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Welcome 1

1 Welcome

1.1 Introduction

Welcome to PhonePad.

PhonePad is a Windows application that is designed to replace the "While You Were Out" telephone
message pads commonly found in offices around the world. Quite often, when you answer someone's
phone, there is never a pen or piece of paper handy to take down the caller's details. And when there is,
it takes time to write down all of the particulars.

What about when someone has taken a phone message for you? Hawe you ever had to try and decipher
the details on the message? Hawe you ever had to try to work out what the phone number is only to find
out that it's a wrong number because the 1 looks like a 7 and you're not sure if that's an 8 or a 9.

Now there's an easier way - PhonePad. With PhonePad, you can quickly take a message for someone
else with a little bit of typing and a few mouse clicks. And if someone has called previously, PhonePad
will automatically fill in some of the details for you.

When you are away from your desk you don't have to return to a pile of telephone message slips spread
all over your desk or stuck all over your PC's monitor. And it means you'll never lose an important
message!

There's also the privacy aspect to consider. Paper telephone messages can be read by anyone - you
may not want other people to see who has been calling you, what their phone numbers are, and what
the messages say. PhonePad keeps all of your messages neatly together in its Inbox that can only be

accessed by you.

PhonePad is ideal for Receptionists. They can take messages for staff and send them to the particular
person's Inbox. Receptionists can also check a user's Inbox.

And PhonePad doesn't need an email system to work. It is totally independent of any messaging
systems. This means that if the email system goes down, PhonePad continues to work. It also means
you don't have to have an email system to use PhonePad. All PhonePad needs is a drive that is shared
between users who want to be able to send phone messages to each other.

If you are a brand new PhonePad user, then there are lots of features for you to explore. But don't worry,
you can use PhonePad as is, or customize it to your preferences.

If you have used previous versions of PhonePad, you will be pleasantly surprised with the new features
PhonePad now has.

In either case, we hope that PhonePad will be a valuable aid to your office and will improve productivity
and efficiency.

Cybercom Software
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2 PhonePad Help

1.2 Version History

Version 4.19  Fixed speed issues and errors on searches.
Fixed text printing errors.
Fixed missing message icons on search results.
Fixed issue with wrong follow up details being displayed when editing or viewing follow
up notes in personal folders.
Fixed issue with custom labels not being displayed in phone messages.
Added warning message when trial period or temporary license has 7 days or less to
go.
Added option for selecting the TAPI device.
Other minor fixes.

Version 4.18  Added option for automatically moving read messages to a personal folder.
Added option to Automatic Message Forwarding to only send Urgent messages.
Added option to the Forward By PhonePad feature (under Automatic Message
Forwarding) to not send Private messages.
Added option to set a default action when double-clicking on PhonePad system tray
icon.
Integrated custom message label editing into PhonePad Admin. Remowed separate
LabelEditor utility.
Changed Address Book so that only administrators can delete all entries.
Added option for disabling confirmation message when phone messages are canceled.
Added status report to PhonePad Admin that shows that status of all messages in each
user's Inbox.
Changed format of trace logs to XML.
Administrators can now view Private folders.
Fixed issue with Follow Up Notes list not clearing when selecting another folder.
Fixed issue with Forward By PhonePad feature (under Automatic Message Forwarding)
not working under some circumstances.
Fixed issue Caller Lookup entries not being deleted when the corresponding Address
Book entry is deleted.
Fixed Subject wrapping issue on some printouts.
Fixed SQL error that occurs when names contain apostrophes.
Fixed encrypted connection issues.
Fixed issue with DBRepair repair log.
Automatically updates local help files if required.
Other minor fixes.

Version 4.17  Added ability to email messages via SMTP.
Configurable authentication methods added.

Version 4.16  Added Caller ID.
Added received call logging.
Added automatic displaying of messages.
Added feature that allows follow up notes to be assigned to another message.
Email Message feature can now use SMTP mail server as well as MAPI.
Fixed issue with follow up notes being assigned to the wrong message.
Fixed issue with new messages sometimes not being displayed in Inbox.
Minor fixes.

Version 4.15  New Follow Up Notes feature allows multiple notes for each message.
New option for sorting message lists.
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Version 4.14

Version 4.13

Version 4.12

Version 4.11

Version 4.10

When forwarding or replying to phone messages, messages now include text from
phone message.

Latest News menu option.

Updated message printing.

Added option for installing help files to local drive.

Speed improvements.

Fixed text overlapping problem during printing.

Fixed issues with moving messages between folders.

Fixed issue with Sidebar icons not working.

Fixed error that occurs when archiving messages within PhonePad (not PhonePad
Admin).

Fixed problem with incremental search not working on caller lookup in new phone
messages.

Added an option to allow message follow ups to be marked as completed even if they're
not marked for follow up.

Minor fixes and improvements.

PhonePad Admin can now import users in one batch via CSV or XML files. This should
make it easier for networks with a lot of users.

New Reports - New statistics reports added to PhonePad Admin.

Added Refresh option to user list in Receptionist mode.

Added Quick Print option for printing messages in a compact format to save paper.
Fixed problem with message area default font not obsening settings in Preferences.
Fixed problem with flash notification option continually flashing.

In Receptionist mode, the search option should search the selected user's Inbox - fixed.
Search not returning all results - bug in search code - fixed.

Fixed problem with PhonePad Admin starting with a blank user list when there was a
database connection error.

Fixed problem with user list in Receptionist mode showing blank entries.

Remowed Logged In status from PhonePad Admin as it is not reliable.

Updated links in SupportCenter.

Fixed problem with sorting in Address Book list where lower case names wouldn't sort
properly.

Fixed problem where double-clicking on the Address Book list wasn't opening an entry
for edit.

User passwords are now masked in PhonePad Admin and administrators are now
required to confirm passwords

Enhanced and improved performance of caller lookup when creating phone messages.
Improved Address Book list, including sorting and incremental searching.

Improved archiving in PhonePad Admin

Changed In-Out Board to allow blank Back At times.

Added new option to Preferences that will scroll the Inbox to the most recent message.

Added shortcuts for Address Book and In-Out Board to the system tray menu.
Added shortcut keys to message TimeStamp option.

AddressBook now remembers window size.

Fixed problem with "Message Sent" message.

Fixed problem "Table not in insert or edit mode" errors.

Minor fixes.

Added option to customize color of messages in Inbox message list.
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Version 4.09

Version 4.08

Version 4.07

Version 4.06

Added ability to send multiple attachments to the Email Message feature.

Added quick phone and text message option to system tray menu.

Fixed problem with "expression" error in message printing

Fixed problem with Access Violations when two message are open simultaneously and
sent.

Added attachment option to the Email Message feature.

Improved performance of DBUpdate by removing repair and optimization
Fixed Access Violation errors with message printing.

Fixed network tuning parameters.

Fixed problem with SMS message sending in MessageSender.

Fixed problem with customized labels in MessageSender.

PhonePad now features Spell Checking, including Live Spelling and AutoCorrect.
Added various SMTP Options to MessageSender preferences.

Added extra MessageSender logging option.

Major upgrade to PhonePad's printing and reporting engine.

When the Subject is changed in a received message, the subject field is now
automatically updated in all Inboxes to match.

Caller details (Name and From) loading can be turned off.

Caller details loading multi-threaded to improve phone message load times.
Search function now supports searching archived messages.

PhonePad now remembers default print settings.

Fixed report in PhonePad.

Fixed report in PhonePad Admin.

Fixed Address Book importing problem.

Various minor fixes.

The phone number lookup window has been improved to allow you to add all phone
numbers for new callers at the time of taking a phone message.

The new SupportCenter utility provides instant and convenient access to all support
resources available to you from one central location. Just one click takes you to
whatever you need.

Added option to prevent messages from being sent if Subject field is blank.

