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Chapter 1 Introduction

Purpose of Time Creator

TimeCreator is a new program from StockG.com. TimeCreator will create more time for you by helping
you monitor where your time is going and to use it more efficiently.

TimeCreator is for anyone who:

Has too much to do

Is often rushing

Sometimes misses meetings
Unprepared for meetings

Uses a computer

Someone who wants to reach their goals.
Doesn’t balance time well

Doesn’t solve root cause of problems
Has difficult estimating time

Has to generate status reports
Difficulty reaching goals

Difficulty breaking habits

TimeCreator works by making it easy to track your time. All functions are linked backed to time tracking :
e Todo List

e  Phone Book

e Alarms

e Button Bar

Once you start tracking your time you can use it more efficiently. TimeCreator comes with a number of
tools to help you do this and will give you the following benefits:

Balance your time

Reach your goals

Break habits

Learn new Positive habits

Not rush for or be unprepared for meetings
Easily generate weekly type status reports
Identify what is interrupting you

Prevent you from procrastinating

Prevent you from getting stuck on a task
Help you to prioritize your tasks

Identify and solve the root cause of your problems

Features

e  Button Bar

e  List Maker

e Reminders/Alarms
e  Phone directory

e (Calendar
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e Command Window

System Requirements

Personal Computer with a 486/25 or higher processor
Microsoft Windows 3.1, 3.11, 95, NT 3.51, NT 4.0, 2000, XP
Mb of memory

5 Mb of free disk space

Modem (optional)

Windows Terminology

You should be familiar with the following windows terminology:

Word Definition

Mouse pointer IE the arrow to the left which is controlled by moving the mouse

Mouse Pointing device which moves the mouse pointer across screen and supports a left
button and a right button

Button

Click Position the mouse pointer to a button and press the left mouse button

Press Action done to a key on the keyboard or mouse which can be pressed

Cursor Blinking vertical bar indicating where you will be able to type information

Dialog A window which supplies information and allows you to supply it information

Button A graphical depiction of a button on your computer screen

Key An actual key on your keyboard

Drag Place the mousepointer over an item. Press the left-mouse button and hold it down.
The item can be dragged to another position until you release (drop) the item.

Double-click Press the left mouse button quickly two consecutive times while holding the mouse
stationary

Right Mouse The button on the right side of the mouse.

Window

Select

Multi-select

Activating a You can activate a window by clicking it or by press Alt+Tab

Window
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Chapter 2 Installation

Installing

1) Insert disk into your CD drive
2) System will automatically step you through the installation.

The system will set up the following icon in Program Manager
|l Time Creator [Common] R4l

Double click Time Creator to start it and you will be prompted with the following dialog:

Are you at Home?

| No |

Answer “Yes” if you’re running at Home or No if you’re running at work.

Registration

<Registration img goes here>

Press the “Free Trial” button for a 30 day or 240 hour free trial or contact StockG.com at
AlecBerg@StockG.Com

After pressing the “Free Trial” button the following will be displayed

Thiz iz an unregistered verzion. You must register thiz zoftware in 240
hourz or about 30 days of uzage.

Click “Ok” to continue
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The first time you use Time Creator you will be asked to enter you name and company name.

= Time Creator o

Enter Campany Mame

Accept g | LCancel

Enter your company name or leave blank and press “Accept” and the following will be displayed:

= Time Creator o

Enter v'our Mame

Accept g | LCancel

Enter your name and press “Accept” and the Time Creator notice will appear
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= Time Creator Notice

Time Creator . 387 Alpha

Copyright © 1995 Dome Software Inc.
All nights reserved

This version is Licensed to:

John Doe
01-23-0092887168-09928

Mo part of this software may be reproduced, stored

in a retrieval system, reverse engineered or transmitted,

in any form or by any means without prior written permission
of Dome Software Inc.

THIS PROGRAM 1S PROVIDED “AS 15" WITHOUT
WARRBANTY OF ANY KIND. EITHER EXPRESS OR
IMPLIED. TO THE MAXIMUM EXTEMT PERMITTED
BY APPLICABLE LAw, IN NO EVENT wWiILL THE
AUTHORS BE LIABLE TO YOU FOR ANY DAMAGES.
ARISING OUT OF THE USE OR INABILITY TO USE
THE PROGRAM.

IPress [Esc] to affirm the above or Alt+F4 to exit.

Press “Esc” to continue. The Time Creator Tour and Button Bar will be displayed

Time Creator[Unregistered) Tour

<Introduction>

[rime Creator iz a brand new system from Domne Software Inc. |k purpose is to create free time, by saving you lhd|
time. Tirme Creatar iz a PIM [Personal Information b anager) which iz geared towards you if you feel avenwhelmed,
forgetful, late, rushed and never seem to have enough time, can't reach you goals. One thing for certain, iz that
everyone has the same amount per day. 24 howrs, 1440 minutes, 86,440 seconds.  The average person lives
E&7.000 hours. It's gone before you know it What iz more precious than time.

It iz & well known fact that you can lead a horse ta water but you can't make him dink. This software is the water.
It will lzad you to it but it is ultimately up to you ta drink,

NOTE: *0U CAN DOUBLE CLICK ANY TEXT SURROUNDED BY <....», WHICH WILL GIVE *OU ADDITIONAL
INFORMATION.

The following iz an introduction ta get you started in using the Time Creator system.  The main parts of the Time
Creator system are listed below.  This list below is in the order of easiest to use to the more difficult functions:

<Time Creator's Purposes
‘what iz window o the bottam with all the buttonz? See <Button Bars.

By Function By Feature
____________________ =
=~
[ ShawatStatup [~ OnTap ~—_ |Time Creator
Mext g ‘ Brevious g ‘ Top g ‘ Back g ‘ LCloze g Tour

3% Unaccounted 0 00

] [oIF [ ealaMelE ] ': Button Bar

The Time Create tour and the Button Bar will be displayed

-10-
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Chapter 3 Tour

Time Creator supports a “Tour” of the system. The usage of the Tour is described below.

e Creator[Unregistered] Tour

<Introduction>

[rime Creatar is a brand new system from Dome Software Inc.  Its purpose is to create free time, by saving pou i
time. Time Creator iz a PIM [Personal | nformation Manager] which is geared towards you if you feel ovenwhelmed,
forgetful, late, rushed and never seem to have enough time, can't reach you goals. One thing for certain, is that
evenyone has the zame amount per day. 24 houwrs, 1440 minutes, 86,440 seconds.  The average person lives
E57.000 hours. t's gone before pou know it. What iz more precious than time.

It iz & waell known fact that you can lead a harse to water but you can't make him drink. This software iz the water.
It will lead you ta it but it is ultimately up ta you to drink.

MOTE: vOU CAN DOUBLE CLICK ANY TEXT SURROUMNDED BY <....», WHICH WILL GIWE ¥OU ADDITIONAL
INFORMATION.

The following iz an introduction to get wou started in using the Time Creator spstem.  The main parts of the Time
Creator system are listed below.  This list belaw is in the order of easiest to use ta the more difficult functions:

e <Button Bar-)

with all the buttons?

By Function By Feature

*]

I Show at Staup [~ OnTop

Mest g ‘ Previous g ‘ Top g ‘ Back g ‘ LCloze

< >

Double Click the text in the brackets to get additional help
Double clicking <Time Creator’s Purpose> will bring up the following dialog:

e Creator[Unregistered] Tour

<Time Creator's Purpose>

k.dd functionality to purchazed software:

<ldentify and solve root cause of a problem:

<[Generate Status reportss

<Dinosaur Prevention:

<Lateness Prevention:

<Create Standards from problems:

<Fix all occurances of a found problem:

<Generate Release Motess

<Assist pou with balancing wour time>

<Assist pou with reaching your goals:

<Prevent you from getting stuck or lost in a tagk:

<Azsizt pou with detecting and eliminating procrastination:
<Help you ta achieve success»

<Avssist pou with breaking habits>

<Help you to increase your productivity:

<Azzizt pou with remembering tasks pou might forget:

<T o help identify and reduce time wasterss

<Improve your estimates based on the past>

<To get more done in less time>

<To daothe 20% of the tasks which give vou an 80% of your goals:

[ [»

P Show at Statup [~ On Top

Mext g | Frevious g | Top g | Back g | LCloze

Double clicking <Button Bar> will bring up the following dialog:

