, the records cannot be exported into
format requiring just a name, address, and phone number.

When you have chosen the destination file and set the file format correctly, click@ the
button at the bottom of the panel. SBook will now start to export the file. As the file is
exported, you will see a panel displaying how many entries have been exported so far:

Records exported: 140

After the file has been successfully exported, SBook will inform you with an Alert panel
displaying the total number of entries exported:

184 records exported

Ok <
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Making Reports with SBook

SBook allows you to make three kinds of reports: address books, mailing labels, and bulk
email mailings.

» SBook’saddress bookeport allows you to print address books and phone books.
» Themailing labelsreport allows you to print sheets of mailing labels.

» Thebulk email mailingreport allows you to create and use email mailing lists.

Although the final output from each of these three reports is very different, the process of
making them is very similar.

To make a report with SBook,

1.
2.

Select the SBook window corresponding to the file you want to use.
Choose the report type you want from the menu uhdels>Reports

Reports

Address book..
Kailing lahels...
Bulk email...

Select a range of entries that you want to use to build this report. This step is
described in detail in “The Range Selection panel” on Page 46.

SBook will now extract the relevant information and build the report. This step is
described in detail in “Building the report” on Page 48.

View the report, scroll through it, modify it until it pleases you, and then print the
address book or labels, or make the email mailing. This step is described in detall
in “Bulk email mailings” on Page 49, “Mailing labels” on Page 50, or in “Address
books” on Page 52, depending on the kind of report you are making.
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The Range Selection panel

If you don’t want to use all the entries in the selected SBook file, you will need to select a
range. To make this easy, the Range Selection panel will pop up automatically when you
tell SBook to build a report.

Range selection

Select Range:

name range
(Al names { 194)
Al displayed (4)
" &l selected (1)

time range

Created -ll After -i| January -l||1_ 1992 -ll

_|use time range SET TODAY |
Entries selected:

Cancel | (0]4 <""|

The Range Selection panel includes two subsectiongiaime rangeand thdime range

Only those entries that are chosenldnth the name range and the time range will be
included in the total range of entries. The field lab&atties selectedat the bottom of

the Range Selection panel displays how many entries are included in the total range. Whel
you are finished selecting a range, click the button lab®ledat the bottom of the panel,

or just hit return. You can also cancel the range selection by clicking @attelbutton.

Using the name range

The section of the panel labeledme rangeallows you to select a range of entries based
on a previous search or selection.

» When the radio button labelédl namesis selected, the name range includes all
of the entries in the file.

» When the radio button label&dl displayed is selected, the name range includes
all of the entries that match the current search request and are currently displayed
in the matrix.

» When the radio button labeledl selectedis selected, the name range includes
only those entries that aselectedn the matrix.
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194 names are in the file

B3

developers.shook — AYSGAISBook.test

E

4 found {out of 194
4 names ardisplayed/' ( )

hapiro & Gilmore St Range selection

1 name iselecte tealth Technologies
i 1°tene Desn Select Range:
| Stone Desig
2425 Teodoro N name range

Ll Albuguergue, MK 57

ll‘. S05-345-4500 (Al names { 194)

Al displayed (4)
. (" all selected (1)

Using the time range

The section of the panel labelBhe range allows you to select a range of entries based
on when they were initially created, last modified, or last seen.

If you want to use the time range, you must check the box labsletime range
which is located just below thime range section. If this box is left unchecked,
it will not matter what values are set in time range section.

Thetime range section consists of several pop-up menus. You can select a time range by
manipulating these menus, and by entering a date in the numeric field.

time range
Created After January I 1 1932 J
| Modified Qn Feburary 1993

Seen Before rarch 1984
1845

Aparil
hday
June

July
August
September
Octoher
Movember

Decemher

Clicking on theSET TODAY button below the¢ime range section sets the month, date,
and year in thé&me range section to today’'s date.
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Building the report

As soon as you have selected a range, SBook starts to extract the relevant information fron
the entries you have chosen:

» For email mailings, SBook must extract all the email addresses from the file.

» For address books and mailing labels, SBook must extract all the postal addresses
and telephone numbers from the file.

This is a slow process, so it will take time for SBook to extract this information and design
the report. If the range you have selected contains a large number of entries, it may take
few minutes. While SBook builds the report, a panel lab@edk in progress... will

appear on the screen with a circular gauge showing you how many of the selected entrie
have been processed. You can stop the process at any time by clicking on the button labele
Canceljust below the circular gauge.

WoHC in progress...

Building report
Cancel |

If some of the entries need to be parsed, SBook will parse the entries before continuing with
the report. This will slow down the report-building process. A message will appear in the
lower left-hand corner of the Work in Progress panel, informing you that SBook is busy
parsing. Once SBook has parsed the entries that need to be parsed, it will keep informatior
with the entries the next time the file is saved so that it will not have to do the parsing again.
(For more information on parsing, refer to “Parsing and icon placement” in Chapter 2.)

Work ih progress...

Building report

Cancel |

Once the information has been extracted and the report has been built, a panel will appea
on your screen allowing you to view the report and modify it. Depending on which kind of
report you chose, you will see a different panel. The next three sections, “Bulk email mail-
ings,” “Address books,” and “Mailing labels,” explain how to use these three different
panels to view, modify, and output reports.

SBook is parsing entries— - | Farsing
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Bulk email mailings

The simplest kind of report is a bulk email mailing. When SBook has built the bulk email
report, you will see a simple panel on the screen tilgilt email. This panel contains all

of the email addresses from the entries in the range you chose. The number of addresse
appears in the lower left corner of the panel.

If an entry contains more than one email address, all of the email addresses
contained in the entry will appear in the list, not just the first one.

You can scroll through the panel to view all of the email addresses. Each address is
followed by the entry’s name in parentheses, just as if you had clicked on the email icon to
send email to that address.