Added option to disable mouse in Recipient List in phone and text messages.
Added user list refresh option to PhonePad Admin.

Added Log SMTP Responses option to MessageSender.

Added SMTP Email Formats to MessageSender.

Added ability to mark messages as Urgent after they have been received.

Added ability to lock Distribution Groups.

F6 key jumps to Subject field in phone and text messages.

Messages that were marked as completed were resetting back to follow up - FIXED.
Fixed reports in PhonePad Admin.

Various minor fixes.

License keys now embedded into PhonePad database.

Added SMS Support for Automatic Message Forwarding..

Added Multiple Email Addresses for Message Forwarding.

SendAgent is now called MessageSender. Numerous changes to user interface and
functionality.

Added message archiving to PhonePad application.

Added message broadcasting to PhonePad Admin.

Added Logout Users option to PhonePad Admin.
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Added Server Announcement facility to DBServer and DBConnect.

Improved message searching.

Changed Caller Info feature to display all details for callers.

Updated License.exe to download license keys from license sener.

Fixed problem with message count in Receptionist Mode.

In Receptionist Mode, all messages would be displayed for a user when PhonePad
starts up - FIXED.

When sending a phone message, it would prompt for which phone number to update,
even though this is set to automatic. - FIXED.

Multiple email addresses had broken Email Sending feature. - FIXED.

ALL button in Recipients selection window occasionally cause an error. If the error
message is hidden, PhonePad appears to have frozen. - FIXED.

Various minor fixes.

Version 4.05  Message list report added to PhonePad Admin. Also added ability to export report in
CSV format.
Popup caller phone window in phone messages has been improved and now allows
phone numbers to be edited.
New subject prefix option added.
Default subject when no subject specified.
Phone message title bar now displays caller's name. This makes it easier to identify
message when you have multiple messages open.
Address Book tabs now filter entries by either caller's name or their organization.
Ok button in phone and text messages has been renamed to Send.
In the Address Book, the Name and From radio buttons now affect the filtering for the
address tabs in addition to incremental searching.
Fixed help file problem caused by Microsoft Security Update 896358. Help file
installation is now configurable.
Fixed system shutdown problem again.
Fixed problem where forwarded phone messages are not included when messages are
emailed.
Fixed problem where double-clicking on a caller in the Caller Lookup window doesn't
select the caller and close the window.
Fixed size of Subject field in numerous places.
Fixed field sorting in personal folders.
Fixed problem with placement of cursor for messages that are being forwarded or
replied to.
Fixed user list problem in Receptionist Mode.
Fixed status bar message count problem in Receptionist Mode.
Various minor fixes.

Version 4.04  New wersion of DBBackup added.
Improved Address Book importing and exporting.
Email phone messages feature added.
Improved In-Out Board.
New License utility added.
Newer Version Check added.
Fixed printing problems.
Fixes double-clicking on messages in Folders.
Standard message printing fixed.
Fixed subject not appearing in Inbox.

Version 4.03  New Receptionist Access security feature added.
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Version 4.02

Version 4.01

Version 4.00

Word, HTML and PDF exporting options added to print preview.

Caller Lookup facility added to phone messages.

New message natification options addedd.

UNC button added to DBConnect.

New AutoComplete option added to Preferences.

Preferences window redesigned.

Date and Time Stamp option added to message area popup menu in phone and text
messages.

Remowed Inbox button from message notification popup (this was redundant
functionality).

Removed MIDAS.DLL dependency from DBRepair (it no longer requires this DLL).
New Prompt to Save When Changed option added to Preferences.

Address Book filtering problem - FIXED.

Check box printing - FIXED.

Message subject not being transferred to personal folders - FIXED.

Miscellanous printing problem resolved.

Fixed problem with checkboxes not being checked in phone message printouts.

Fixed problem with PhonePad not allowing Windows to shutdown when running in
system tray.

Added Subject to phone message printouts.

Changed DBUpdate to use the data directory for temporary file storage during upgrades.

Added automatic addressing option for phone and text messages.

Added option to exclude unused fields for message forwarding (SendAgent).
Added Subject to message forwarding.

Added Subject option to message forwarding.

Added sender's name and email address for message forwarding.

Fixed problem with duplicate recipients.

Fixed printing problem in Remote mode (IR55010259 and IR55010260).

New internal database engine improves speed and data efficiency.

New SenerManager utility for administering and tweaking the PhonePad server
(DBServer).

Optional 128 bit encryption on all communications between PhonePad and DBSener.
Improved compression on PhonePad Internet connections.

Improved Address Book integration with Microsoft Outlook

Added new fields to the Address Book.

Added alphabetical tabs to the Address Book.

Added subject field to phone messages.

Added Show Inbox button to message notification dialog.

Added option to allow all messages to be marked as completed when one of the
recipients completes a follow up.

Added option to allow all message to be marked as read when one of the recipients
reads the message.

Added option to change color of message in Inbox only when follow up has been
completed.

Increased message font size for 4 to a page phone message printouts.

Changed follow up dialog to allow editing of notes after follow up has been completed.
Fixed problem with typed in recipients not being recognized.

Fixed problem with creating multiple phone and text messages simultaneously.
Fixed user list problem in Receptionist mode.

Minor changes to user interface in all modules.
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Version 3.17  Added Hidden option for users added to PhonePad Admin allows users to be excluded
from Receptionist list and recipient lists.
Added centralized preferences.
Added Public folders option.
Added message list sorting for ascending and descending order.
Now remembers sort order for each message list.
Added Inbox message list printing.
Added default font setting options for telephone and text messages.
Added Automatic followup option.
Added Customizable telephone message labels.
Added option to export messages to CSV format for importing into spreadsheets.
Added new Label Editor to provide custom label editing facility.
Remowed Telephone Message Title option from Preferences (this is now done in the
Label Editor).
Fixed problem with maximum users in DBSenver.
Fixed problem with In-Out Board status list. (IR55010204)

Version 3.16  Added option for specifying location of license key file.
Extended email field in Address Book to 80 characters.
Fixed caller updating problem. (IR55010181)
Fixed problem with receptionists not being able to read private messages sent to them.
(IR55010183)
Fixed problem with printing multiple phone messages. (IR55010179)
Updated help.

Version 3.15  Fixed problems with recipient list in messages.
New icons for PhonePad and PhonePad Admin.
New icons for PhonePad toolbar and sidebar.
Replaced system tray message notification icons.
Miscellaneous minor fixes.
Update Installation Manual.
Updated help.

Version 3.14  New options for caller details in Phone Messages. (Feature Request #IR55010100)
"From" field in Phone Messages is how a drop-down list. (Feature Request
#IR55010059)
"Message Deleted" dialog can now be turned off.
New system settings added to DBConnect.
Fixed message printing problem.
Fixed message list refreshing problem after deletions. (IR55010119)
Minor fixes.
Updated help.

Version 3.13  Fixed "frozen application" problem.
Added code to fix errors with users table.
Minor fixes.

Version 3.12  Added ability to customize phone message title.
Added ability to move messages to and from Sent folder. (IR55010095)
Added sener testing facility.
Added manual sorting to In-Out board status list.
Added option to print messages without previewing.

Copyright © Cybercom Software



PhonePad Help

Administrators can now edit and delete Address Book entries created by other users.
(IR55010098)

Personal folders could not be deleted - fixed. (IR55010094)

Updated message details don't appear in Inbox list - fixed. (IR55010097)

Error when setting follow up status of messages - fixed. (IR55010096)

Minor fixes.