-11-



Time Creator User Guide 2.0

= Time Creator[Unregistered) Tour a5

¢Button Bar»

The Button Bar is the bar with the date and time, the word "Unaccounted” and the buttans, BB, +, Li, Ph, T, U, 4, [®]
CLFD, ca, Co, Mg, So.%, 2" The main purpose i to help you perfarm your tasks quickly and easily by:

[

0 Reducing the: number of keystrokes and steps to start a program or perform a function

0 Automating repetative tasks like signing on ta a program

o Automatically track the time you perform a task

0 Giving you instant access to a list pou've created

0 Agsisting you with tracking your time by shawing you what you are currently working on

o Improving other software products by setting up buttons that make the software easier to use

0 Reducing screen real estate taken up but at same time give quick access to commonly used functions

< Time Creator specific button functions:
<Determining the functionality of a button:
<Add a button

<Press a buttan to perform a function:
<Modify a buttor

<Delete a buttar:

<Moving the Button Barx

<Creating a new buttan bar

«]

IX Show &t Statup [ OnTop

Mext Previous Top Back Cloze

Back

Will return you to the previous window of the tour

Top
Will move you to the top of the Tour

Next
The Next button will step you sequentially through help

Previous
The Previous button will step you back sequentially through the Hlep

Close

Show at Start up

Click this option off if you don’t want to see the tour

On Top

Click this option to keep the tour on top of other windows

-12-
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Chapter 4 Button Bar/Tool Bars

Purpose

e To give you fast access to the functions you want to perform using the mouse

®  You can easily and quickly start programs instead of using clumsy Program Manager
e To give you fast access to a list you’ve made

e To remind you what you are currently working on

e To make it easier to track your time

e To show you what you are currently working on
e To assist you with accurately tracking your time
e To increase your productivity by automating boring and repetitive tasks you perform
e To enhance the functionality of software you currently use

Overview

The Button Bar is easy to access because it is always on top of other windows and uses minimum screen

real-estate. Below is the default Button bar which comes with Time Creator.

If Red indicates
alarms off

Time elapsed for
task

Minimize Time
Creator

Show Main

Percent worked
on or Windows
resources left

Current Task

FYESAT 1217 AM

[F3% ) natcounted

00:12

window

The Button Bar

Ee| + g LilPH|T [U

R & |o| F lealcalmstsal = ] 2

Button Function Description

+ Load Icon to Button Bar Loads a selected icon to the Button Bar
What happens in windows 95, NT 4.0!

Eg Egg Timer Starts the Egg Timer

Li List Maker Starts the List Maker

Ph Phone Book Displays the Phone Book

T Did Today Shows what you’ve done today

U Undo Last Tracking Undoes the last tracking entry

R Restart Previous Task Restarts tracking the previous task

A Show upcoming Alarms Displays you upcoming alarms

Cl Show Calendar Displays your calendar

F File Manager Starts File Manager

ca Calculator Starts the windows Calculator

Co Control Panel Start Control Panel

Ms Mine Sweeper Starts Minesweeper and tracks that you’re
playing it

So Solitaire Start Solitaire and tracks that you’re playing it

X Exit Exits from Time Creator

St Stop Tracking Stops tracking your time

? Help Displays a list of what each button does
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Right Mouse

Pressing the right mouse button while over the buttons on the Button bar will bring up the following Pop-
up menu:

Modify Button
Maintain Sendkeys
Add a button
Button Bar Help

Restore Aged{Deleted Button
Create/Modify Tool Bar
Close Button Bar

Exit

Moving the button bar

To move the button bar position the mouse over any part of the button bar except the buttons, and drag it to
where ever you like (press the left mouse button down and hold it. Move the Button Bar to where you like
it and remove your finger from the button).

Or activate the Button Bar via the F6 (Next Window) key and press Ctrl+M. Then using the Arrow keys
move the window and press the Enter key to place it there.

Reordering buttons

To reorder the buttons press the left-mouse button down over the button to move. Drag the little black
square M to the button you want to move after and release the left mouse button

Minimizing
The Button Bar and Time Creator can be minimized by pressing the E button on the button bar

Removing a button

To remove a button (For example the “Ca” Calculator button) from the Button Bar, press the right-mouse
button while over the “Ca” button to delete and select “Delete Button” from the pop up menu.

7412497 11:46 P 1% |Unac 0000 | A

e[ + Eg|LilPH] T [u R & |oq F lealcoMskals | 2

Modify Button
Maintain Sendkeys
Add a button
Button Bar Help

Hestore Aged{Deleted Button
Create/Modify Tool Bar
Close Button Bar

Exit

You will get a verification message of the following if you try to delete the “Ca” button
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= Time Creator[Unregistered]

Do you want to remove "Windows Calculator” from the button bar?

Adding a button/ Button Bar Maintenance

To add a button press the right mouse while over the Button Bar and select “Add a button”
Modify Button
Maintain Sendkeys
Delete Button

Button Bar Help

Restore Aged{Deleted Button
CreatefModify Tool Bar
Close Button Bar

Exit
— Button Bar Maintenance - |
File Help

Bt her [ ] ToolTipsData: | |

Program to Fure | | | Browse |

Current Directany: | | Tool Bar Id: |Eutt-:-n Bar | @

[ oFunction |[None] | E

Last Used | | StatToolBar  |Mone] | (=]

Task to Track: | | | Reset |

[ Advanced —
] il | Find | Delete Cloze
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Enter the following data:

Field Purpose
Button Char One or two character code which will appear on the button
Tool Tip Data Text to appear in yellow tool tip box

Program to Run

Program to run. EXE name. You can press the Browse button to select it

Current Directory

This is the directory where the program must run from

Too Bar Id Select the Tool bar to place the button. See “Creating a new button bar” on
page 59 for details

Last Used This contains the date and time when the button was last used. If the button
has been deleted the Last Used date is set to “1/1/1901”. To restore the button
delete this date. See “Aging” on page 61 for more details

New Button Allows you to add a new button

Find Button Assists in finding an existing button

Delete Button Deletes a button

Close Button Closes the button maintenance window

Do Function List

The Do Function field allows you to specify a specific function which is preprogrammed into the button

Do Function Purpose

(None) No function

Start Main Screen This function will start and display the Main screen

Did Today Shows you a list of what you did today

Undo Last Entry This function will remove the last tracking entry you made by
mistake

Restart Previous Task Restarts the time tracking for the previous task you were
working on

Start List Maker Starts and displays the List Maker program

Start Phone Book Starts and displays the phone book

Display Upcoming Alarms Displays a list of you alarms sorted in date time order

Display Help Displays tool bar help

Exit Exits Time Creator

Open List Maker with List
specified in Program to Run

Opens the text specified in the Program to Run field and
opens the list for viewing

Kill Program Manager This function is only available under windows 3.1 or 3.11. It
allows you to shut down program manager and use Time
creator instead. This could be useful to save resources.

Show Calendar Displays your Calendar

Start Egg Timer Displays the egg timer

Update the comment Allows you to enter a comment for the current task being
tracked

Set an Alarm for current task This function allows you to set an alarm for the current task
being tracked

Copy a Highlighted item in
program manager to button bar

This function is only available under widows 3.1, 3.11 or
3.51. It allows you to easily add programs to you Button Bar.
You select the program via program Manager and press this
button

Button Bar Maintenance

Starts the Button Bar Maintenance software which allows you
to Add, change, delete, restore a button
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Stop Tracking

This function stops tracking you current task and changes the
current task to Unaccounted.

First-Prev-Next-Last

KIKIG

File Help cott
Button Char [] 1e0l Tips Dt ]
Erogramto Rurf | | [[Bowse |
Curent Directoff | TeolBar ld: [Button Bar iE
DioFunction [ end keys from a fid |
Lacation: Stant Tool Bar (=]
Task to Track | [ | [Reset_]

I adlanced

RIRIDCT] | Hew | | Find | | Delete | | Close |

This control is used to position to the First Button, Previous button, Next Button and the last button
respectively. Once you change the data it is modified.