Bulk email

TrCTITTT T v T T T S T LTI, T T T Tt — Pt T T T S o I T T T T T

lan_Birchman@nesxt.com (lan Birchman), birdsong@ nextworld.com (birdsong),
jeffhlum@phoenix.princeton.edu { Jeffrey R, Blum), blumer@ptitd.com (Tom Blumer),
kickaha@siddhartha.math. lsa.umich.edu (Brian k. Boonstra), abosse@reed.edu (Amo
Bosse), braunger@phoenix princeton.edu (Robert k. Braunger), ab@nova.cc.purdue.edu
{&llen Braunsdorf), bracher@ifiunibas.ch (Dominic Brocher), Bruno_Brottier@next.com
(Bruno Brottier), root@phantom.com (Bruce), gbb@woz.mayo.edu (Geoff Brunkhorst),
hryant@frenet.math. duke edu(Robert L. Bryant), Bill_Bumgarner@next.com (Eill
Bumgarner), Greg_Burd@nest.com (Greg Burd), teb@dendron farestry.umn.edu (Thomas
E. Burk), m@crito.stanford. edu (M Carling), garyc@lenny. acns.nwa.edu (Gary | Chang),
jchin@weraftwimsey bc.ca(Joseph Chin, lighthouselalan@uunet.uu.net (Alan Chung),
chwe@chwe 1.spe.uchicago.edu (Michael Suk-Young Chwe),

ccofin@hematite. mines.calorado.edu (coffing, grace@waits. mediamitedu (Grace Colby),
jcollas@icty.com (Juan Collas), chuk@giskard.acns.maeu.edu (Chuk Craig), hd@rice.edu
{Hubert Daugherty), baday@rice.edu (Brad allen Day), dbj@james. psych.yale.adu (dbj),
ddj@zardoz.club.cc.ocmu.edu (Doug Dedulio), denise@marble.com (Denise),
root@denver.cha.du.edu (Root at Denver), steved@essex.com (Steve Dieringer),
dinse@catatac.niehs.nib.goy (Grgy E. Dinse), mdion@parc.=ero=.com (Mike Di<on),
£| thecubelsteve@hikini.cis.ufl. edu (Steve Donahue), mark@ccoc 1.tamu.edu (Mark Doucet),
¥ | dragel@heatty slip.andrew.cmu gdu (Cheryl Dragel), droege@nelsan uni-koblenz.de

scroll bar

Addresses: 240
/( Cancel Copy Cc: | Send <"'|

v / ‘ 1

number of addresses addresses in editable window output controls

If you wish to add, remove, or modify addresses before you make the bulk mailing, you can
edit the panel directly in the usual way.

Once you are satisfied with the addresses on the panel, you can use the output controls :
the bottom of the panel to make a bulk email mailing with these addresses.

* Click onSend(the default) to place the addresses in the To: field of a message.
* Click onCc: to place the addresses in the Cc: field of a message.

* If you need to place the addresses in the Bcc: field of a message, or in a file (to
make a mail alias, for example), click @opy to copy them to the pasteboard.

* You can also click o€ancelif you prefer.
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Mailing labels

When SBook has built a mailing labels report, you will see a panel on the screen labeled
Labels. This is a complex panel with numerous controls that allow you to scroll through
the labels, zoom in and out, change what is displayed, and change the format of the labels

Labels

Stone Design
2425 Teodoto WA
Albugquexque, NI 87107

Tecor Inc
237 Wirarnat Drtve
Santa Cruz, CA 95060

The Wollongong Gro
1129 San Antonio Road PO Box 51360
Falo Alto, CA 24202

Wizual Understanding Systemns, Inc
2100 Wharton St, #701
Fittsbuzgh, PA 15202

[WordPerfect Coxp

The left side of the panel contains a scrolling window so that you can view the labels as
they will be printed. A zoom control pop-up menu allows you to zoom in to view the labels
up close, or zoom out to look at a whole page of labels.

Stone Design
2425 Teodoro NW
Albuquerque, NM 87107

labels enlarged to 200

scroll bars

number of labels number of pagés zoom control pop-up
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The right side of the panel contains controls for changing what is displayed and the format
of the labels. As soon as you change the settings, SBook will inmediately reformat the
labels and display them. This makes it especially easy to set up the format you prefer
because you can experiment with different formats until you find one you like.

Once you are happy with the labels and their format, clidkrort (the default), o€ancel

Deciding what is displayed

The sections labele8how anddisplay labelsallow you to change the information
displayed in the labels.

* The settings in the section label&how determine whether the labels show
names only, addresses only, phone numbers only, or any combination of the three.

* The section labeledisplay labelsis only activated when you have set SBook to
show addresses or phone numbers in the labels. Do you want to dislglthose
labels containingll the information you have selected to be shown, or do you
want to display all of the possible labels even though some of the people may not
have addresses or telephone numbers to show?

For example, if you want to print labels for making a bulk mailing, you will want to show
names and addresses, but not phone numbers, and you will not want to display label:
without addresses, so the settings shown in the illustration on the left would be correct.

Deciding how the labels are formatted
All of the other sections on the panel determine the format of the labels.
The section labele8ort key determines whether the labels appear sorted by name or zip.

The section labeledlddress positiondetermines where the name and address information
appears on each label. You can choose to have addresses appear at the top left of each lak
or centered in each label.

The section labelethbel margins allows you to have SBook print the labels with larger
margins, if you prefer. SBook scales the contents of each label to fit within the margins.

The section labelethbels per pageallows SBook to account for different label formats.
You should enter the number oflumnsof labels in the field labeledidth, and enter the
number ofrows of labels in the field labeldukight.

4 Atthistime, SBook can only design reports for labels that are all the same size and
extend to the edges of a standard letter-sized page. Pages with labels of different
sizes, or labels that do not extend to the edges of the page, will be handled in a
future version of SBook.

The section labeledabel Font allows you to change the font used for printing the labels.
Clicking on the button labelesktbrings up the standard Font Panel.
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Address books

When SBook has built an address book report, you will see a panel Adteglss Book
This is an even larger and more complex panel thaM#ikng labels panel; nevertheless,
because (like th&lailing labels panel) it allows you to experiment with its settings and
view the corresponding changes immediately, it is very easy to use.