Version 3.11  Newicon for PhonePad.
When replying to messages, message field is now automatically focused. Feature
Request #IR55010073.
Search function fixed. (IR55010043)
Error when exporting messages - fixed. (IR55010048)
Unknown recipients when addressing messages - fixed. (IR55010049, IR55010068,
IR55010070)
New text message retains message contents after replying to a previous text
message - fixed. (IR55010067)

Version 3.10  Changed all help files to HTML Help format.
New DBRepair 2.00 replaces old DBRepair utility.
Added SMTP support to SendAgent.
Updated DBBackup support files.
PhonePad now shuts down if connection to sener is lost. (IR55010024)
Moving messages problem fixed. (IR55010028)
Data update error fixed. (IR55010027)
Fixed problem with spaces in recipient's names. (IR55010021)
Fixed problem with flashing notification. (IR55010032)
Minor fixes.

Version 3.09  Added two new options for received messages in Preferences:
- Allow/disallow editing of received messages.
- Allow/disallow changing of caller details for received messages.
Fixed problem with Caller Time Lookup feature.
Added message receipts..
Added mouse support to drop-down recipient list.
Added message editing for received text messages.
Fixed message sorting in personal folders message list.

Version 3.08  Added Recipient Lookup List to phone and text messages.
Added Private Messages option to phone and text messages.
Added Folder Manager for managing personal folders.
Added new database verification and locating features to DBConnect.
Fixed PhonePad and Inbox shutdown problem.
Minor changes and bug fixes.
Minor database changes.

Version 3.07 In-Out Board: Window can now be resized.
In-Out Board: Remembers window position and size.
In-Out Board: Remembers column widths in status list.
In-Out Board: Users now sorted in alphabetical order.
In-Out Board: Optional log file.
In-Out Board: Columns can be sorted by clicking column headings.
DBSener: Fixed problem with remote login when setting up sener.
Help files updated.
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Version 3.06

Version 3.05

Version 3.04

Version 3.03

Version 3.02

Version 3.01

Version 3.00

Version 2.20

Increased size of email field in Address Book.

Added configurable system settings in DBConnect.

Changes to improve robustness.

Fixed problem with database shutdown feature where PhonePad is installed on
individual workstations.

Fixed Run on Startup problem - it couldn't be turned off.

Changes to repair process in PPAdmin and DBRepair.

Upgrade of internal database engine.

Messages can be marked as completed without the need to mark them for follow up
first.

When exporting messages, follow up notes are now included.

Notes can be added directly to message text for received messages.

The In-Out Board can now be started minimized and can also run from the system tray.

Added <ctrl-tab> shortcut to Phone Message window (allows you to tab out of the
message area).

Added new option to Preferences for Receptionist mode for receiving notification of new
messages for other users.

Added new In-Out Board for checking availability of staff.

Added new options to Preferences for In-Out Board.

Changed Run on Startup option under Preferences. This option can now be enabled/
disabled easily.

Due to a bug in a 3rd party component, Receptionist mode was broken in 3.02. This
has been fixed in this release.

Fixed Windows shutdown problem.
Fixed taskbar notification problem.
Fixed Inbox switching problem in Receptionist mode.

Changes in PhonePad broke SendAgent - fixed.
Notification not working correctly - fixed.

Fixed 8708 database error.

Added INI file option to specify location of license key file.
Minor fixes.

Added multiple message capability.

Added remote network (client/server) functionality.
Added message exporting.

Improved Address Book exporting.

Added phone number lookup for phone messages.
Text messages can now be resized.

Added Distribution Groups.

Added selectable phone number updating.

Added new options to Preferences.

Updated database engine.

Added new licensing system.

Added system information.

Changes made to improve performance on some networks.

Copyright © Cybercom Software



10

PhonePad Help

Version 2.19

Version 2.18

Version 2.17

Version 2.16

Version 2.15

Version 2.14

Version 2.13

Version 2.12

Version 2.11

Changed inbox checking so that message delivery is now immediate.
Added Inbox message filtering.

Added sorting to Address Book.

Added incremental searching to Address Book.

Added printing for follow ups.

Set database connection polling to off as default.

Added database connection polling option to PhonePad Admin.
Fixed archiving problem in PhonePad Admin.

Fixed user deleting problem in PhonePad Admin.

Fixed Inbox selection problem.

Fixed license information in PhonePad Admin About box.

Fixed message text problem when printing phone messages one-to-a-page.

Maintenance release.
Fixed Access Violation and lllegal Operation problems with systems running in Large
Fonts mode.

Maintenance release.
Added INI file option to disable database polling feature.
Added new DBConnection utility.

New Multiple Recipient support.
Added database connection polling.
NewCaller Time Lookup.

Sortable message lists.

Improved printing options

Fixed notification bug.

Minor bug fixes.

Maintenance release. New versions of PhonePad, PhonePad Admin, SendAgent and
DBUpdate.

Upgrade of internal database engine.

Minor bug fixes.

Maintenance release. New versions of PhonePad Admin and DBUpdate.

New DBUpdate automatically handles the creation and updating of the PhonePad
database.

New DBBackup helps you protect your data by providing a way for you to backup your
data regularly.

New search feature.

Added notes for completed calls.

Move messages to the Inbox.

Customisable font size for message form controls.
Enter key acts like tab key when creating messages.
Additional Address Book fields.

Fix deletion problem.

Minor bug fixes and improvements.

All bug fixes were in the Receptionist Mode:
- User list didn't display any names in \2.10. This was due to a bug with a 3rd party
component we use. It sometimes drops properties at compile time. FIXED.
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Version 2.10

Version 2.09

Version 2.08

Version 2.07

Version 2.06

Version 2.05

Version 2.04

Version 2.03

Version 2.02

Version 2.01

Version 2.00

- User list displayed when viewing Sent box or personal folders - disabled this to avoid
confusion.

- Unable to delete other user's Inbox messages. FIXED.

Minor bug fixes.

Added text messages. Added forward and reply. Added message follow up. Added
personal folders. Added new status icons. Added automatic message forwarding.
Added message color options. Added message ID options. Added Inbox switching.
Added instant message checking. Added prompt when updating callers. Added new
printing options for phone and text messages. Added new error handling system. Added
editable date and time fields to phone messages. Updated print engine. Fixed bug that
brought main window forward whenewer Inbox was checked. Fixed notification message
so that it is topmost window on desktop. Some other minor enhancements and bug
fixes.

Fixed problem with message preview and printing. On some systems, message would
appear as black blobs when previewed or printed. Updated print engine.

Improved printing. Added multiple message printing. Added multiple message deleting.
Fixed problem with page options on message printing. Added database location
selection to PhonePad Admin.

Added Importing option. Added popup message when new messages are received.
Fixed a minor bug with message status updating that caused a database engine error.
Added code to fix appearance when using Large Fonts.

Added phone number dialing. Fixed some minor bugs.

Added the notification sound option. Fixed some minor bugs.

Added startup options.

Added color coding for messages. Archiving facility added to PhonePad Admin.
Added new Receptionist Mode.

Fixed a problem with evaluation periods expiring prematurely.

Initial release.

1.3 What's New
1.3.1 What's New in Version 2.01

Welcome to PhonePad v2.01.

PhonePad has the following new features and enhancements:

e Improved Inbox. Icons indicate message priority and status.
e Improved Navigation. New sidebar makes it easier to access PhonePad's many features.
e New Sent Folder. Keep a copy of all messages you have sent.
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1.3.2

133

e New Login Options. Login using your Windows username or username and password.

e Address Book. Replaces Frequent Callers facility. Has improved editing facilities and privacy
options.

e Message Notification. Beeps and window flashing alert you when new messages are received.

e New Look Messages. Messages now have a paper-based look.

e Rich Text Formatted Messages. Message text can have different fonts, styles, colors and sizes,
etc.

e Improved Message Printing. Printed messages mimic paper based message pads.

e New PhonePad Administration Utility. Improved administration options for administrators.

For more information, read the Introduction to PhonePad.

We are already working on the next version so there are plenty of more new features and enhancements
to comel!!