Load Program Manager Icon to Button Bar

1) Go to Program Manger

= Frog A E
File Options Window Help
=2 - e
(=7 )
(=] =
L & E =,
File Manager Control Panel Print Manager  ClipBook (TGl findows MT
Wiewer Prompt Setup
é %
n s
FIF Editar b ail Schedule+  Windows NT  Introducing FRead Me
Help Windows NT
B
H ﬂ‘aJ
Books Online
| -

2) Select a program to add to the button bar. In the above example “Command Prompt” is selected.

b 55 P 233Lina

coolnted 14:58

BE] + \(Fh T | LR &) C

[ F JzalfColtd

s
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3) Press the E button, and the button will be added

7/8497 300 PM 00 ) naccounted 15:00 ChiD wlla
""" + Eal LijPh(T L[ B[4 4

“CM” Button is added. It will blink to show you where it was added to. Click the button to bring up the
Command Prompt

CAWINNT351System32yCMD.EXE

While on a Microsoft Word document you can press the “+” button to add the document to the button bar.

Interruptions

The Button bar can be used to track interruptions. If you double click the task area the system will start
tracking an interruption. You can press the utton (it’s in the upper left corner) to start an
interruption also.

FAESET 1020 P Documed: Time Creator 019 00: 26
BE] + |1 JEa] Lilpn]u R ]2 o] F INJcolmso] 2 ] 2 Jos]TolPEjus]
Double click
here

9% 00:02

A [ [ F ealoeispo]2 7 s

Interruption is being tracked.
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Chapter 5 Command Window

Purpose

The Command Window give you the ability to execute commands, perform functions without using the
mouse, just the keyboard.

Starting

To start the Command Window do one of the following:
e  Press Ctrl+Alt+]
e  From the "Main Window" select “Show Command Input Line” from the “Tool Bars” menu.

Time Creator .411 Alpha

Shift+F8

Flay Minesweeper Load Progra gButton Bar
AddfModify Button Bar:
X SoundOn [ Alarms Off / fy ®

Restore Aged Button
Task Tatal Change Button Directories

Drag here to
move the
window

\— Type in you Drag here to

command here resize the
The "Command Window" is always on top. You can:
Enter Function
Two character "Button Bar" Executes the "Button’s function.
text
File Name Executes the associated program with the file
<button char> <n> Will execute the specified button <n> times in a row
<button char>! Will change the order of execution of buttons with duplicate characters
<button char>? Will show a list of duplicate functions to be executed if you press the
button. If there is only one function with the <button char> it will be
executed.
Esc Closes the "Command Window”
Double-Click Closes the "Command Window”
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Examples
Enter Description Result
Eg Egg Timer is displayed nﬁﬁﬁr:lrﬂ -
O e 0n
Ph Phone Book window displayed v
. Sy
R pe
ca Windows Calculator is displayed fooe_ves e —
co Control Panel is displayed Hazimase
wfF §aa =
pbrush Paint brush program is displayed
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Chapter 6 List Maker

Purpose

e To create lists

e To Do Lists

e  Check Lists

e List of Goals

e List of Ideas

e List of your bosses or spouses unwritten rules

e List of important numbers to remember like combination locks, credit card numbers, passwords, etc.
e Shopping List

Overview

The List Maker allows you to create lists. You are basically creating a multi-level list or an outline. The
“Top” is you main list which can have any number of sub-lists. Each list can be set up to be accessed by
the click of a button on the Button bar. Each list supports a series of options which are available in
“Advanced” mode. Each list is “sticky” whereever you left off on the list, will be there the next time you
bring up the list. There is also the capability to Track your time and set alarms from items on the list.

Starting

To start the List Maker do one of the following:

e Click the “Li” button on the Button bar

e  Press Ctrl+Alt+] and type “Li” and press Enter.

e Bring up the Main window, and press the List Maker button

Closing

You can close the List Maker by pressing the Esc key, double clicking the Control Box, Pressing Alt+F4
or selecting “Close” from the File Menu
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Window

Below is the List Maker window and various parts of the window

Number of items
in list

Name of List

Enter Text here
to add to list and

press enter

| Filel Edit VYiew Tracking ions Tools Help
List Mame:;:  |[Main |
Text bp Add: | |
ltems [2] | Add |Fin|:| Ne:-:tl Delete lMu:u:Iif_lg| Save | + Dol vl l - Up Level || Top |
+ <Help» +
Fhhiscelaneous
+ sign indicates
item has a sub-
 |@ here indicates list
alarm. Double-
click to view
+
e
Comment field [+
[ Advanced ~ Comment
\ Mame of the Ligt

Functions

Positioning to a list

Press the “Top” button to go to the Top Level list

\. Field Help

| add

| Find Ne:-ctﬂ Delete ! I'v1::u:|ify| Save ﬂ + Donl vl ! - p Level §| Top 5

Double click an item to go to the list for the item. If there isn’t a list a new one will be created

Add an item to current List

Position to “Text to Add” field via Tab key or Alt+X. Type in the text and press the “Enter” key or click
the “Add” button.

&dd

| Find Ne:-:tﬂ Delete g Mn:u:lify| S ave ﬂ + Dawnl vl g - Lp Level §| Tap 5

If the item you’re adding is two words or less the following message will appear:

D0
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= Time Creator[Unregistered]

Wwant to add? To find press Alt+F._

This is misleading! Me thinks me can press alt+f
here

Create a new list

Double click an item in a list
or Click the “Downlvl” (Down Level) button or press Ctrl+L

| Add |Fir'u:| Ne:-:tl Delete |Mn:u:|ify| Saveﬁ +Dn:-wnL'-.fIIl - Lp Level || Tap |

Adding a List to the button bar

You can use list maker to create a list and press the “Add Button” button. (Note: you must have “Advanced
Options” selected.)

Move down a level

Each list can have sub-lists. To move down a level double-click an item or click the “DownLv]” button or
press Ctrl+L.

| Add |Find Ne:-ctl Delete IMDdifj,_ll Savel@ + Donl vl i - p Level || Top I

Items with sub-items are prefaced with a “+" sign.

Move up a level
To move up a level click the “Up Level” button or Ctrl+U

Track your time

To track you time, select the item to track and do one of the following:
e Press Ctrl+T (“T” for Track)

e  From the “Tracking” menu select the “Track” sub-menu option

e  Click the Track button (available only when Advanced selected)

Set an Alarm/Reminder
The Time Creator system supports Automatic alarms. If the text of your item contains certain key phrases

CLINT3

or words like “Meeting”, “Birthday”, “Anniversary”, the system will present you with the “Set Alarm”
Dialog where you can cancel, modify or enter the alarm.
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Type the above task
and press enter key.
The following Alarm
screen will appear:

File Edit View Tracking Options Tools Help
List Mame::  [Birthdays and Anniversaries and Holidays
TesttoAdd  [John's bithday on Feb. 23 |
ltems [2] | Add |Find Nextﬂ Delete aMudifﬂ Save ﬂ + Downl vl ! - Up Level §| Top 5
b a'z birthday on 3431 12|pm +

entered

[ Except Weekends [ Advanced
X Show On Calendar

Dkg

Cormrment

Cancel

ki
[+
[™ Advanced Comment |Update Comment| | Close |
Marme of the List
| Help
Set alarm for:
Llohn's hirthday on Feb. 23
- DatedTime of Alarm : E arly Y/ arming Travel Alarrm  Prep Alarm
Date Time Dravs Hours Ming Hours Ming  Days Hours Ming
@R | [2%em || o[ [ ] [ [ ][ [ ]
Bepeat Every End task Alam
Dravz Hours Minz D'avz Howrs Minz
Data is automatically /-V|355 | I | | | | |
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The Date is already set. In addition you will get an early warning 10 days before the 23™ and this alarm

will repeat every 365 days or each year. This task will also appear on your calendar. Click the “Ok”
button to accept or cancel button to not set the alarm. The List Maker will display as follows:

=

-Fi!t: Edit View Tracking Options Tools Help

List Mame::  [Birthdays and Anniversaries and Holidays

@\ John's birthday on Feb, 23

\_ Indicates that the
alarm is set.
Double-click to
display the alarm

Tegt to Add: | |
ltems [3] | Add |Fin|:| Nextﬂ Delete aMudifﬂ Save ﬂ + Downl vl ! - Up Level §| Top 5

&'z birthday on 3/31 12 pm
@ Fourth of Jul

*|

[ Advanced Comment |Update Comment| | Close

|

Thig iz the List

To set an alarm or reminder that isn’t automatic select the item from a list and press Ctrl+A (“A” for
Alarm)

Search All

To search for a string in all of you lists and comment field:
Enter data to search and select “Edit”, “Search All” or press Ctrl+E.
Click an item and the Parent will be displayed.