Address Book

Teambrige, MA T T T lay out Include
[Eingulae B lutions ... | FLE-TI2-956] F 1 column (-‘ addresses
Emerrs [DOT FTCTER| " 2 columns { Phone numbers
[Boeign #olutions ... [ £13-271-797] F 3 columnsg (-ﬁ Buath
S b-Ewitch Ine. ... .. ZI5-Ed0-350
: — ! Fonts
[Bottmpstams ] I | -
name:lTImES-BDldEl set
[oftwmce Fentures Corpomation .. ... T10-644-325
Z307 Claramant R, Suite 220 ) =
chclcr!?n 44708 | add"BSS-ITImes-F{Dman 7 set
|3mlth Tachnobogies Inc .. ....... | £13-£92-2769 phone;ITimES_HDman 7 set
[EtoneDasign oo | 505-345-%
2425 Taodars NW
|mnuqucmue MM 37107 | Farmat
|Suil¢$o&w=re ................... | N sn-sss-?ﬁ Address hook “I
[EpbesaIne . ] [ A1E-E3E-3801] )
N page size
width:l 7.5 margins:l 0.25
[*#o cdPactact Corp .o [T F00-a51-E1E] height:l 10 guﬂer:l 0.z
|1555 M Tachne gy Way
Okam, UT 34057
ﬁorldnlk Corpo mtion .. | .. A0E-374-2E0] Spacmg
[Eaofbwars T Ar-ra1al] phone number:| 1.5
[EERMANT, | | .
hetween entrles:l 0.1
[Eanthus Intecrational 85 . ... ) [ +dE-3-E12-5 34
CanenIne. ooooieieieiiieieieia e +E1-dd-Ed3-E Y
[MaiT Conputer Makating Division uUnits
[90-12 Kashimads, Sab-ku
A [Fao kasmsaki-shi, Kanagawe 211 inches ,‘l
¥ =] r | 100 9% <4
Addresses: 187 Fages: 4
Cancel | Print <""|
1 1

The left side of the panel contains a scrolling window, which works just lik#ileng
labels panel, so that you can scroll through the address book and zoom in and out.

+ The lines that you see surrounding the parts of text in the window only appear so
that you can easily see where SBook is laying out the fields for names, addresses
and phone numbers. The only lines that will print in the finished address book are
the dotted lines that link names to phone numbers.

The right side of the panel contains controls for changing what is displayed and the format
of the address book. Most of the controls affect the format.

The section labelethclude is the only one that affects what is displayed. Click on the
appropriate radio button to display addresses, phone numbers, or both.

52 SBook: Simson Garfinkel’'s Address Book



5: Making Reports with SBook

Choosing a format for the address book

The primary control for formatting an address book is the pop-up menu that appears at the
top of the section labeldeébrmat. This pop-up menu allows you to choose between five
different preset formats, or choodnual to create a format for unusually sized pages.

address hook =h
Day Flanner

Pocket ook (1 fold)
Pocket book (2 folds)
Paocket hoak.(3 folds)
kanual

When you switch between the different preset formats on the pop-up menu, the settings or
the rest of the panel that control formatting change to the defaults for the format you have
chosen. For example, the defaults for Auelress bookmenu option (a format designed

to print full-size address books) are shown on the illustration at left.

If you want to use a preset format, but you do not want to use all of the default settings for
that format, almost all of the settings can be changed. The only settings you cannot change
are those that control the size of the page; those settings are just below the pop-up, in th
section labelegpage size and they are grayed out when a preset format is selected.

If you want to use a different page size, you must choose the last option on the menu,
Manual, and then adjust theage sizesettings to the sizes you require.

Refining the format you have chosen
Thelayout section at the top of the panel allows you to select the number of columns.

TheFontssection allows you to change the fonts for names, addresses, and phone numbers
Clicking on any of the thregetbuttons will bring up the standard Font Panel.

In theFormat section, theunits menu allows you to choose between inches, centimeters,
points, and picas. There are also six fields that allow you to adjust formatting:

e Thewidth setting determines the page width.

» Theheight setting determines the page height.

» Themargins setting determines the page margins.

» Thegutter setting determines the space between columns.

» Thephone numbersetting determines the width allocated to phone numbers.

* Thebetween entriessetting determines the vertical space between entries.
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Printing and assembling pocket books

If you are printing a\ddress book Day Planner, or Manual address book, you can print
in the usual way, using the paper cassette. But if you are prinfragket book either
one-fold, two-fold, or three-fold, you will have to print in a special way.

Once you are happy with the pocket book as it appears in the window, clRkmn(the
default) to print the book. You will be presented with a standard Print panel.

! PaperFeéd Resolution
paper feed pop-u Manual J 400 dpi .ll
“| Cassette

Printing a pocket book requires printing double-sided pages. To do this, you must switch
the paper feed pop-up kanual. Then click orPrint to start printing.

1.

3.

When your NeXT computer prompts you for the first page, feed a sheet of paper
into the printer, using the manual feed slot.

Wait for the sheet to come out of the printer, then feed the sheet of paper back into
the printer, with thesame leading edgas before, but with thislank side up

Repeat this process until the entire book is printed.

Once the pocket book is printed, you must assemble it. SBook prints folding and stapling
instructions right on the pages so that assembling is easy to do:

1.

Find the dotted line labeldist fold on the page. Fold the page along that line
so that the fold line appears on thasideof the fold.

If you are making a two-fold or three-fold pocket book, fold alongé#uvend fold
and/orthird fold lines in the same way as the first fold, always making sure that
the fold lines fall on theutsideof the fold.

If your pocket book consists of more than one sheet of paper, fold all the sheets
the same way as the first. Then stack all the folded sheets together, with all the
final folds forming the “spine” of the book. Make sure the sheets are stacked
together in the right order, with page numbers coming out correctly.

On the outside of the final fold, you will see instructionstaplein two or three
places along the fold. Staple all of the sheets together in the places indicated,
making sure that the top of each staple falls orothsideof the fold.

Using a pocket knife or a letter opener, slice open all of the folded pages except
for those along the spine. You now have a completed pocket book!
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Logging what you do with SBook

If you need to keep track of the people you call or write to, or how much time you spend
on the phone, you will want to use SBook’s logging facility.

» SBook allows you to log the calls you make and the envelopes you print.
* You can also log memos or incoming calls by bringing up the log panel manually.

» You can have SBook send you log messages in email, or you can create a log file
that can be imported into a time-billing system or a general purpose database.

* You can make notes to yourself right on the log panel, and they will appear in the
email or file, so that you can keep track of what was said and done.
Getting started with logging

The simplest way to get started with logging is to log your calls, letters, and other message:
manually You can log any message by bringing up the Log panel with a command, or you
can click on the Dialing Panel, or the envelope print panel, to log calls or letters.

The Log panel

To log an incoming call, memo to yourself, billable time, or other miscellaneous message,
chooseTools>Logging panel..(command-|) to bring up the Log panel manually.