What's New in Version 2.02

Welcome to PhonePad v2.02.

PhonePad has the following new features and enhancements:

e Receptionist Mode. The new Receptionist mode allows specific users to check the Inboxes of
other users.

For more information, read the Introduction to PhonePad.

We are already working on the next version so there are plenty of more new features and enhancements
to come!!

What's New in Version 2.03

Welcome to PhonePad v2.03.

PhonePad has the following new features and enhancements:

e Message Color Coding. Messages that appear in the Inbox and Sent Folder are now color-coded,
making it easy to quickly identify the status of each message.

For more information, read the Introduction to PhonePad.

We are already working on the next version so there are plenty of more new features and enhancements
to comel!!
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1.3.4 What's New in Version 2.04

Welcome to PhonePad v2.04.

PhonePad has the following new startup options:

¢ Run from System Tray. You can now configure PhonePad to run from the system tray.
¢ Run on Windows Startup. This option will run PhonePad every time Windows starts.

¢ Run Minimized. You can havwe PhonePad automatically minimize whenewer it is started.

For more information, read the Introduction to PhonePad.

We are already working on the next version so there are plenty of more new features and enhancements
to come!!

1.35 What's New in Version 2.05

Welcome to PhonePad v2.05.

PhonePad has the following new startup options:

e Audible Notification. PhonePad can now play a sound of your choice whenever new messages
are received in your Inbox..

For more information, read the Introduction to PhonePad.

We are already working on the next version so there are plenty of more new features and enhancements
to comel!!

1.3.6 What's New in Version 2.06

Welcome to PhonePad v2.06.

PhonePad has the following new startup options:
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1.3.7

1.3.8

e Phone Dialing. If you have a modem attached to your computer, PhonePad can dial the phone
number in a telephone message for you. See Dialing Phone Numbers.

For more information, read the Introduction to PhonePad.

We are already working on the next version so there are plenty of more new features and enhancements
to comel!!

What's New in Version 2.07

Welcome to PhonePad v2.07.

PhonePad has the following new startup options:

e Address Book Importing. Import Address Book entries from a comma delimited text file or
Microsoft Outlook. See Importing Address Book Entries.

e Popup Message. Displays a popup message whenever new messages are received. See
Preferences.

For more information, read the Introduction to PhonePad.

We are already working on the next version so there are plenty of more new features and enhancements
to come!!

What's New in Version 2.08

Welcome to PhonePad v2.08.

PhonePad has the following new startup options:

e Improved Printing. You can now print just one message or multiple messages.
e Message Deletion. Multiple messages can be deleted simultaneously.

For more information, read the Introduction to PhonePad.

We are already working on the next version so there are plenty of more new features and enhancements
to comel!!
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1.3.9 What's New in Version 2.09

Welcome to PhonePad v2.09.

PhonePad has the following new startup options:

e Fixed a problem with message previewing and printing. On some systems, message would appear
as black blobs when previewing or printing..

For more information, read the Introduction to PhonePad.

We are already working on the next version so there are plenty of more new features and enhancements
to comel!!

1.3.10 What's New in Version 2.10

Welcome to PhonePad v2.10.

PhonePad has the following new features:

e Text Messages. In addition to sending phone messages, you can now send quick messages to
other users.

e Forward and Reply. Forward messages to someone else or reply to messages you have received.
This applies to phone messages as well as the new text messages.

e Follow Up Messages. Mark messages to be followed up, and mark them as completed when they
have been done.

e Personal Folders. Create personal folders for storing your messages. Move messages between
folders.

e New Status Icons. New status icons have been added to indicate message status, message type,
and follow up status.

e Message Forwarding. Have messages forwarded to an email address when you are out of the
office. New SendAgent automatically handles this.

* Message Color. Customize message color to suit your preferences.

e Message ID. Optionally display the Message ID on screen and in messages.

e Switch to Inbox Option. Set PhonePad to automatically switch to the Inbox whenever new
messages are received.

¢ Instant Message Checking. You can now set the Inbox to receive messages \irtually as soon as
they are sent.

e Prompt When Updating Callers. In addition to being optionally prompted when adding new callers
to the Address Book, you can now have PhonePad prompt you before updating caller entries.

e New Printing Options. Telephone messages can either be printed one-to-a-page or four-to-a-page.

e Editable Date and Time. The date and time in phone messages can now be edited.

For more information about PhonePad, read the Introduction to PhonePad.

We are already working on the next version so there are plenty of more new features and enhancements
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1.3.12

1.3.13

1.3.14

to come!! Keep your suggestions and ideas coming!!!

What's New in Version 2.11

Welcome to PhonePad v2.11.

Refer to Version History for a list of bug fixes.
For more information about PhonePad, read the Introduction to PhonePad.

We are already working on the next version so there are plenty of more new features and enhancements
to come!! Keep your suggestions and ideas coming!!!

What's New in Version 2.12
Welcome to PhonePad v2.12.

PhonePad has the following new features:

Searching. Search for messages in the Inbox.

Returned Call Notes. Add notes when you return calls.

Move Messages to Inbox. Messages can now be moved from personal folders back to the Inbox.
Expanded Address Book. The Address Book now has a lot more fields for your caller information.

For more information about PhonePad, read the Introduction to PhonePad.

We are already working on the next version so there are plenty of more new features and enhancements
to come!! Keep your suggestions and ideas coming!!!

What's New in Version 2.13
Welcome to PhonePad v2.13.

PhonePad has the following new features:

e New DBUpdate makes creating and updating the PhonePad database quick and easy.

For more information about PhonePad, read the Introduction to PhonePad.

We are already working on the next version so there are plenty of more new features and enhancements
to come!! Keep your suggestions and ideas coming!!!

What's New in Version 2.14
Welcome to PhonePad v2.14.

PhonePad has the following new features:
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e Maintenance release.

For more information about PhonePad, read the Introduction to PhonePad.

We are already working on the next version so there are plenty of more new features and enhancements
to come!! Keep your suggestions and ideas coming!!!

1.3.15 What's New in Version 2.15
Welcome to PhonePad v2.15.

PhonePad has the following new features:

e Maintenance release.

For more information about PhonePad, read the Introduction to PhonePad.

We are already working on the next version so there are plenty of more new features and enhancements
to come!! Keep your suggestions and ideas coming!!!

1.3.16 What's New in Version 2.16
Welcome to PhonePad v2.16.

PhonePad has the following new features:

e Multiple Recipient Support. Now you can send messages to more than one recipient. Essential
for those important messages to make sure they get through to someone.

e Caller Time Lookup. Find out what time it is in the caller's location before you call them.

e Sortable Message Lists. Now you can sort messages in the Inbox, Sent folder, etc. Just click on
the column heading to sort.

e Database Connection Polling. Helps overcome data connection problems on networks with
transient drive connections.

e Improved Printing Options. New options for printing phone messages.

e Expanded Address Book. The Address Book has been expanded to allow you to store more
information about each caller.

e Plus many minor improvements.

For more information about PhonePad, read the Introduction to PhonePad.

We are already working on the next version so there are plenty of more new features and enhancements
to come!! Keep your suggestions and ideas coming!!!

1.3.17 What's New in Version 2.17
Welcome to PhonePad v2.17.

PhonePad has the following new features:
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1.3.18

1.3.19

e Database Polling Override. Added setting to PHONEPAD.INI to allow database polling to be
turned off..

For more information about PhonePad, read the Introduction to PhonePad.

We are already working on the next version so there are plenty of more new features and enhancements
to come!! Keep your suggestions and ideas coming!!!

What's New in Version 2.18
Welcome to PhonePad v2.18.

PhonePad has the following new features:

e Maintenance release..

For more information about PhonePad, read the Introduction to PhonePad.

We are already working on the next version so there are plenty of more new features and enhancements
to come!! Keep your suggestions and ideas coming!!!