Delete an item from a List

Select the item or items to delete and click the delete button
| Add |Fir'u:| Ne:-:tﬁ [ elete IMDdifj,_ll S ave ﬂ + Dawnl vl g - Lp Level §| Tap 5

or “Delete” key. See “Restoring a deleted item” on page 26, if you delete something by accident.

Find an item

To search for an item in the list, enter data in the text box and click the “Find Next” button or press Alt+F.

Add | Find Mext§ Delete a Mu:u:lif}_l| Save ﬂ + Downl vl a - p Level 3| Top 5

Modify the list

To modify an item in the list, sglect the item and click the “Modify” button or press Alt+Y.
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| Add |Find Ne:-ctﬂ Delete gMudifﬂ Save ﬂ + Donl vl ! - p Level §| Top 5

Modifying the order of the list

To modify the lists order:

1) Highlight the item to move

2) Press Ctrl+Up arrow to move the item up or Ctrl+Down arrow to move the item down in the list
3) Click the “Save” button to save the order

Go to the Top List
To go to the top list press the “Top” button
| Aydd | Find Ne:-ctﬂ Delete 5 h-'lu:n:lif_lg| Save ﬂ + Diownl el 5 - Up Level a Top 5

Restoring a deleted item

Items in the list maker aren’t actually deleted, they are marked as deleted and can be restored. To restore a
deleted item you first must show the deleted items. Select either “Show Deleted” or “Show Deleted Only”
from the Options Menu. Show Deleted will show all deleted items with a “[D]” at the end. The show only
deleted will show only the items which have been deleted.

File Menu

Print Selected Items

This function will print the selected items and all of it’s sub-items
1) Select items to print
2) From the file menu select “Print Selected Items”

Print Daily Planner Size
This option will print you current list on “Daily Planner Size” Paper

Print Selection and Comment

This option will print the Selected items and their comments. The items heading will be in a Bold font.

Print Set Up

This function allows you to change various printer settings

= Gen Maint Print Options |-

i
FontSize: B4 Print Memo
skip Lines: D B4 Priet Humbers

| Beturn

B Prirt &l Children
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Function Purpose
Bold Allows you to print the list in a bold font
FontSize Allows you to change the default font size
Skip Lines Allows you to skip the entered number of lines between each print line
Print All Children | Will print all children of item being printed
Print Memo Will print the Comment
Print Numbers Will number all printed items
Return Closes the dialog
Close

This menu selection closes the List Maker window

Edit Menu

Find Next

Enter text in the “Text to Add” field and select this item from the menu or press Ctrl+F to search the
current list for the entered data. The list will be positioned to the item.

Add to End of List

This will add an item to the end of the current list. The Add button or the Enter key performs the same
function

Modify Current Selection

Select an item from the list and the select this function.

= List Maker -
File Edit View Tracking Options Tools Help
List Mame:: |His-::ellaneuus
Text to Add: |
ltems (4] [ &dd | FindMest | Delete | Mogif| S2ve | + Downll | - Up Level |[ Top |
Flay Minesweeper L
Play Solitaire 3 p
Dirner Click Modify L
button or press
Select this task Alt+Y
[ sdvanced Comment |L||:u:|ate Eu:umment§ | Cloze ﬂ
This is the List
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A dialog will appear which will allow you to modify the selected data.

['w/atch Ty

Aocept ; | LCancel

Change the text.

['a/atch TV Today

Aocept ; | LCancel

And press “Accept”. The List Maker item will be updated

= List Maker “
File Edit View Tracking Options Tools Help

Ligt Mame:; |His-::ellaneuus

Text to Add: | |
ltems (4] | Add |Fin|:| Ne:-:tﬂ Delete aMudifﬂ Save ﬂ + Dol wl a - Up Level §| Top | |nzert ﬂ

Flay Minesweeper
Play Solitaire
Dinrer =

\_ Task has been

modified

opy | Dru:uEg Link. ﬂ L
Track | AddButton ||Move to tu:upg > Q<< Q L

Eateéurize 5 -

X sdvanced  Comment |L||:u:|ate Eu:umment§| Cloze ﬂ

?he nurmber of items in thiz list

Delete

Select this option to delete the currently selected items. Any items you delete are only logically deleted.
See “Delete an item from a List” for details on page 25.
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Restore Deleted

This function allows you to restore a deleted item.

1) Make sure “Show Deleted” or “Show Deleted Only” option is set
2) Select one or many deleted items

3) Select “Restore Deleted” and the items will no longer be deleted

View Menu

Top
This function will take you to the “Top” list

Up Level

This function will move you up one level list (Ctrl+U)

Down Level

This function will move you down one level (Ctrl+L)

Show History

This function will show the various Lists you have viewed (Ctrl+Q)

2  Hsey . HE
To Do
Mizcellaneous

Main

Double click an item to go to the list

Tracking Menu

Track

Select “Track” from the “Tracking” menu or Press Ctrl+T (“T” for Track) while an item is selected
Example: I want to track that I’'m watching TV

1) Bring up the List Maker (Press the “Li” button on the button bar.

2)
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| List Maker deletions are shown
File Edit View Tracking Options Tools Help

Ligt Mame:; |His-::ellaneuus

Text to Add: | |

ltems (4] | Add | Find Ne:-:tﬂ Delete a Mu:u:lif_lg| Save ﬂ + Dol wl a - Up Level §| Top Q
Dinter
Play Minezweesper

Play Solitaire

[ sdvanced Comment |L||:u:|ate Eu:umment§| Cloze ﬂ
This is the List

Select “Watch TV Today” from the List

Press Ctrl+T or select Track from the Tracking Menu and the following will appear in the Button Bar:
7/7/97 12:49 AM |

BE| + |7 [Ea|LiPH| U

Missed Task

If while you were watching TV you decided to go to the bathroom but forgot to enter it then you can use
the “Missed Task” function: Go to the list with the Task bathroom.
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S T R -

File Edit View Tracking Options Tools Help

List Marne:: |M iscellaneous ‘

e

Text to Add: |
lterns [5) | Add |Find Nextﬂ Delete gMndif_lgg + Downl vl a - Up Level a| Top | Insert ﬂ

Play Minesweeper
Plag Solitaire

Diirrer
wiatch TV Tndai

|caad

Search Al | Eopy [Paste|Move | Diop | Link ]
Track E!—‘«dd Buttol E ave tnlopa >> 9 €< Q

Eateéorize § —
+

[X Advanced  Comment |UpdateC0mment§| Cloge §

N

Mame of the List

Press Ctrl+M (Missed Task) or select Missed Task from the Tracking Menu. The following dialog will be

displayed
= Missed Task vﬂ .
‘ B athroom |

Time or Minutes
: (®) Minutes

C) Time

' Y esterday

Accept LCancel

Enter the number of minutes you were in the bathroom for and press Accept. You can also set it by Time
or some time Yesterday and the time for the previous task will be adjusted.

The Up and Down Arrow keys can be used to modify the time field

7/7/97 12:56 A Bathroom __[00:05 v|a
BE] + |7 JEa] LiPrfu] A2 o] F lea]colMeo] 2] 2]
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Replace Task

This function can be used if you accidentally selected the wrong task. Select the correct task , (Play
Solitaire) and select Replace Task from the menu or press Ctrl+R (R for Replace)

=

-File Edit Yiew A il Options Tools Help

List Mame::  [Mizeellan Track Ctrl+T

Missed Task Ctrl+M

Tegt to Add: —
= Replace Task Ctrl+R |
frems (-] £dd | Set Alarm Ctri+a  penlv | -Uplevel |[ Top | Inset |

Play Minesweeper |
¢ Plau Solitaire
Dinrer
Watch T Today
B athroarm

:|§ Link. § +

> £4

¥ Advanced  Comment |U|:u:|ate Eumment§| Cloze §

Mame of the List

7/7/37 12:53 AM
B8]+ [T [EofCin]u

Set Alarm

Select the task you want to set the alarm for and select “Set Alarm” from the “Tracking” menu or press
Ctrl+A (A for Alarm)
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=

[ File Edit View [RIE

Tegt to Add:

Iltems [5] Add
Play Minesweeper
Play Solitaire
Diinmer

Whatch T Today
B athroom

Wiatch D avid Letterman

List Mame: |[Mizcellan Track
Missed Task Ctrl+M
Beplace Task Ctrl+R
Set Alarm Ctrl+A bwnlyl | -Up Level || Top | Insett |

ifl Options Tools Help

Ctrl+T

:|§ Link. §

> £4

Eateéurize §

X Advanced  Comment |U|:u:|ate Eomment§ | Cloze

|

Mame of the Lizt

You will be presented with the following dialog:

=

| Help

Set alamm for;

'watch David Letterman

" DatedTime of Alarm
D ate Time

Wz | |

Dravz Hours Minz D'avz Howrs Minz

[ Except Weekends [ Advanced
[ Show On Calendar

E arly Y/ arming Travel Alarrm  Prep Alarm
D avz Hours Minz Hourz Mine  Days Hours Minz
Bepeat Every End task Alam

E

Cormrment

Cancel

reveeeesieey

Thiz iz the alarm you are zetting
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Set the following options

= w || A

Help

Set alarm for:
watch David Letterman

“Date/Time of &larm

. Early " arning Travel Alarmn Prep Alarm
Date Time Dawz Hours Mins Hours Ming  Days Hours Mins
222722280 N TN e S o s e
Bepeat Every End task Alarm

Dayz Hours Mins Dapz Hours Minz

b [ [ L [ 1]
P Except weekends [ Advanced
[ Showe On Calendar (3

LCamrment

Cahcel

| Accepts the alarm you've set.

and press the OK button. See page 36” Set an Alarm/Reminder” for details.

The List Maker window will appear as follows:

= w |

File Edit View Tracking Options Tools Help
List Hame::  [Miscellaneous

Text to Add: | |

lterns [B] | Add |Finu:| Ne:-:tﬂ Delete gMu:u:Iifyg + Downll 5 -Up Level 5| Top | Ihzert ﬂ
Play Minesweesper ﬂ
Play Solitaire

Dinker

“Watch T Today
Bathroom

@ | whatch D avid Letterman

garch Al | G opy |Paste|pove || Diop |_Link ] ki
Track ﬂ Add Button ﬂ Movetotop | 2> ] << -
Eateéurize ; —
*

X fdvanced  Comment |U|:udatel:u:umment§| Cloze §

Mame of the List

The Alarm is indicated by the “@”. You can double click this character to see the details of the alarm.
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Options Menu

The following items are standard options which can be set for the List Maker

| List Maker
File Edit View Tracking eIt Tools Help
Lizt Mame:: |Hiscellaneuus Show Deleted
Show Deleted Only
Text to Add: .
cittordd | _ v Show Field Help |
ftems (5] | Add [FindNest| DI |,crease Font Ctrl+ [ Top |
Play Mi T L
p|:i gérﬁf!;}:;eeper Decrease Font Ctrl+D mgl
Diirirer Drag Mode Ctrl+G
Wiatch T4 Today
B athroarm
[l “watch David Letterman
&1
L
[+
[T Comment  |Update Comment | | Cloze |
Fame of the List

Option Purpose
Show Deleted This option shows deleted items with a “[D]” at the end of the text
Show Deleted Only This option shows only items which have been deleted from the list
Show Field Help As the mouse pointer moves over each field helpful information about the

purpose of the field will be displayed on the bottom of the window

Increase font

This allows you to increase the font size of the List

Decrease Font

This allows you to decrease the font size of the List

Drag mode

This changes the functionality of multi-select to drag and is used to assign

a task to be tracked via a button

Tools Menu

The following are some tools which can be used via the list maker
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[ File Edit

View Tracking Options

List Maker
Help

List Marne:; |His-::ellaneuus

Spell Check Ctri+K

Text to Add: |

Randomly Select an ltem Ctrl+Y
Add Button To Button Bar Ctrl+B

Iltems [5] | Add

| Find Mext | Delete | Madi

Play Minezweeper

Play Solitaire

Dinner

Wiatch T4 Today

B athroom

[ watch D avid Letterman

Set Date Time in Text Shift+Ctrl+F1

ks
[+
Comment  |Update Comment] | Close |
Thiz iz the List
Tool Purpose
Spell Check This function will perform a spell check on the data in the “Text to Add”

and “Comment” fields. You must have Microsoft Word for the function
to work.

Randomly Select an Item

This function can help you make decisions or to work on something you
keep procrastinating. You can set up a list of Procrastinated Tasks, set an
alarm to do them every Monday at 2 pm and then randomly select one to
do.

Add Button to Button Bar

This function will add a button to the Button bar which will immediately
bring up the List.

Set Date Time in Text

This function will insert the date and time into the text.

Accelerator Keys

include table here!
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Chapter 7 Reminders/Alarms

Purpose

e To prevent you from forgetting tasks

e To prevent you from being late for meetings or appointments

e To prevent you from rushing

e To assist with tracking of your time

e To prevent procrastination

e To Balance time by setting an hourly alarm which can force you to move on and not get stuck on a
task

Features

e  Supports Early Warning, Travel, Prep and End Task Alarms
e Can play a sound file as an alarm
e Can perform a Sendkey routine when an alarm is reached

Egg Timer

The system supports a “Egg Timer”. This egg timer will keep the proper time even if you shut down and
start up the Time Creator system. If the egg timer expired while Time Creator was shut down, then the
system will tell you this.

To start the Egg timer do one of the following:

e  Press the “Eg” button on the button bar
FA7MT 1047 PM 5% |Unaccounted 00:01 | a
""" + EQ LR T [ul R (& |o] F lealcamssal = | 2

LT

e  On the Main window press the Egg Timer Icon

The Egg Timer dialog will be displayed:

Key pad entry
using the mouse.
“d” will delete

| Enter the
I E\Ehﬂfm Un I number of

minutes to set

\— AN the alarm

Checked to \
Button to start

sound alarm "
when complete the egg timer

When you press the “Start” button the dialog will be displayed as an icon with the time being decremented.

Il
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00:23:34

Setting an Alarm

Alarms/Reminders can be set via the following functions:
e List Maker

e Did Today Dialog

e  Button Bar - sets alarm for current task

e Contact Manager can set a Smart Alarm

Set Alarm Window :
Alarm to remind
= et Al : you to travel to
Help — |Early Warning your meeting
T E—— | |before the alarm
iAttend Group meeting every Monday at 2 pm / sounds
Date/Time of Alarm : Early Warning Travel &larm  Prep Alam
D ate Time Davs Hours kins Hours Ming  Daps Hourd Ming
707757 | CT 17 T 1 |
Hepeat Every End tazk Alarm
Dayz Hours Ming Dayz Hours Mins
I L L[ L1 [ ]
[ Except‘weekends [ Advanced
Date/Time of thel L Shef On Calendar Ok
Alarm
Cornrment
Cancel
How often to : ala'"{l“‘ To geta ' I : |
repeat the alarm reminder that the -
J task is complete L Alarm to remind
you to Prepare
for your task
Function Notes
Early Warning This function is useful to give you ample time before an event to do something. It is
useful to set birthday alarms for an early warning of 10 days before the actual alarm so
you have time to get a gift and a card
Travel This allows you to be on time for your meetings by assigning an amount of time to
travel to an appointment.
Prep This allows you to be prepared for meetings by specifying how much time you need to
prepare.
Repeat Every Allows you to set up a repetitive alarm.
Daily Alarm = 1 day
Weekly Alarm = 7 days
Monthly Alarm = 30 days
Yearly Alarm = 365 days
You can set the repetitive alarm by the minute or hour
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End Task This alarm will remind you to finish the task you are working on and give you the
ability to better balance your time

Except This option allows you to set daily alarms which don’t notify you on the weekends

Weekends

Advanced Displays Advanced Alarm Options

Show on The text of the alarm will be displayed on the calendar if this item is checked. If you

Calendar enter Prep, Travel or Early Warning time this field is automatically checked for you.

Comment Will display a comment on the alarm

Viewing Alarms

To view your alarms do one of the following:
e  Click the “A” button on the Button Bar
e Select “Show Upcoming Alarms” from the “Alarms” menu on the Main Window

= Query Upcomming Alarms M
WWhorks
Search: | |
~-DATE/TIME---- AL_TEXT | TASE.
1 FREFARE |Meet John at 3 pm tormmonow
& 781997 2:00:00 P TRAWEL TO Mest John at 3 pra tarmmmanow
3 7481997 20000 P b eet John at 3 pro tommorow
«| | -
| et | | Medv | | Dewe | | Ena | Cancel

Deleting an Alarm
To delete an alarm, select the alarm to delete and click the Delete button on the window.