Log panel time elapsed
00:24 stop
e I — stop and start timer
From: | 797 <logged by orcas
send button BulEE  Callto 777
_|Logtafile | subject pop-up menu
_|Log ta email
__|MexT mail Call to 4|
logging controls”]
-——— message field for notes
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At the top of the panel, just under the close box, there is a timer with a stop/start button:

timer is stopped;
_a— click start to start

Log panel

00:07 start I
Log panel X

00:24 stop |

timer is running;
o click stop to stop

Subject: | ©2/l to

To: | orca

By default, the timer starts running as soon as you bring up the Log panel. You can stop
the timer at any time by clicking @top. Once it is stopped, you can start the timer again
by clicking onstart. SBook will record the total elapsed time in the log.

The subject line of the Log panel allows you to define the category of what you are logging:

whether you are logging a telephone call, a message, a fax, or a reminder to yourself, ol
making a record of billable time. You can change the subject line manually, or by choosing

from the variety of preset subject lines on the subject pop-up menu:

From: | #77 <logged by orcax

Sulject: | Callto 777 -~ |

_lLogtorile \ o
SEMD | _|Logto email subject line
_IMexT mail Callto

Call received

tessage Left

hessage received

Fax sent
Fax received I <

Reminder

Journal
Ta da
Billable time

menu of preset subject lines

Once you have chosen the subject line, you can fill in the person you called or other relevan
information in theFrom: line andSubject: line of the Log panel:

] Log panel B
00:z2s stop|
Ta: | orca / filled-in fields
From: | Recycled paper co. <logged by orcas P

Subject: | Call received from Recycled paper co.

_ltagtafie - —
SEND | _|Logto email -
_IMexT mail Call received -||

chosen subject line
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Fill in as many notes and other information as you wish in the scrollable message field on
the Log panel. These notes will appear in the log, as well.

) Log panel B
00:25 stop |

To: I arca

From: | Recycled paper co. <logged by orca=

Subject: | Call received from Recycled paper co.

_|Lngtu file
SEND | _JLogta email
_IMeRT mail Call received =

loaks like we will be ahle to print this manual an
ecycled paperl

If you want to make notes in Rich Text, you can check the box labedEd@ mail
just below thd_og to email button.

When you are ready to log this note and return to SBook, check the box labgl¢d
email next to the large button label&&END. TheSEND button will become activated:

no log method selected; -
send button is grayed out Subject: I Call received rorm To | orca
_|L|3gtoﬂle Frgm;lﬂecycled paper co.<logoed by ¢
SEND i
jhﬁ?;;?” Subject | Call received from Recycled pap

log to email selected;
send button is activated —]

It looks like we will be ab _Logtofie
recycled paper! - SEND [ Logto email
__|MeXT mail Call rec

Don't check theLog to file button yet. You cannot log to a file until you have a
log file chosen in your Preferences. Refer to “Choosing the default logging
method” on Page 60.

Now when you click on th& END button, SBook will send this message to you in email:

[=1a] U = 22U M. LSy

=)
hd| 71 Jun2d3 Recycled paperco. Call received from Recycled paper
L

Date: Mon, 29 Jun 92 11:56:28 EDT

From: Recycled paper co. <logged by orcax
To: orca

Subject: Call received from Recycled paper co.

tlooks like we will be able to print this manual an recyclad paper!

Time of call: 00:32
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Logging calls and letters manually

You can log any of your outgoing telephone calls by clicking oh¢igebutton that appears

on the right side of the Dialing Panel:

Dialing Panel

X

Dialing:
617-354-7888

oo ft——
Cancel |

log this outgoing call

The Log panel will appear, as before, but with nem: andSubject: lines on the panel

filled in appropriately:

From: | Simson Garfinkel & Associates <logged by

‘ From: andSubject: lines are

filled in automatically

Subject: | Callto Simson Garfinkel & Assaciates

_|Logtafile
SEND | »|Logto email
_|MeXT mail Callto =

11:30:24 1882

Called Simson Garfinkel & Associates at Mon Jun 29

-@——— Information about this call is
filled in automatically

» TheFrom: line is automatically filled in with the name of the person you called.
This is taken from the name of the entry associated with the telephone icon you

clicked on to make this call.

» TheSubject: line is automatically filled in with the message that you made a tele-
phone call to this person or organization.

» The message field of the panel is automatically filled in with all of the above infor-
mation, as well as the date and time that SBook began dialing.

After you have added any notes you need in the message field, make a log to email in the
usual way. The message will include the elapsed time, as before.

Likewise, you can log the letters you send by clicking orLttgafter printing button that
appears in the lower right corner of the envelope print panel:

E

74 2E) .|||

| Print harcode

Lag after printing :|¢

log after printing this envelope

| Cancel | Print

<]
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As above, the Log panel will appear with s ®m: andSubject: lines on the panel filled
in appropriately:

- - From: andSubject: lines are
From: | Simson Garfinkel & Associates <logoed by 4— filled in automatically

Subject: [ Letter sent to Simsan Garfinkel & Associates

_Lagtofie
SEND | »|Logto email
_IMexT mail Letter sent -||

Simson Garfinkel & &ssociates -———— Address this letter was sent to

52 1& Pleasant 5t is filled in automatically
Cambridge, M& 02139

e TheFrom: line is automatically filled in with the name of the person you sent this
letter to. If you edited the envelope panel before printing this envelopejodi-
fied name from the panehther than the original name, will appear in the log.

* TheSubject: line is automatically filled in with the message that you sent a letter
to this person or organization.

* The message field of the panel is automatically filled in with the complete address
that you printed on this envelope. Again, this is taken frometivelope panel
not from the original entry.

After you have added any notes you need in the message field, make a log to email in the
usual way.

Changing your logging preferences

Once you are familiar with the Log panel, and you start to log your calls, letters, and other
messages more frequently, you may want to have every call and letter logged automati-
cally. Or you may want to start logging to one or more files, so that you can import your
record of the people you called and the time you spent into a time-billing system or other
database. To do these things, you will need to set up SBook’s logging preferences.

SBook’s logging preferences

SBook’s logging preferences are a subview of the Preferences panel. You can bring up the
Preferences panel by choosinfp>Preferences...To get to thé ogging subview, choose
Logging from the pop-up menu at the top of the panel:

SBook Preferences )

General

Envelopes
Launch
Logging —<g— chooselogging to get to logging subview
Dialing Rules
Dialing kethod
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You can find more information about the Preferences panel in “The Preferences
panel” inAppendix A: SBook’s Menus and Menu Commands

The Logging subview contains two sections:

SBook Preferences

» The section labelechlls and memogetermines how SBook logs your telephone
calls and any messages you log by bringing up the Log panel manually.