What's New in Version 2.19

Welcome to PhonePad v2.19.

PhonePad has the following new features:

e Immediate Inbox Checking. You might notice that the Inbox checking option is missing under
Preferences. With this release there is no need to specify the frequency of message checking - it is
now virtually immediate.

e Inbox Message Filtering. You can now get the Inbox to show you only the messages you want.
Filter messages by All Messages, Unread Messages, Read Messages, Uncompleted Followups,
Completed Followups, Urgent, Phone Messages and Text Messages.

e Sortable Address Book list. Columns can now be sorted in the Address Book by clicking on the
column headings.

e Incremental searching in Address Book. A new incremental searchfeature allows you to quickly
find the information for a caller.

e Followup Notes Printing. You can now print the notes to followups that have been completed (this
is only a basic printing facility at the moment - we intend to improwve this).

Changes and bug fixes:

e Database connection polling is now off by default. To enable this feature, run PhonePad Admin and
select Database Connection Polling from the Tools menu. If you have PhonePad installed on
individual workstations, you will need to copy the PHONEPAD.INI file to each of these workstations.

e Inbox selection problem - fixed.

For more information about PhonePad, read the Introduction to PhonePad.
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We are already working on the next version so there are plenty of more new features and enhancements
to come!! Keep your suggestions and ideas coming!!!

1.3.20 What's New in Version 3.00

Welcome to PhonePad v3.00.

PhonePad has the following new features:

e Multiple Messages. You can now create and view multiple messages simultaneously. No need to
close a message before creating a message or viewing another one. You can have them all open at
the same time.

¢ New Connection Modes. Now PhonePad can be used in three connection modes. PhonePad can
be run across peer-to-peer networks, local area networks (LANS), wide area networks (WANSs), and
the Internet. You can even check your messages from home! A PhonePad Seneer is included for
the remote modes.

e Distribution Groups. If you regularly send messages to the same people, you can now set up
Distribution Groups. Send a message to a group and everyone in the group will receive the
message.

e Improved Address Book Exporting. You can now specify the fields you want to export and the
format to use. See Exporting the Address Book for more information.

e Message Exporting. This new feature allows you to export your messages to text files for storing.

e Selectable Phone Numbersin Messages. Each caller can hawve four different phone numbers.
Now you can now select the appropriate number for the caller from a popup list.

e Selectable Phone Number Updating. You can choose to select which phone number is
automatically updated when the caller's number changes.

e New Preferences. Seweral new user preferences give you even more flexibility.

e New Utilites. A bunch of new utilities are included to assist you with setting up and maintaining
your PhonePad system. See What's Included with PhonePad for more information.

¢ Plus many minor changes to make PhonePad easier to use.

There may have been additional changes since this help file was compiled. Check Readme.rtf for the
latest changes.

1.3.21 What's New in Version 3.01

Welcome to PhonePad v3.01.

There are no new features in this release. The following problems have been fixed:

e Changes in PhonePad broke SendAgent - fixed.

¢ Notification not working correctly - fixed.

e Fixed 8708 database error.

e Added INI file option to specify location of license key file.
e Minor fixes.

There may have been additional changes since this help file was compiled. Check Readme.rtf for the
latest changes.
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1.3.22

1.3.23

1.3.24

1.3.25

What's New in Version 3.02

Welcome to PhonePad v3.02.

There are no new features in this release. The following problems have been fixed:
e Fixed Windows shutdown problem.

e Fixed taskbar notification problem.
e Fixed Inbox switching problem in Receptionist mode.

There may have been additional changes since this help file was compiled. Check Readme.rtf for the
latest changes.

What's New in Version 3.03

Welcome to PhonePad v3.03.

There are no new features in this release. The following problems have been fixed:

e Fixed problem with user list in Receptionist mode (this was caused by a bug in a 3rd party
component).

There may have been additional changes since this help file was compiled. Check Readme.rtf for the
latest changes.

What's New in Version 3.04

Welcome to PhonePad v3.04.

PhonePad has the following new features:

e New In-Out Board. Keep track of staff with the In-Out Board now included with PhonePad.

e In-Out Board Options. Options for In-Out Board have been added to Preferences.

e Keyboard Shortcut for Phone Messages. Use <ctrl> <tab> to tab out of the message area when
creating phone messages.

e Message Notification for Other Users. An option has been added to preferences that allows you
to switch message notification for other users on or off (Receptionist mode only).

There may have been additional changes since this help file was compiled. Check Readme.rtf for the
latest changes.

What's New in Version 3.05

Welcome to PhonePad v3.05.

PhonePad has the following new features:

e New In-Out Board Settings. Additional preferences have been added for the In-Out Board: close
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when PhonePad closes, run from the system tray, start minimized.

e Follow Up Messages. Messages can now be marked as completed without the need to mark
them for follow up first.

e Message Exporting. When exporting messages, follow up notes are now included.

e Message Editing. Notes can now be added directly to message text after they have been received.

There may have been additional changes since this help file was compiled. Check Readme.rtf for the
latest changes.

1.3.26 What's New in Version 3.06

Welcome to PhonePad v3.06.

There are no new features in this release. The following changes have been made to PhonePad:

¢ The size of the email field in the Address Book has been increased to allow for large email addresses.
System setting options have been added to DBConnect to allow fine tuning on networks experiencing
speed and other problems.

Improvements made to help improve robustness and reduce incidents of data corruption.

Fixed PhonePad database shutdown option in PhonePad Admin.

Fixed Run on Startup option in PhonePad Preferences.

Changes made to repair process in DBRepair and PhonePad Admin.

PhonePad's internal database engine upgraded to latest version.

There may have been additional changes since this help file was compiled. Check Readme.rtf for the
latest changes.

1.3.27 What's New in Version 3.07

Welcome to PhonePad v3.07.

The following new features have been added to the PhonePad system in this release:

¢ |In-Out Board:

Main window can now be resized.

Main window remembers window size and position.

Status list remembers column widths.

Status list columns can be sorted by clicking on column heading.
User names now sorted in alphabetical order by default.

Optional log file can log user status changes.

- v v v v v

e DBServer. Fixed problem with remote login problem when setting up sener.
¢ Help files have been updated.

There may have been additional changes since this help file was compiled. Check Readme.rtf for the
latest changes.
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1.3.28

1.3.29

1.3.30

What's New in Version 3.08

Welcome to PhonePad v3.08.

The following new features have been added to the PhonePad system in this release:

e Recipient Lookup List. The new recipient lookup list provides a drop-down incremental search
facility that provides a way to quickly select users to send phone and text messages to.

e Private Messages. Now phone and text messages can be marked as private. This means only the
sender and recipients can read the messages. Not even a receptionist can read them (unless they
are either the sender or a recipient).

e Folder Manager. The new Folder Manager makes it easy to create and manage personal folders.

e Database Verification and Location. DBConnect has a new feature that allows you to verify that
the selected directory contains the PhonePad database, and a search feature that finds the database
location for you.

The following fixes are included in this release:

e The notorious shutdown problem has been fixed.
e Minor bug fixes.

There may have been additional changes since this help file was compiled. Check Readme.rtf for the
latest changes.

What's New in Version 3.09

Welcome to PhonePad v3.09.

The following new features have been added to the PhonePad system in this release:

* Message Receipts. Now you can be notified when recipients have read a message with new
message receipts.

¢ Text Message Editing. Like phone messages, now received text messages can also be edited.

e Phone Message Caller Editing. Caller details can now be changed for received phone messages.

* New Optionsin Preferences. New options allow enabling/disabling of message and caller details
editing in received messages.

The following changes/fixes are included in this release:

¢ Fixed problem with Caller Time Lookup feature.
¢ Added mouse support for drop-down recipient list.
e Sorting of messages in personal folders list now works.