Turning off alarm sounds
To turn off Alarm sounds press the maximize button on the Button Bar

AT 22T P

BE| + Eaqf Li[Ph{T | U

and the Main window will be displayed
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= Time Creator .391 Alpha <
File Edit Alarms eports Tools Buttons Options Help
T il Em [0.00 | [o.00 |
i ] s [00:44 | [ |
haccounted
— [00: 44 | | |
If Sound On [T &larms OfF |EIEI: 0o | |'| 467 & |

Click the “Sound On” check box off

Turning off Alarms

There are 3 ways to turn off alarms

1) Double click the Date/Time on the Button Bar

2) Click the “Alarm Off” on the Main Window

3) Press the “Alarm Off” button when accepting alarms

Note: any alarm with an early warning, prep or travel will always be displayed even if alarms are turned
off

Accepting Alarms

The Time Creator system will check for expired alarms every 30 seconds. If any alarm has expired the
following dialog will be displayed. Alarms won’t be displayed if you are typing. The system waits for no
typing for 5 seconds before an alarm is displayed.

= Accept Alarm - |-
Help

Clean up you Dezk

Drated/Time of Alam: 7471997 2:37:00 P4
ILARM DELAYED 0 TIMES
FOR YEAR/DAYSHRASAIMS: 0000
ILL REPEAT EVERY YEAR/DAYSHRSAAINS: 04000
ILARK IS SET TO: 7741997 2:37:00 P

‘ Delay 1 Hr. | | Delay 5 min ‘ Delay ‘ Accept || Bemove ‘ Fodify }Alarms ] ‘ Chg Loz
Button Purpose
Delay | Hr Delays the current alarm for 1 hour
Delay 5 min Delays the current alarm for 5 minutes
Delay... Brings up the Delay dialog so you can specify how long to delay the alarm
Accept Starts tracking your time
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Remove Clears the alarm
Modify Allows you to modify the alarm
Alarm Off Shuts off your alarms
Chg Loc Changes the location of the alarm from Home to Work or from Work to Home
Delay Dialog
|= Delay Alarm - |
I~ Delay &larm

Dapz Hours Ming

747397 3:00:46 PM

Aocept a ‘ LCancel

Above window changed!
You can enter how long to delay the alarm.

Alarm specific Buttons

INERTErIEE

View Upcoming Set alarm for
Alarms current task
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View Upcoming Alarms

= Upcoming Alarms v|~
Wwiork
Search: || |
—-DATEATIME - AL_TEXT | TASE,

1 PREPARE | Company meeting at 2pm tormmorow

2 FA1541997 1:45:00 P TRAVEL TO Company meeting at 2pm tormmorow

3 71519597 2:00:00 P Company meeting at 2pm bormmmaroe

4 9111337 12:00:00 P REMINDER |John's birthday

5 97211357 12:00:00 P John's bithday

«| -

| Pt | | Modiy | | Dekete | | Find | o]

Set an alarm for the Active task

7414/97 4:43 P

BE| + Ea|LilPn|T JulrEE]I] F ﬂcaﬁEDﬂMs$;:ﬂ§ﬂ ?

Click the “Al” button to set an alarm for the current task. If your currently playing Solitaire and want to
play it at 8 pm,

Change the time to 8pm and press enter.
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Help
Set alamm for:
Play Solitaire
Date/Time of Alam A Early W arning Travel &larm  Prep Alam
Date Time: | Davs Howrs Ming Hours Mins — Days Hours Ming
CZ2LZ N T e e Y
. Repeat Every End tazk Alarm
| Daps Hours Mins Days Hours Mins
[ Exceptweekends [ Adwvanced
[ Shaow On Calendar
Cancel
| Date of alarm in MM/DD /Y format
Smart Alarms

Short Phone Calls

If a phone call is less than 3 minutes (Note: the task must have the word “phone” or “call” in it) the system
will ask you if you want to set an alarm for the task

Do you want a reminder to do * Call Jeff at 555-1212" again

If you press yes you’ll be presented with the Set Alarm Dialog:

Help
Set alarm for:
Call Jeff at 555-1212
Date/Time of Alam = T | Eaily'wWaring Travel Alam  Prep Alam
Date Time | Daus Hours Minz Hours Mins  Daps Hours Ming
CZ2z200 W T e O e s

. Repeat Eveny End task Alarm
| Days Hours Mins Days Hours Mins

[~ Ezcept'Weekends [ Advanced
[ iShow On Calendar 0Ok

LComment

Alarm will be displayed on you calendar if checked. |
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Chapter 8 Contact Manager/Phone Book

Features

e Keep a list of your contacts

e If you have a modem it can dial the phone for you

e Can store multiple address and phone number for each person
e Can be quickly initiated off of the button bar

e  Can track the time of your phone calls

e Set an alarm to remind you to follow up on a call

Window
Phone List Phone numbers
sorted by name for selected
Contact
Fhao Boo 1 1 - | a
ile Edit Options Help
Search: || Bugineszs [914) 725-0347
SE. Solutions Inc (=@ [914)725-0947
Modity Drop
Location
Deletion Drop ’E Mai
Location 344 Certral Park Awve. i
Suite B-20 -

Scarzdale, MY 10583

4+l

Fix &ddrezs Add Address g

[SEFEEEEFFEFEEEEFEEEEREEEEE] | 1

[ Show
® All C Active C Inactive [ Advanced
\. Button Search
ution earc Address L [Office Address
Selection

Add a contact
Press the “New” Button and the following dialog will be displayed:
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|= Add to Phone Book M
Mame: | |
Tupe &reacode Exch Mumber  Estension
Phone: | | | | |
Type of Addrezs | |
+
Wddress: —
Ol
Cancel
[ +]
Field Description
Name Enter your contacts name here. If you want to see
you contacts in last-name, first-name order then
enter the name in that order “Doe, John”. If you
want to see your list in first-name order, then enter
your contacts as “John Doe”
Phone The phone number goes here
Type This is the type of phone number “Home”, “Work”,
“Office”, “Business”,
Area Code The 3 digit area-code
Exch This is the phone exchange which is the first 3
digits of the 7 digit phone number
Number This is the last 4 digits of the 7 digit phone number
Extension This is a phone extension
Type of Address This is the type of address entered such as “Home”,
“Work”, “Summer”, “E-mail”, “Directions”,
“Family Info”
Address Enter the address or data here

Press the “Ok” button to save or the “Cancel” button to exit.
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Search for contact

Enter the character of the contact you want to search for

Standard window wildcard characters are supported:

“*”_ any character

“?” - 1 character place holder

Examples

*Doe - will position to the first name starting with any characters ending with “Doe”

*Doe* - will positions to the first name starting with any characters, the characters “Doe” and ending with
any characters.

Dial a phone number

To dial a phone number, position to the contact, select the phone number and click the “Dial” button
If you track a task which starts with the word “Call” and has a @ with a number following it, the system
will try to dial the phone number for you.

Tracking time of phone calls

The system will track the time of your phone calls when you press the dial button.

Add additional Phone number to a contact
Click the “Add Number” button and enter the Phone information

Add Additional Address to a contact

This function can also be used to keep directions, Information about a person. Click the “Add Address”
button and enter the address.

Filtering

You can show “All” numbers, “Active” numbers or “Inactive” numbers. To change the setting of a phone
2
number, select “Activate/Deactivate” to change an “Active” number to “Inactive” and vice versa.
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Options

The following options can be set:

= Optio || -

| Help

"Home Phone Options

Area Code
Modem Prefiz [ATOT) |aTDP
Local Call Prefis
Long Distance Prefis - |4

b4 odem Port

1iil

"Work Phone Options
Area Code

b odem Prefis [ATDT]
Local Call Prefis

Long Digtance Prefix

il

M odem Paort
i ‘ Ok ‘ Cancel
Field Value
Area Code Enter your area code
Modem Prefix This allows you to set a Modem prefix use “ATDT”
for tone dialing and “ATDP” for pulse dialing.
Local Call prefix Enter the prefix you must enter to dial a local phone

number

Long Distance Prefix

Enter the prefix you enter to make a long distance
call

Modem Port

Enter the port to which your modem is connected.
Usually a value from 1 - 4.

Modifying data

e To modify the Name or type of phone number, drag the field to the pencil eraser.