» The section labeleenvelopesdetermines how SBook logs your envelopes.

Since the two sections are so similar, this section will only explicitly show you
how to change the settings fmalls and memos You can change the settings for
envelopesn exactly the same way.

Choosing the default logging method

By default, SBook does not check eitherltiog to file or Log to email buttons on the Log
panel when it is brought up. You must check the appropriate box yourself before you click
on theSEND button to log the message:

these buttons are unchecked by def
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If you usually log to email, you can check theg to email box on the Preferences panel.
When this box is checked, theg to email box on the Log panel is automatically checked
for you every time you make a call or memo.

If you want to log to a file, you can check theg to file box on the Preferences panel.
When this box is checked, theg to file box on the Log panel is automatically checked
for you every time you make a call or memo.

To log to a file, you must set a log file. Click on the box labsktehext to the
field labeledfile. You will be presented with a panel just like a standard Save
panel that is labele8et telephone log file Once you have chosen a file, the
filename will appear in théle field.

fuforcasLogFile

i v
-

If you want to log to a filendlog to email, you can check both boxes.

Automatic logging

If you want to logall of your calls, you can select the radio button labeteglall calls:

When thelLog all calls button is selected, each time you make a call the Log panel will
come up automatically, just as though you had clicked ohdigebutton on the Dialing
Panel to log this call manually.
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This Appendix shows all of SBook’'s menus and menu commands, and refers to the parts
of the main text in which they are described in detail. This Appendix also covers SBook’s
Preference panel and its subviews.

The main menu

SBook

Info
Fila
Edit
Format

Tools

Windows

Services
Print
Hide
it

=l=l=|zl7|zl=lzl=|=

Preferences..
License... Open.. 2
N I
Legal...
Bugs & Sugg Import.. nd by rang
Export.. wert entry
501t entries in file W antry ::c':nns 3 Inspectar..
Remaove all icons lete entry age e Color.s...
Save 3 e Logging panel... |
Save As. 5 o _ Envelope panel...
eck Spelling ; Unlock modem U
Save All
lect All a REpDI’TS -

Revertto Saved

Close

Entry actions

SBook’s main menu contains five submenus which are described in this chaptefo the

menu on Page 64, tiéle menu on Page 65, tli&dit menu on Page 66, tl@®rmat menu

on Page 67, and tl®ols menu on Page 68.

The main menu also contains five other standard menu items, which are not described ir
detail because they behave as their counterparts do in other NeXT applications:

* TheWindows menu allows you to select and arrange SBook’s windows.

» TheServicesmenu allows you to use services from other applications.

» ThePrint command allows you to print a currently selected entry.

* TheHide command causes SBook to hide itself.

» TheQuit command causes SBook to close all files and quit.
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The Info menu

3Book Info

Info I- | Infa Panel...

Fila I- | Preferences...

Edit I-| License...

Format 1= | Legal...

Tools I~ | Bugs & Suggestions...
Windowes I~

Services It

Print d

Hide h

it q

SBook’s Info menu allows you to get information about SBook itself, whether this copy of
SBook is licensed, what version you are using, and your license agreement. You can als
change your preferences from this menu usingPtlederences..command, and you can

send us a suggestion or a bug report by usin8tlgs & Suggestions..command.

The Info Panel...command brings up SBook’s Info Panel. This panel displays
copyright and version information, and a few acknowledgements.

- w0 [
SBook

Simson Garfinkel's Address Book

{C ) Copyright 1932, Simson Garfinkel and Associates, Ihe. Special thanks to
Frogram by Simson Garfinkel Johh Barlowe, Andrew Stone,
leons and documentation by Orca Starbuck Eric Celeste, and all of our beta testers!

The Preferences...command brings up SBook’s Preferences panel. This is a
complex panel with many subviews. It is decribed in detail in “The Preferences
panel” on Page 69.

TheLicense...command brings up SBook’s License panel. You can read about
the License panel and get information about your license agreement in “The
License Panel” iMppendix B: Installing and Licensing SBook

The Legal... command brings up a panel which allows you to scroll through
SBook’s single-user and network license agreements. These agreements are
described and explained in “SBook Licenses’Appendix B: Installing and
Licensing SBoak

TheBugs & Suggestions..command notifies the Mail application to bring up a
new Send window, pre-addressed to us, so that you can send us your bug report:
and suggestions.
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The File menu
3Book File

Info I | Open... 0

File = | Wew il

Edit - | Import...

Format 1= | Export...

Tools I | Sort entries in file

Windows I | Remave all icons

Services | Save

Print p | Save As.. 3

Hide h | Save all

Qi g | Revertto Saved
Close

SBook’s File menu allows you to do various things to files:

The Open command ¢ommand-g opens a pre-existing SBook document file.
This command is described in “Opening files” in Chapter 1.

The New command ¢ommand-N) creates a new SBook document file. This
command is described in “Creating new files” in Chapter 1.

Thelmport... command allows you to import files into SBook'’s file format. This
command is described in “Importing files” in Chapter 4.

The Export... command allows you to export files into other file formats. This
command is described in “Exporting files” in Chapter 4.

TheSort entries in file command sorts all the entries in the currently selected file
according to the current sort order. This command is described in “Re-sorting” in
Chapter 2.

The Remove all iconscommand removes all the icons in the currently selected
file, including those that you have inserted yourself. This command is described
in “Removing icons” in Chapter 2.

The Save command ¢ommand-9 saves the currently selected file. This
command is described in “Saving files and making backups” in Chapter 1.

TheSave As..command¢ommand-9 allows you to save the currently selected
file under a different filename. This command is described in “Saving files and
making backups” in Chapter 1.

TheSave Allcommand saves all open files that need to be saved. This command
is described in “Saving files and making backups” in Chapter 1.

TheRevert to Savedcommand reverts the currently selected file to the last saved
version of that file.

TheClosecommand closes the currently open file. This command is described in
“Closing files” in Chapter 1.
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The Edit menu
3Book Eilit

Info | Cut #
File | Copy C
Edit == | Paste Y
Format | Find f
Tools | Find by range
Windows I | Revert entry u
Saervices - | New entry h
Print p | Delete entry D
Hide h | Spelling... :
it | Check Spelling ;
Select All a

SBook’s Edit menu allows you to create, search for, and modify SBook entries:

The Cut command ¢ommand-X), Copy command ¢ommand-g, and Paste
command ¢ommand-v) are the standard NeXT commands that allow you to cut,
copy, and paste entries and information. They are described in “Using cut, copy,
and paste” in Chapter 1.