There may have been additional changes since this help file was compiled. Check Readme.rtf for the
latest changes.

What's New in Version 3.10

Welcome to PhonePad v3.10.
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1.3.32

The following new features have been added to the PhonePad system in this release:

e New DBRepair 2.00. New and improved DBRepair 2 for maintaining your PhonePad database.

e SendAgent SMTP Support. SendAgent now supports the Simple Mail Transport Protocol
(SMTP), allowing messages to be forwarded via your SMTP sener or MAPI.

e HTML Help. All help files have been conwerted to the easier-to-use HTML Help format.

The following changes/fixes are included in this release:

e Updated DBBackup support files.

e PhonePad now shuts down if connection to sener is lost. (IR55010024)
e Moving messages problem fixed. (IR55010028)

e Data update error fixed. (IR55010027)

¢ Fixed problem with spaces in recipient's names. (IR55010021)

¢ Fixed problem with flashing notification. (IR55010032)

* Minor fixes.

e Updated Installation manual.

There may have been additional changes since this help file was compiled. Check Readme.rtf for the
latest changes.

What's New in Version 3.11

Welcome to PhonePad v3.11.

The following new features have been added to the PhonePad system in this release:
No new features.
The following changes/fixes are included in this release:

* New icon for PhonePad.

When replying to messages, message field is automatically focused. Feature Request
#IR55010073.

Search function fixed. (IR55010043)

Error when exporting messages - fixed. (IR55010048)

Unknown recipients when addressing messages - fixed. (IR55010049, IR55010068, IR55010070)
New text message retains message contents after replying to a previous text message - fixed.
(IR55010067)

There may have been additional changes since this help file was compiled. Check Readme.rtf for the
latest changes.

What's New in Version 3.12

Welcome to PhonePad v3.12.

The following new features have been added to the PhonePad system in this release:
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e Customizable Phone Message Title. The phone message title can now be changed from While
You Were Out to whatever you like, eg. Phone Message.

e Message Moving for Sent Folder. Messages can now be moved to and from the Sent folder.
(Feature Request #IR55010095)

e Server Testing. DBConnect can now test the connection between PhonePad and the PhonePad
sener for those setting up PhonePad to run in remote mode (across LANs, WANSs or the Internet).

¢ In-Out Board Sorting. The status list in the In-Out Board can now be manually sorted, ie. you can
drag n' drop the position of each user in the list and it will remember the order.

e Print Without Preview. When printing messages, you now have the choice of printing without
displaying a preview.

The following changes have been made in this release:

e Administrators can now edit and delete Address Book entries created by other users. (Feature
Request #IR55010098)

The following problems have been fixed in this release:

Personal folders could not be deleted - fixed. (IR55010094)

Updated message details don't appear in Inbox list - fixed. (IR55010097)

Error when setting follow up status of messages - fixed. (IR55010096)
Minor fixes.

There may have been additional changes since this help file was compiled. Check Readme.rtf for the
latest changes.

1.3.33 What's New in Version 3.13

Welcome to PhonePad v3.13.

e Some users were receiving a message that PhonePad was frozen. This error was misleading - it was
generally caused by a slow response from busy networks. This has been corrected.
¢ Minor fixes.

1.3.34 What's New in Version 3.14

Welcome to PhonePad v3.14.

This version of PhonePad includes the following changes:

¢ New options for caller details in Phone Messages. (Feature Request #IR55010100)
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"From" field in Phone Messages is nhow a drop-down list. (Feature Request #IR55010059)
"Message Deleted" dialog can now be turned off.

New system settings added to DBConnect.

Fixed message printing problem.

Fixed message list refreshing problem after deletions. (IR55010119)

Minor fixes.

Updated help.

1.3.35 What's New in Version 3.15

Welcome to PhonePad v3.15.

This version of PhonePad includes the following changes:

Fixed problems with recipient list in messages.
New icons for PhonePad and PhonePad Admin.
New icons for PhonePad toolbar and sidebar.
Replaced system tray message notification icons.
Miscellaneous minor fixes.

Update Installation Manual.

Updated help.

1.3.36 What's New in Version 3.16

Welcome to PhonePad v3.16.

The following new features have been added to the PhonePad system in this release:

e License Key File - You can now specify the location of the PhonePad license key file in DBConnect.
This means that you can store the license key in a more conwvenient location if required. Also includes
a facility for checking your license key.

This version of PhonePad includes the following changes:

e Extended email field in Address Book to 80 characters.

The following problems have been fixed in this release:

¢ Fixed caller updating. (IR55010181)

¢ Fixed problem with receptionists not being able to read private messages sent to them. (IR55010183)

¢ Fixed problem with printing multiple phone messages. (IR55010179)
e Updated help.

1.3.37 What's New in Version 3.17

Welcome to PhonePad v3.17.
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The following new features have been added to the PhonePad system in this release:

Exclude Users from Recipient Lists - Users can now be excluded from the Receptionist list and
recipient lists.

Public Folders - Personal folders can now be made public, allowing them to be shared between
users.

Sortable Message Lists - Message lists can now be sorted in both ascending and descending
order. PhonePad remembers the sort order for each list.

Inbox Message List Printing - The Inbox message list can now be printed out.

Default Message Font Settings - You can now set default font types and sizes for the message
area of telephone and text messages.

Automatic Follow Ups - Telephone messages can be set to automatically be followed up.
Customizable Phone Message Labels - Some of the labels in telephone messages can now be
customized.

Export Messages to CSV Format - A new export option allows phone and text messages to be
exported in CSV format for importing into spreadsheets.

Centralized Preferences - Centralized settings can be created that are accessed by all users.
They can also be locked so the settings can't be changed.

This version of PhonePad includes the following changes:

The Phone Message Title option has been removed from Preferences. Please use the new Label
Editor to customize your phone message title. Click here for more information.

The following problems have been fixed in this release:

Fixed problem with In-Out Board status list. (IR55010204)
Fixed problem with maximum users in DBSenver.

Minor fixes.

Updated help.

1.3.38 What's New in Version 4.00

Welcome to PhonePad v4.00.

The following new features have been added to the PhonePad system in this release:

New internal database engine - PhonePad's new internal database engine improves speed and
reliability. This will also allow the addition of some exciting new features in upcoming releases.
128 Bit Encryption - LAN, WAN and Internet connections can now be encrypted using Blowfish
encryption.

Improved Data Compression - User definable data compression to improve response times over
the Internet or network.

New ServerManager utility - New utility allows configuration and management of remote
connections and the PhonePad senver.

Expanded Address Book - A large number of new fields have been added to the Address Book for
storing more information. Alphabetical tabs have also been added.

User-configurable Address Book list - You can now specify which fields to display in the Address
Book list.

Improved integration with Microsoft Outlook™ - Importing from Outlook has been improved.
You can now also export data to Outlook, allowing you to add new contacts or update existing
ones. Includes the ability to specify which fields to update.
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Subject Field In Phone Messages - Telephone messages now have a subject field.

Show Inbox button - The message notification dialog now has a Show Inbox button, enabling you
to instantly switch to the Inbox when a hew message arrives.

Improved User Deletion - There are three options available when deleting users.

New Look User Interface - The user interface has been updated in all modules.

Plus more...

This version of PhonePad includes the following changes:

¢ Added option to allow all messages to be marked as completed when one of the recipients
completes a follow up.

Added option to allow all message to be marked as read when one of the recipients reads the
message.

Added option to change color of message in Inbox only when follow up has been completed.
Increased message font size for 4 to a page phone message printouts.

Changed follow up dialog to allow editing of notes after follow up has been completed.

Added date and time stamp for followup notes.

The following problems have been fixed in this release:
¢ Fixed problem with typed in recipients not being recognized.