The “Modify” dialog will be displayed
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[ Selutions Inc |

Accept

e To modify an address click the “Fix Address” button
e To modify a phone number you must delete the phone number and then add it again.

Deleting data

To delete a name from the phone book, drag the name to the trash can.

The following type of message will be displayed:

fre you sure you want to delete Mame John Doge'

Click “Yes” to delete the item.

Add comment to phone call

Whenever the last task you were tracking has the word , “meeting”, “appointment”, “call” or “phone” the
system will ask you if you want to update the comment

Do you want to update comment for * call joe @ 800 555 1234°

\

= Current Task Comment 'g -

Enter Comment for cument task

Thiz iz a comment

Ok Cancel

You can view the comments on the “Did Today” window. See page 49 for details.
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Chapter 9 Time Tracking

Purpose

To help you keep track of how you spend your time so you can:
e Increase your productivity by identifying and eliminating time wasters

e FEasily generate Time Sheets and Status Reports

e Prevent you from spending too much time on one task
e Help you to balance your time

e Help you to work less by improving your task estimates
Features

e  FEasy to track your time

e Easy to Adjust tracking mistakes

e  Tracking can be semi-automatically performed via accepting alarms

e Tracking can be performed from many places

e FEasy to track interruptions

e Easy to track phone calls

e  The current task you are working on is displayed in the "Button Bar" so you know if you are
accurately tracking your time

Tracking Your Time

List Maker

To track your time via the "List Maker" you must position to the task you want to track and press Ctrl+T.

Button Bar

e You can track an interruption by double clicking the current task field
e Two buttons are already set up to allow time tracking. The “Ms” and the “So” buttons. To add a
button which tracks your time, do the following:
1) Go to the List Maker
2) Turn on “Drag” Mode
Drag the text for a task and drop it onto a button.

Alarms
Click the “Accept” button when an alarm is displayed and that task will be tracked

Contact Manager

Press the “Dial” button to dial a number and the task will be tracked

Did Today

To track from the “Did Today” window, double click an item you want to track you time with or select the
item and click the “Select” button.
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Viewing your tracking data

Did Today

Click the “T” button on the "Button Bar" to view the “Did Today” window. It will show you what you did
today.

Did Today[Unregistered)

| File Help
071597 Tuesday

Search: |

Time Elazped Tazk
M 09:57a 00:00:06 Play Minezweeper

M 05:58a 00:00:04 Play Salitaire
M 09:58a 00:00:05 Play Minezweeper

[c] indicates a comment [ Advanced

‘ Select ‘ Mizzed ‘Erev Dray ‘ﬂe:-:tDa_l,l ‘Egmment ‘ By Date ‘ Alarm ‘ Cloze

-51-




Time Creator User Guide 2.0

Status Reports

= Status Report v |~

—

Uncategorized
|deas I

Run Cancel Back

Correcting/Adjust your time tracking

Replacing the current task

You will typically use the “Replace” function when you’re tracking an interruption and you want to enter
the actual task that you are doing:

e From "List Maker" Select the task you want to track and press Ctrl+R or select “Replace Task” from
the “Tracking” menu

e From “Did Today” Drag a task from one place to the place you want to replace it with

Undoing the current tracking entry

e  From the "Button Bar" click the “U” button
e  From the "Command Window" enter the “U” command
e  From the "Main Window" select “Undo Last Entry” from the “Tracking” menu

Entering a “Missed Task”

e From the "List Maker" select the item you missed tracking and press Ctrl+M or select “Missed Task”
from the “Tracking” menu.
e From “Did Today” select the item you missed tracking and click the “Missed” button or press Alt+M.
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You will then be presented with the “Missed Task” dialog:

= Missed Task o

Flay Solitaire

[ Time or Minutes :
® Minutes
Cl Time '
C Yesterday :

Accept ; | Caricel

Combining two entries into one entry

From the "Did Today" window, you must have the “Advanced” button checked. Select the first task you
want to combine with the second task.

Did Today[Unregistered)

| File Help

071597 Tuesday

Search: |

Time Elazped Tazk

M 09:57a 00:00:06 Play Minesweeper
M 0%:58a 00:00:04 Play Saolitaire
M 09:58a 00:00:05 Play Minezweeper

M 09:59a 00:18:19 Go shopping

[c]indicates a comment

pe &dvanced
Select Mizzed Pres Day Meut Day Commett By Date Alarm Cloze
LCombine Split Undo Lazt Copy Adjust Beplace Cateqorize

Click the “Combine” button and the ? dialog will be displayed:
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= |

Play Minesweeper n |‘|
Play S alitaire 0 |‘|

Ok g | Cancel

Click “Ok” and the time for the two tasks will be combined into one task.

Did Today[Unregistered][Unregistered)

| File Help

071597 Tuesday

Search: |

Time Elasped  Tazk

M 03:57a 00:00:10 Play Minesweesper
M 03:58a 00:00:05 Play Minezweeper
M 09:59a 00:19:24 Go shopping

[c] indicates a commett

Select Mizzed Pres Day Meut Day Commett By Date Alarm Cloze

LCombire Split Undo Lagt Copy Adjuzt Replace Categornize

Adjusting time entries

To Adjust the time entries on "Did Today" select an item and click the “Adjust” button. The “Adjust”
dialog will be displayed. Adjust the times and press Ok.

Splitting one task into two tasks

On the "Did Today" window select a task and press the “Split” button. The task will be split into two
separate tasks with the same description.
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Chapter 10 Resource Monitoring

Purpose

This was originally a function used by Windows 3.1 to monitor the free resources and disk space.
Running low on theses resources could adversely affect the Windows system.

If the resources on Windows 3.1 goes below 10 percent the system beeps and displays a warning.

If the available disk space goes below 5 Mb. the system displays a warning message. This value can be
changed via the “Additional Options” window.
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Chapter 11 Options

You can set various options in Time Creator. The system options allow you to specify which parts of Time
Creator you will use. Select “System Options from the “Options” submenu from the “Tools” menu.

= System Options -] «
Help

Select which Functions you want to use, Press
Help for a descrniption of each function. ou can
always change you mind via Options - System

Options

T ng. [X System Monitoring
¥ List Maker [ Problem Tracking
[@ Button Bar [ Wizual Bazic Tools
[ Alarms ["/Sign On Screen

[® Phone Book

g

Select “Additional Options from the “Options” submenu from the “Tools” menu.

| Help
"Home Phone Options — . [Advanced - Miscelaneous ——————
Area Code I:I LostTimetf arning 22000 Seconds B Tool Help
Maodem Prefi [ATOT] (ATDP Lozt Time Alarm L1258 s n 4, [ Show Calendar at stark up
q ] ; [ Dizplay Seconds
Local Call Prefix Warning when disk 500000 Butes
. . I:I space fallz belaw: - [X Center Messages
Long Distance Frefis [ Suppress Copyright Screen EggTimersound
Modem Part -
[ Eill Program banager at Start up Impartant Alam— (E
rport
‘Work Phone Options ™ ]
Area Code
I:l “Daily Planner Print Optionz |
el S (290 I:I D ailyPlanneFontt ame I:I “Button Bar
-zl el I:I DailyPlanneFontSize I:l ﬁaﬁnﬂt;nused 32000 Days
Long Diztance Prefis Line Lenath
Modem Port . I:I ButtonFontSize
Fage Ler: I:I Buttankultiplier 1.25
Left b argin: I:I
| (] | Cancel
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Option Description
Home Phone Options | See “Options” on page 47 for details
Work Phone Options | See “Options” on page 47 for details

Lost Time Warning

This option allows you to get a warning beep every time the system is busy for
more than the specified number of seconds

Lost Time Alarm

complete this section out!

Warning when disk Causes the system to warn you when you are low on disk space below the

space falls below specified value

Suppress Copyright Check this option to suppress the display of the copyright screen at start up
Screen

Kill Program This option allows you to shut down the “Program Manager” when Time Creator
Manager at Start up starts up. This option is only available to Windows 3.1 users.

Daily Planner Font

Name

Daily Planner Font

Size

Line Length

Page Len

Left Margin

Tool Help Displays or hides the tool help

Show Calendar at The system will display your calendar for you the first time for the day you start
start up Time Creator.

Display Seconds

Changes certain time displays from minutes to seconds

Center Messages

Click off to have Time Creator messages to appear next to wherever the mouse
pointer is located to save you time in click the buttons.