TheFind command ¢ommand-f) selects the contents of the search field so that
you can begin a new search. Itis described in “Searching” in Chapter 1.

TheFind by rangecommand brings up the Range Selection panel so that you can
search for entries within a given range. This command is described in “Searching”
in Chapter 1, and the Range Selection panel is described in “The Range Selection
panel” in Chapter 5.

The Revert entry command ¢ommand-U) reverts the currently selected and
displayed entry to its last saved version.

The New entry command ¢ommand-n) creates a new entry in the currently
selected file. Itis described in “Adding new entries” in Chapter 1.

TheDelete entrycommand ¢ommand-D) deletes the currently selected entry or
entries. It is described in “Deleting entries” in Chapter 1.

The Spelling... command ¢ommand-}) and theCheck Spelling command
(command-;) allow you to check the spelling of words in an SBook entry.

The Select All command ¢ommand-g selects all the entries in the currently
selected SBook file.
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The Format menu

SBook Format Text )

align Left
Info I~ | Font I= ’ﬁ g {
allL L Te - FontPanel.. t Sl :
Edit I- | lcons o . Align Right 3
Format & | Page Layout.. = Show Ruler v
Tools I el - ! Copy Ruler 1
Windows I tnderline - Paste Ruler 2
n Larger
Services I-
- Smaller
Fint £ Heavier lcons %]
Hide f Lighter Inserttelephone icon
out g ST Insert email ican
Subscript Insert envelope icon
Unscript Parge entry P
Copy Font 3 Remove all icons R
Paste Font 4

SBook’s Format menu allows you to change the font and formatting of text, insert and
remove icons, and change the page layout:

» TheFont menu works as its counterparts do in other NeXT applications, allowing
you to modify, copy, and paste fonts. Its use is described in “Font and formatting”
in Chapter 2.

» TheText menu works as its counterparts do in other NeXT applications, allowing
you to change the formatting of text, and view and change rulers. Its use is
described in “Font and formatting” in Chapter 2.

» Thelcons menu has several commands that allow you to insert and remove icons,
as well as parse entries:

The Insert telephone iconcommand, thénsert email icon command, and the
Insert envelope iconcommand allow you to insert icons by hand (SBook usually
inserts icons automatically). The use of these commands is described in “Adding
icons” in Chapter 2.

The Parse entry command ¢ommand-P) parses the selected entry. It is
described in “Reparsing” in Chapter 2.

TheRemove all iconcommand¢ommand-R) removes all of the icons from the
selected entry. Itis described in “Removing icons” in Chapter 2.
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The Tools menu

3Book Tools

Info I | Inspectar... Reports ¢

File I~ | Colars... Address book...

Edit I-| Logging panel... | Kailing labels...

Format - | Envelope panel... Bulk email...

Tools - § Unlock modem 1]

Windows I | Repors I
Services I~ | Entry actions I Dial first phone in entry i

Print p Print first envelope in entry e

Hidle h Send first email in entry E

Gt g

SBook’s Tools menu allows you to print reports and use several helpful tools:

Thelnspector... command brings up the Inspector panel. This panel and its use
is described in “SBook’s Inspector Panel” in Chapter 2.

TheColors...command brings up a standard Colors panel. The use of this panel
is described in “The Colors panel” in Chapter 2.

The Logging panel...command brings up the Logging panel. This panel is
described in Chapter 6ogging what you do with SBook

The Envelope panel..command brings up a blank envelope print panel so that
you can fill in an address and mail an envelope.

The Unlock modem command ¢ommand-U unlocks the modem. This is
described in “Dialing with your modem” in Chapter 3.

The Reports menu allows you to make three kinds of reports: address books,
mailing labels, and bulk email mailings. These three reports are described in
Chapter 5Making Reports with SBook

TheEntry actions menu allows you to use keyboard equivalents to dial the phone,
print envelopes, and send email:

The Dial first phone in entry command ¢ommand-d) dials the first telephone
number in the entry, just as though you had clicked on the icon. Dialing a tele-
phone number is described in“Dialing the phone” in Chapter 1.

ThePrint first envelope in entry commandgommand-¢ prints the first address
in the entry on an envelope, just as though you had clicked on the icon. Printing
an envelope is described in“Printing envelopes” in Chapter 1.

The Send first email in entry command ¢ommand-E) opens a Send window
addressed to the first email address in the entry, just as though you had clicked on
the icon. Sending email is described in“Sending email” in Chapter 1.
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The Preferences panel

SBook’s Preferences Panel allows you to view and change SBook’s six different types of
preference setting&eneral settings, settings concerniggivelopes settings determining
which files are opened &aunch time, settings concerninigogging to a file or email,
settings for SBook'®ialing Rules, and settings for SBookBialing Method.

» SBook’sGeneral, Envelopes andLaunch settings are covered in this section.

» SBook’sLogging settings are covered in ChaptelL®gging what you do with
SBook

» SBook’sDialing Rules andDialing Method settings are covered in Chapter 3,
Dialing the Phone with SBook

You can bring up the Preferences panel at any time by choldorPreferences The
pop-up menu at the top of the panel allows you to choose between the six different
subviews corresponding to the six different types of preference settings:

SBook Preferences )

General -
Envelopes
Launch
Logging
Dialing Rules
Dialing hethod

pop-up menu

The General subview

The General subview controls several miscellaneous settings: autosave, automatic
backups, and display of entries. In addition, using@keeral subview, you can reset all
of SBook’s preferences back to the factory defaults.

ﬂAutnsave after inactive |5 minutes
ﬂKeep hackup files

Maximum entries displayed at once: |5

Restore factory
settings

If you want to reset all of SBook’s settings, click on the large button lati¥dstore
Factory Settingsnear the bottom of the panel.
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Once you click on thRestore Factory Settingdutton, SBook will display an alert panel:

Are you sure?

Mo | Remove all defaults <”'|

Clicking onRemove all defaultschangesll of SBook’s preferences back to the factory
settings, so you should be really sure you want to do this. If you are sure, and you click on
Remove all defaults SBook will display another alert panel:

Changes will take effect next time you launch SBook,

Terminate program now?