¢ Fixed problem with creating multiple phone and text messages simultaneously.
¢ Fixed user list problem in Receptionist mode.

1.3.39 What's New in Version 4.01

Welcome to PhonePad v4.01.

The following new features have been added to the PhonePad system in this release:
e Automatic message addressing (AutoAddress) - The new AutoAddress feature allows you to
specify default recipients for phone and text messages.
* New featuresin SendAgent - You can now specify the sender's name and email address, as well
as the subject.
This version of PhonePad includes the following changes:
¢ Added Subject field to message forwarding.

The following problems have been fixed in this release:

¢ Fixed problem with duplicate recipients.
¢ Fixed printing problem in Remote mode (IR55010259 and IR55010260).
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1.3.40 What's New in Version 4.02

Welcome to PhonePad v4.02.

This version of PhonePad includes the following changes:

Fixed problem with checkboxes not being checked in phone message printouts.

Fixed problem with PhonePad not allowing Windows to shutdown when running in system tray.
Added Subject to phone message printouts.

Changed DBUpdate to use the data directory for temporary file storage during upgrades.

1.3.41 What's New in Version 4.03

Welcome to PhonePad v4.03.

The following new features have been added to the PhonePad system in this release:

Receptionist Access - Receptionists no longer get automatic access to all Inboxes. This new
feature allows you to specify which Inboxes receptionists can access. Refer to the PhonePad
Admin module for more information.

Message Exporting - New export options have been added to the print preview window, allowing
you to export messages to Word, HTML and PDF files.

Caller Lookup - When composing phone messages, you can now popup the new Caller Lookup
window that shows all contacts in your PhonePad Address Book This allows you to ensure you
select the correct caller when there are similar or identical names.

New Message Notification Options - New Popup Balloon and Alert Window expand the range of
message notification options available to you.

This version of PhonePad includes the following changes:

DBConnect has a new UNC button to convert the data directory to a UNC path.
New AutoComplete option under Preferences allows you to turn off the caller autocomplete feature.

Date and Time Stamp option added to message area popup menu in phone and text messages.

¢ Remowed Inbox button from message notification popup (this was redundant functionality).
¢ Removed MIDAS.DLL dependency from DBRepair (it no longer requires this DLL).

New Prompt to Save When Changed option under Preferences allows you to disable save prompt
when changes have been made to a received message.

Messages can now be marked as unread (popup menu in Inbox).

Change in message icons in message lists.

The following problems have been fixed in this release:

Address Book filtering problem - FIXED.

Check box printing - FIXED.

Follow up notes not being saved in phone message window - FIXED.
Message subject not being transferred to personal folders - FIXED.
Miscellanous printing problem resolved.
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1.3.42 What's New in Version 4.04

Welcome to PhonePad v4.04.

The following new features have been added to the PhonePad system in this release:

* New Version of DBBackup - PhonePad's backup and restore facilities have been improved with a
new version of DBBackup. You can now set DBBackup to automatically backup your PhonePad
data. DBBackup can also perform backups while users are still logged in.

* Improved Address Book Importing and Exporting - The importing and exporting functions in the

Address Book have been improved. You can now export your Address Book to text files, Excel,

Word and HTML.

Email Phone Messages - Individual phone messages can now be emailed.

Improved In-Out Board - Drop-down list for notes, notes editing facility, preferences can now be

set within In-Out Board.

New License Utility - New License utility makes it easier to license PhonePad.

Newer Version Check - New menu option allows you to check for newer versions of PhonePad.

The following problems have been fixed in this release:

Printing problems - FIXED.

Double-clicking on messages in Folders does not display messages. - FIXED.
Standard message printing shows all checkboxes checked. - FIXED.

Subject not appearing in Inbox - FIXED.

1.3.43 What's New in Version 4.05
Welcome to PhonePad v4.05.

The following new features have been added to the PhonePad system in this release:

e Message list report added to PhonePad Admin. Also added ability to export report in CSV format.
Popup caller phone lookup dialog in phone messages has been improved (now includes 8 different
phone numbers) and now allows phone numbers to be edited.

New subject prefix option added.

Default subject when no subject specified.

Phone message title bar now displays caller's name. This makes it easier to identify message
when you have multiple messages open.

Address Book tabs now filter entries by either caller's name or their organization.

The following changes have been made in this release:

e Ok button in phone and text messages has been renamed to Send.
¢ In the Address Book, the Name and From radio buttons now affect the filtering for the address tabs
in addition to incremental searching.

The following problems have been fixed in this release:

¢ Help file problem caused by Microsoft Security Update 896358 - FIXED. Help file installation is now
configurable.
e System shutdown problem - FIXED again.
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Forwarded phone messages are not included when messages are emailed - FIXED.
Double-clicking on a caller in the Caller Lookup window doesn't select the caller and close the
window - FIXED.

Size of Subject field too short in numerous places - FIXED.

Field sorting in personal folders doesn't work correctly - FIXED.

Problem with placement of cursor for messages that are being forwarded or replied to - FIXED.
Inbox showing wrong messages on startup in Receptionist Mode - FIXED.

Status bar message count not displaying counts correctly in Receptionist Mode - FIXED.
Various minor fixes.

1.3.44 What's New in Version 4.06

Welcome to PhonePad v4.06.

The following new features have been added to the PhonePad system in this release:

Improved Licensing System. License key files are now a thing of the past (well, almost).
License keys are now embedded in the PhonePad database which means you no longer need to
have a license key file in your network drive or on each workstation.

SMS Support for Automatic Message Forwarding. Yes, it's finally here. Besides forwarding
messages via email, you can now send them to mobile/cell phones.

Multiple Email Addresses for Message Forwarding. Automatic Message Forwarding now
supports multiple email addresses. With the new SMS features it also supports multiple mobile/
cell phone numbers as well.

SendAgent is Now MessageSender. SendAgent has had a facelift and is now called
MessageSender. There have been various improvements including SMS capabilities.

* Message Archiving. Messages can now be archived from within PhonePad.
* Message Broadcasting. PhonePad Admin can now send broadcast messages to all PhonePad

users. This can be used for notifying using of important system announcements, ask them to
logout, or let them know the pizza has arrived.

Logout Users. PhonePad Admin has a new feature that can shutdown PhonePad across your
network, whether you are running PhonePad in Local or Remote mode. This is ideal for system
maintenance tasks.

Server Announcement. For those running PhonePad in Remote Mode, the PhonePad Server
(DBServer) includes an option for announcing it's IP address and ports, making it easy to configure
workstations.

Search Improvements. Search can now search the message text area in messages. New
options added to popup menu plus other improvements.

The following changes have been made in this release:

e Caller Info feature now displays all details for callers.
* Updated License.exe now download license keys from our server.

The following problems have been fixed in this release:

Message count was not displaying in Receptionist Mode - FIXED.

In Receptionist Mode, all messages would be displayed for a user when PhonePad starts up -
FIXED.

When sending a phone message, it would prompt for which phone number to update, even though
this is set to automatic. - FIXED.

Multiple email addresses had broken Email Sending feature. - FIXED.
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e ALL button in Recipients selection window occasionally cause an error. If the error message is
hidden, PhonePad appears to have frozen. - FIXED.
e Various minor fixes.

1.3.45 What's New in Version 4.07

1.3.46

Welcome to PhonePad v4.07.

The following new features have been added to the PhonePad system in this release:

* Improved Phone Number Editing. The phone number lookup window has been improved to allow
you to add all phone numbers for new callers at the time of taking a phone message.

e Support Center. The new SupportCenter utility provides instant and convenient access to all

support resources available to you from one central location. Just one click takes you to whatever

you need.

Added option to prevent messages from being sent if Subject field is blank.

Added option to disable mouse in Recipient List in phone and text messages.

Added user list refresh option to PhonePad Admin.