Egg Timer Sound

This is the default sound if the user doesn’t have a sound card

Important Alarm
Sound

Important alarms can have their own sound if there is no sound card or you
haven’t set up the alarm to play a sound

Age out unused
buttons in x days

This allows you to set a number of days for a button to be removed from your
button bar if you’re not using it. These buttons can be restored by the “Restoring
Aged Buttons” function. See page 61 for details. The system defaults to 32,000
days which is 87 years.

Button Font Size

This allows you to change the font on the buttons

Button Multiplier

This allows you to enlarge or reduce the size of the buttons
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Chapter 12 Advanced Functions

The Time Creator system supports some advanced functions. To see and use the advanced functions you
must click on the “Advanced” options.

Button Bar Maintenance

Window

= Button Bar Maintenance[Unregistered] -~
File Help

Button Char: I:I Tool Tips Data: | |

Erograrn to Rur: | | | Browse i
LCurrent Directany: | | Tool Bar d: |Buttu:|n Bar | @
[ oFunction |[None] | E

Last Uzed | | Start Tool Bar: |[N|:|ne] | @

Task to Track: | | | Reset |

Send Key Data: | | | P airtain i

Locatio: |B.;.th | @

window Caption: | |

Window Class: | |
Feminder: |
X Advanced
FIEII | MNew Find | Delete Cloze
Field Purpose
Send Key Data Contains the Id number of the Send Key data to be used. See “Send Key Data” on
page 57.

Maintain Allows you to create a send key routine to associate with a button
Location Supports three locations, “Home”, “Work” or “Both”
Window Caption | Used for the system to detect which window to send data to
Window Class A internal identifier of the window
Reminder Displays the entered text when you click the button on the button bar

Send Key Data

The purpose of "Send Key Data" is to automate repetitive tasks by allowing you to perform them with the
click of a button on the "Button Bar”. What the "Send Key Data" does is send pre-entered key strokes to a
window to perform a function. To set up a send key routine is hard, but once you get the hang of it you’ll
be saving so much time, you’ll never understand how you worked without them.

Steps to creating a "Send Key Data" routine.
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1) Detect a function you perform over and over
2) Write down the key strokes and windows you type into
3) Convert the list of key strokes into a "Send Key Data" routine.

4) Test the routine

5) If the routine isn’t working try adding delays or get smaller pieces of the routine to work

Send Key Command

Function

A-7,0-9

This data will be sent to the Active Window

+, ", %, ~and ()

These keys have special meaning. To specify one of these characters, enclose it in
braces. For example to send the “+” key specify {+}

{BACKSPACE} or | Backspace

{BS} or {BKSP}

{BREAK} Break

{CAPSLOCK} Caps Lock

{CLEAR} Clear

{DELETE} or Del

{DEL}

{DOWN} Down Arrow

{END} End key

{ENTER} or ~ Enter

{ESCAPE} or Esc

{ESC}

{HELP} Help

{HOME} Home

{INSERT} Ins

{LEFT} Left Arrow

{NUMLOCK} Num Lock

{PGDN} Page Down

{PGUP} Page Up

{PRTSC} Print Screen

{RIGHT} Right Arrow

{SCROLLLOCK} Scroll Lock

{TAB} Tab

{UP} Up Arrow

{F1} - {F16} F1-F16

+ Shift key

A Control

% Alt

+(EC) Hold down shift and press E and then C. Use parenthesis with “+, *, %” to hold
down the key while the others are pressed

{LEFT 20} This presses the Left key 20 times. You can enter this repetition factor with any

keys.
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| Help
¢ ]  Depin | |
D ata o Send:

Prampt: | |

window class or Capion: | |

Delete Select Cloze

‘ Get Caphion [retermine Clazs Find Clear Step

Estimate gauge

The system will notify you on how much work you have done based on your estimate. A yellow gauge
will appear behind the task which will indicate the time you’ve spent on the task vs. your estimate. To set
an estimate for a task see “Setting List Options” on page 63. You will also receive a warning if your
estimate has been exceeded and you will be able to enter a comment.

Creating a new button bar
Press the Right Mouse button while over the "Button Bar" and the following pop up menu will appear:

Modify Button

Maintain Sendkeys

Add a button

Delete Button

Button Bar Help

Restore Aged{Deleted Button
Create/Modify Tool Bar

Close Button Bar
Exit

Select “Create/Modify Tool Bar” and the “Define Tool Bar” dialog will be displayed:
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= Define Tool Bar -l a

Id: IZI

M arme: | Button Bar

Azzociated |
Prograrm:

g ‘ COpen ‘ Find Cloze

Closing a Tool bar

You can close a tool bar by activating it and pressing the “Esc” key

Saving a button/Loading a button
Sendkeys
Entering Userid’s and passwords

Button Bar Maintenance Advanced options

------- Advanced-------- This is a button that will give you access to some advanced features

Send Key Data A number representing the “Send keys” to be executed when the button is
pressed

Maintain Button Will display the Send keys form so you can modify the send key routine

Last Used This is the date that the button was last used. This date is also used for aging
of the buttons

Window Caption Used by the Sendkeys to determine which window will get the data

Window Class Used by the Sendkeys to determine which window will get the data

Reminder This will display a reminder for you whenever the button is pressed

Do Function Table

The Do Function field allows you to execute a predefined function which the Button will perform:

Kill Program Manager Adv
List aged buttons Adv
Save clipboard to 'CB' button Adv
Send Description to last active Adv
window
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Send keys from a file Adv
Toggle Between Home and Work | Adv
Unload all forms to save Adv
resources

Button Bar Maintenance fields

Tool Bar Id This is a list of the tool bars on the system. Select the tool bar which the
button will appear on. To add a tool bar see “Creating a new button bar” on

page 59

Do Function This allows the button to execute a special function. See table below for

details. See “Do Function Table” on page 60.

Location Both, Home or Work. This allows you to customize you system for home or

for work or both

Start Tool Bar This allows the button to start up a tool bar

Task To Track This displays the task that will be tracked when the button is pressed

Aging
The Time Creator supports a concept called aging. This function allows you to automatically have buttons

which you haven’t recently used be removed from the button bar. On the options window you can set the
number of days of non-usage to remove the buttons. Note: that the buttons can be restored via the

Options

Help

“"Home Phone Options |
Area Code l:l
Madem Frefix [(ATDT)
Local Call Prefiz l:l
Long Distance Prefi
todem Port
Work Phone Options | 1
Area Code l:l
Maodem Prefis (ATDT) l:l
Lacal Call Prefix l:l
Long Distance Prefix
Modem Paort

“Advanced
LostTime arning

Last Tirne &larm

space falls below:

[ Suppress Copyright Screen

[ Kill Program Manager at Start up

32000 Seconds
L1285 354
‘Wwarning when disk 500000 Bptes

“Daily Planner Print Options
DrailyFlannerFontt ame
DailyFlannerFontSize
Line Length
FPage Len:

Left Margin:

]
[
[l
[
[

Age out_unused 32000

buttons in

“Miscelaneous

[ Tool Help

[ Show Calendar at start up
[ Dizplay Seconds

[X Certer Messages

EggTimerSound
| tant A
Sm|:u0r ant Alarm

ound:

0K

| =

Restoring Aged Buttons
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Moving buttons between Button bars

Importing/Exporting Buttons
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List Maker

Advanced List Maker Window

= v |

_File Edit View Tracking Options Tools Help Scoitz

Ligt Marne::

Text to &dd: | |
ltems [4] | Add |Fin|:| Nextﬂ Delete gMDdif_',_'l Save ﬂ + Dol vl ! - Up Level §| Top | Ingert ﬂ

scellaneaus Trackine
+ Bithdayz and Anniverzanies

:|§ Link, § Ed
3 || < -
Eateéurize g
[X Advanced  Comment pdate Camment |
Thiz iz the List
Setting List Options
= List Options |-
GET]
E stimate Position: | 0 |
E stimate Length: | 0 |

E ztimate Llnit; | | @

b ax List size; ||:| |

I Categores
Categories: ’7 O Yes @ No

Ok g Cancel
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Selecting multiple items

Some functions in the List Maker, can apply to multiple selected items. To select multiple items, press the
left mouse button and drag the mousepointer over the items to select. You can also hold the Ctrl key and
click each item you want to select.
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