Mo | Yes("’l

This panel informs you that the factory defaults cannot be restored until you quit SBook
and start it up again. If you want to start using the factory defaults right away, and you have
no more work to do or files to save, click ¥es. Otherwise, click otNo and finish your

work before leaving SBook.

The General subview also allows you to set the following preferences:

ﬂ.’-‘-.utnsave after inactive IE minutes
ZIKeep hackup files

haximum entries displayed at once: |5

» The checkbox labeleflutosave after...determines whether autosaving is turned
on, and if so, how many minutes of inactivity pass before SBook autosaves.

» The checkbox labeledeep backup filesdetermines whether SBook keeps auto-
matic backups.

» The field labeledMaximum entries displayed at oncedetermines how many
entries SBook will display (in the display window) at once. When you attempt to
display more than this, SBook only displays the number of entries selected.
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The Envelopes subview

The Envelopes subview controls envelope printing:

— envelope font
first line:| Helvetica 12 set

others: | Helvetica 12 ot

——— envelope stationery ——————

directary: | ~/Lirary/SBook
file: | Default.if

set cefault file |

Print addresses in ALL C."—‘-.F'S_l

The box labele@énvelope fontallows you to view and change the default font for addresses
printed on envelopes:

» The field labeledirst line determines the font that the name is printed in

» The field labeledthers controls the font that all subsequent lines are printed in.

You can change either one of these two font defaults by clicking on one of the buttons
labeledset The Font Panel will appear so that you can choose and set the font.

The box labeleaégnvelope stationeryallows you to change the default directory and file
containing the default return address:

» The field labeledlirectory determines the directory which contains all the default
return addresses that appear on the default return address pop-up on the envelop
panel (see “Printing envelopes” in Chapter 1):

return address pop-up stationary envelope size
Default =

Standard letter (3.25 % 4.25) -il

save | Savess. |

I

» The field labeledile determines which file in the above directory is the default.
You can change these fields by clicking on the button latsdedefault file.

If the checkbox labele®rint addresses in ALL CAPSis checked, SBook will print all
return addresses in all caps, regardless of how they appear in the SBook document file.
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The Launch subview

TheLaunch subview controls which files are opened automatically each time you launch
SBook. In the scrollable field label&iles to open on launchthere is a list of all the files
marked to be opened on launch. (By default, no files are marked to be opened on launch.)

Files to open on launch:
f5GAIMSBookAdmindmailing.she

Mles: 1
Add Remove |

Hide on autulaunchﬂ

Clicking on the button labeletidd brings up a panel that is just like a standard Open panel,
except that it is name#ldd autolaunch file:

|

Add autolaunch file

_____s6al | SBookadmin

mailing.sbook
Oldlicensesgrean I~

Registration
SBook
CllSEookAdmin

SBookDatabases
> ﬁ SBookkanual

7 3 TIE T

Name:|mai|ing.sbunk

Home | Cancel | 0K <"'|

Choose a file in the usual way, and click@K. Once the file is added, you will immedi-
ately see it appear in théles to open on launchfield.

You can delete a file from thigiles to open on launchfield by selecting the file in the
field, then clicking on the button label&kemove You will be presented with an alert
panel in which you will need to confirm whether you really want to remove the file from
the field. ClickingYes (the default) will remove the file.

At the bottom of thd.aunch subview, the checkbox labelétide on autolaunchdeter-
mines whether SBook hides itself when it is automatically launched from your dock or
otherwise. By default, this button is checked.
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Installing SBook

The SBook distribution disk contains the SBook application itself, a help file called
“Instructions.sbook”, and a folder called “DemoFiles” containing the three demo files
“developers.sbook,” “congress.sbook,” and “recipes.sbook”:

Copy SBook from the distribution disk to “/LocalApps,” if this copy of SBook is to be used
by all users of your machine, or to “~/Apps,” if this copy of SBook is only to be used by
you, and you prefer to keep it in your home directory. You may want to put SBook on your
dock, if you plan to use it often.

Copy Information.sbook to “/LocalLibrary,” if you have put SBook in “/LocalApps,” or to
“~[Library.”

If you want to play with the demo files that are included in the distribution (the files “devel-
opers.sbook,” “congress.sbook,” and “recipes.sbook”), copy them to a convenient place in
your home directory. Or, if several people on your system are going to be interested in
these files, you might want to put them somewhere public.
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Registering this copy of SBook

When you start up SBook for the first time, you will see a warning panel:

Click on the button labele@K, or press return. A large panel labeRetistration Panel
will appear on the screen:

Registration Panel

You will need to type your license string in the box provided on the Registration Panel.

« If you have purchased a regular single-user license or a site license, you will find
your license string clearly marked on ydinense cardthe bright-colored printed
sheet of paper that was slipped into the front of your manual).

* If you have purchased a student license, you will have received your license string
directly from us, by email, US Mail, or fax.
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SBook automatically determines from the license string whether this is a single-user or
network license. Ifitis a network license, SBook also determines how many simultaneous
users this license authorizes. You don't need to enter any of this information — just enter
the license string.

Below the license string, if this is a single user license, enter your name. If this is a network
license, enter your company's hame. Then clicRegister Program

If you have mistyped your license string, a panel will appear to inform you that the string
you entered was not valid. Cli€dK. You will be returned to the Registration Panel so
that you can try again.

|

License

Inwalid license string

Ok <

When you have entered a valid license, you will see one of two alert panels, depending or
whether the license string that you entered was purchased for a single user or for a network

successfully licensed for a single user

Alert

Registered single-user license

for a network

Alert

Branded successfully for 5 users

Ok &

Successfully registering a single-user license causes the license information to be writter
into your defaults database. The application itself is not changed. This allows you to use
the application freely, but prevents other people from using it unless they have also
obtained a license number from us. You can move or copy the application and still use it
freely as long as you retain the licensing information in your defaults database.
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Successfully registering a network license, on the other hand, causes the installed copy o
the application to be modified so that anyone may use it, up to the number of simultaneous
users allowed by the license. This modification is cadiehding which is why the panel
announces that the application was “branded successfully.” If a branded copy of SBook is
moved or copied, it will cease to be branded, and you will need to re-brand it with the orig-
inal license number.

You have now installed and licensed this copy of SBook. The rest of this chapter describes
SBook licenses and license agreements in detail. You may want to read it now, or come
back to it later for reference. If you need basic information on how to start using SBook,
read Chapter 1Getting Started with SBoatow.

SBook Licenses

The License Panel

When you are using a copy of SBook, you can see who this copy of SBook is licensed to
by looking at the.icensepanel. Chooskfo>License...to bring up the panel. (If the copy
is not licensed, you will get the Registration panel instead. See Page 74 of this chapter.)

License Panel )

single-user license panel

License and Registration

network license panel

License Panel )

Licensed to: |Orca Starbuck

Licensed for

. License and Registration
single-user use.

Licensed to: |simson Garfinkel & Assaciates

Network License Re-license program |

5 coples oK pe

If this copy is licensed for a single user, the name of the person will appear. If itis licensed
for a network, the name of the company will appear, along with the number of simultaneous
users this license allows.
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Besides the name of the person who licensed the applicatidnicéimse panel displays the
customer number of the person who bought the license. This allows us to track copies of
our software.

customer number—p

License a

Knowing your customer number does not make it possible for unauthorized individuals to
determine your license string and use it to license softwéoer license string will never
be displayed Nobody can learn your license string unless you release it to them.

Single user licenses

Successfully registering a single-user license causes the license information to be writter
into your defaults database. The application itself is not changed. You can move or copy
the application and still use it freely as long as you retain the licensing information in your
defaults database.

Your single-user license allows you to run SBook on only one computer at a time. You

cannot run more than one instance of SBook, even if it is on the same computer. Othel
users on the same machine or network will be able to start up the program, but it will work
as a demo version unless they have also obtained a license number from us.

Your license agreement allows you to make copies of SBook directly from your distribu-
tion disk, and give away as many copies as you Mau are not allowed to distribute your
license string The copies that you distribute will work as demo copies.

Network licenses

Successfully registering a network license causes the installed copy of the application to be
modified so that anyone may use it, up to the number of simultaneous users allowed by the
license. This modification is calldiranding which is why the panel announces that the
application was “branded successfully.”

Licensed single users can use a branded copy of SBook without affecting how
many other users can use it at once.

If a branded copy of SBook is moved or copied, it will cease to be branded, and you will
need to re-brand it with the original license number. To rebrand a copy of SBook, you must
have write access to the file. When you start up the copy, it will behave as though it has
never been licensed, and you will have to go through the licensing process as described o
Page 74 of this chapter.

Every site with a network license should have a designated contact person who is respon
sible for licensing and maintaining SBook. Only the contact person needs to know the
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license string, since it is only needed when the copy is initially branded or re-branded
because it has been movethe license string should not be distributed among the users

Your license agreement allows you to make copies of SBook directly from your distribu-
tion disk, and give away as many copies as you like, as long as you do not brand them witt
your license string or modify them in any other waiou are not allowed to distribute your
license string The copies that you distribute will work as demo copies.

If your needs change, and you want to add more users to your license, you can always orde
a new license number by telephone or fax and add the additional users right away.

Requesting source code

You can request a copy of SBook's source code, free of charge, at the time you buy you
software, or at any time thereafter, for as long as you remain a licensed user. If you reques
source code after you buy your software, there will be a nominal handling fee; contact us
for more details.

In order to request source cogleu must first sign a special source code release agreement
and send it back to usy fax, or US Mail.

You will receive a complete copy of the source code, except for three files, which are

supplied to you as object files: “parse_case.o,” “parse_address.o,” and “parse_company.o.
These files contain the heart of SBook's parser. We don't provide code for these files
because they are compiled with tools that are not widely available.

Once you receive your source code, you are free to modify the code and make additions
then recompile it to make copies of SBook for your own use. Howesigiier the original
source code, nor any recompiled copies of it, may be distributed to anyone.

For more information about ordering source code or the specific terms of your source code
agreement, contact us.
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creating new filess

D
default return addresses, 71
default sort ordets
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deleting entries
deleting iconsi9g
demo files73

dial string 36
dialing 11, 25

academic and corporate phone
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in the U.S. and Canada
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special exchangems
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unusual numbersy
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distribution disk73
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document filess font submenwo
format menu2o
full text searchs

E
edit menue
email 12 G
bulk email mailingsss, 49 gap timess
email iconz, 12 general preferences
entries1
comment fieldsio
copying e b
deletings icon display2o
new 4 icons 1, 10, 20
pasting? display controlo
sorting 15 email 12
envelope icon, 10 envelopeio
envelope preferences manually-inserteds
envelope print panelo on the font template2
envelopesio phonex.
exporting and importingz placement7
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suppressing9
importing and exportingz
F importing files
file formats 39 file formats3o
file menu4 mail-merges9
files QuickDEX 39, 42
backup filess, 4 SBook ASCII39, 42
closing 4 SBook binarysg, 42
document filess tab delimitedso
importing 37 file sourcesso
new 3 first record contains headings
openings if importing fails 41
opening on launchz2 incremental search, 8
saving 4 info paneles
find by ranges inspector panets, 15, 21, 31
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installing SBook73
internal speakertsi, 33, 34
international numbers?
invalid license7s

italic text in an entry9, 20

L
launching SBooks, 72
license cardr4
license panete
license stringr4
licenses74
network 7e, 77
registration panets
single-userrs, 77
site licensegs, 77
local numbers7
lock modem boxse
logging 55
automaticallye1
calls 58
envelopess
memosss
methodeo
preferenceso
the log panebs
to a file 60
to emaileo
long distance numbers

M

mailing labels4s, 50
printing individual 11

mailing lists 49

mail-merge file formatg
making backups
making reportsis
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matrix 2
menus

edite

file 4

format 20
message field, 7
modemss, 35

baud ratese

lock modem boxe

modem porte

unlock modem commangk
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network licenseg7
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colors paneb2
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log panelss
preference panels
preferences panesk, 59, 69
range selectose
registration panets
parsing
parsing controho
reparsingiz
pasting entries
phone icong, 11
phone systemso, 30
phonetic searcla
placement of icong?
pocket books4
preferenceso, 69
dialing rules2e
envelopesri
launching72
preferences panek, 34
printing
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envelopesio
individual mailing labelsi1
pocket books4
sheets of mailing labelss, 50
pulse dialingsse
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QuickDEX file formatsg, 42
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reports4s
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saving filess
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SBook binary file formasy, 42
SBook versiores
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show dialed number boe
simultaneous users
single-user licenses, 75
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tools
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reports4s
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