Added Log SMTP Responses option to MessageSender.

Added SMTP Email Formats to MessageSender.

Added ability to mark messages as Urgent after they have been received.

Added ability to lock Distribution Groups.

F6 key jumps to Subject field in phone and text messages.

The following changes have been made in this release:

No changes.

The following problems have been fixed in this release:
* Messages that were marked as completed were resetting back to follow up - FIXED.

* Fixed reports in PhonePad Admin.
® Various minor fixes.

What's New in Version 4.08
Welcome to PhonePad v4.08.

The following new features have been added to the PhonePad system in this release:
e Spell Checking. PhonePad now features Spell Checking, including Live Spelling and AutoCorrect.
e Added various SMTP Options to MessageSender preferences.
e Added extra MessageSender logging option.

The following changes have been made in this release:

e Major upgrade to PhonePad's printing and reporting engine.
e When the Subject is changed in a received message, the subject field is now automatically updated
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in all Inboxes to match.
e Caller details (Name and From) loading can be turned off.
e Caller details loading multi-threaded to improve phone message load times.
e Search function now supports searching archived messages.
The following problems have been fixed in this release:
e PhonePad now remembers default print settings.
¢ Fixed report in PhonePad.

¢ Fixed report in PhonePad Admin.
e Various minor fixes.

1.3.47 What's New in Version 4.09

Welcome to PhonePad v4.09.

The following new features have been added to the PhonePad system in this release:
* Added attachment option to the Email Message feature.

The following changes have been made in this release:
¢ Improved performance of DBUpdate by removing repair and optimization.

The following problems have been fixed in this release:

* Fixed Access Violations errors with message printing.

1.3.48 What's New in Version 4.10
Welcome to PhonePad v4.10.

The following new features have been added to the PhonePad system in this release:

e Custom Colors for Inbox Message List. Now you can specify the color of messages that appear
in the Inbox message List.

e Multiple Attachments for Email Message. We have added multi-attachment support for the
Email Message feature so that you can now send more than one attachment.

e Quick Phone and Text Messages. Added options for creating phone and text messages from the
PhonePad system tray menu.

The following changes have been made in this release:
* None.
The following problems have been fixed in this release:

¢ Fixed problem with "expression” error in message printing
¢ Fixed problem with Access Violations when two message are open simultaneously and sent.
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1.3.49 What's New in Version 4.11
Welcome to PhonePad v4.11.

The following new features have been added to the PhonePad system in this release:

e System Tray Shortcuts. Added shortcuts for Address Book and In-Out Board to the system tray
menu.

The following changes have been made in this release:

e Added shortcut keys to message TimeStamp option.
e AddressBook now remembers window size.

The following problems have been fixed in this release:

¢ Fixed problem with "Message Sent" message.
¢ Fixed problem "Table not in insert or edit mode" errors.
e Minor fixes.

1.3.50 What's New in Version 4.12
Welcome to PhonePad v4.12.

The following new features have been added to the PhonePad system in this release:

* Enhanced Caller Lookup. When creating phone messages, the caller lookup feature has been
enhanced to be faster and show both caller and organization details.

e Enhanced Address Book List. The Address Book's contact list has better column sorting and
improved incremental search. New settings have been added to improve performance for very large
Address Books.

e Improved Archiving. You can now archive messages without having to physically delete any
messages from each user's Inbox, Sent folder, or other folders.

The following changes have been made in this release:

® Changed In-Out Board so "Back At" time can be blank.
¢ Added new option to Preferences that will scroll the Inbox to the most recent message.

1.3.51 What's New in Version 4.13
Welcome to PhonePad v4.13.

The following changes have been made in this release:

¢ Fixed problem with sorting in Address Book list where lower case names wouldn't sort properly.

¢ Fixed problem where double-clicking on the Address Book list wasn't opening an entry for edit.

e User passwords are how masked in PhonePad Admin and administrators are now required to confirm
passwords.
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1.3.52

1.3.53

What's New in Version 4.14

Welcome to PhonePad v4.14.

The following new features have been added to the PhonePad system in this release:

e Import Users - PhonePad Admin can now import users in one batch via CSV or XML files. This
should make it easier for networks with a lot of users.
e New Reports - New statistics reports added to PhonePad Admin.

The following changes have been made in this release:

e Added Refresh option to user list in Receptionist mode.
e Added Quick Print option for printing messages in a compact format to save paper.

The following problems have been fixed in this release:

¢ Fixed problem with message area default font not obsening settings in Preferences.

Fixed problem with flash notification option continually flashing.

In Receptionist mode, the search option should search the selected user's Inbox - fixed.
Search not returning all results - bug in search code - fixed.

Fixed problem with PhonePad Admin starting with a blank user list when there was a database
connection error.

¢ Fixed problem with user list in Receptionist mode showing blank entries.

e Remowed Logged In status from PhonePad Admin as it is not reliable.

e Updated links in SupportCenter.

What's New in Version 4.15
Welcome to PhonePad v4.15.

The following new features have been added to the PhonePad system in this release:

* Improved Follow Up Notes - Follow Up Notes have been improved significantly. Now each
message can have an almost unlimited number of Follow Up Notes.

* Message List Sorting - Now you can specify whether you want the latest message to appear at
the bottom or top of the message list.

* Latest News - New Help menu option takes you to the latest news area on our website so you can
keep up to date with new releases, training materials, etc.

¢ Install Help Files Locally - If you are running PhonePad from a network drive then you probably
already know about the infamous Microsoft Security Update that kills help files. With this option
you can get your help files working again by installing them locally while still running PhonePad
from a network drive.

The following changes have been made in this release:
* Updated message printing.

* When phone messages are forwarded or replied to, the details and text from the phone message
are now included in the message area of the new message.
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The following problems have been fixed in this release:

Speed improvements.

Fixed text overlapping problem during printing.

Fixed issues with moving messages between folders.
Minor fixes and improvements.

1.3.54 What's New in Version 4.16
Welcome to PhonePad v4.16.

The following new features have been added to the PhonePad system in this release:

e Caller ID - When the phone rings, PhonePad detects the caller's phone number and displays it in
a popup message. But that's not all. If the caller is in the PhonePad Address Book, PhonePad will
automatically look up and display the caller's details. So you will know exactly who's calling before
you even answer the phone. (Note: Requires a TAPI device to be connected to your computer.)

e Received Calls Log - Using Caller ID functionality, PhonePad will automatically keep a record of
all received calls. If you're away from your phone, you can view a list of all missed calls, create a
phone message, or even call them back. (Note: Requires a TAPI device to be connected to your computer.)

e Automatically Display New Messages - Set this option and messages will be automatically
display as you receive them.

The following changes have been made in this release:

* Added feature that allows follow up notes to be assigned to another message.
e Email Message feature can now use SMTP mail server as well as MAPI.

The following problems have been fixed in this release:
¢ Fixed issue with follow up notes sometimes being assigned to the wrong message.

* Fixed issue with new messages sometimes not being displayed in Inbox.
® Minor fixes.

1.3.55 What's New in Version 4.17
Welcome to PhonePad v4.17.

The following new features have been added to the PhonePad system in this release:

e New Email Settings - In addition to emailing messages using MAPI, you can use SMTP using a
variety of authentication methods. See Email settings under Preferences for details.

1.3.56 What's New in Version 4.18
Welcome to PhonePad v4.18.

The following new features have been added to the PhonePad system in this release:
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Automatic Message Forwarding - Added new option that enables you to only forward Urgent
messages via email or SMS. Also, added a new option to the Forward By PhonePad feature that
also you to prevent Private messages from being sent to other users.

Built-in Label Editor - The separate Label Editor utility is now gone. This functionality has now
been integrated into PhonePad Admin. The custom labels are now stored in the PhonePad
database rather than in a separate Labels.ini file.

Automatic Message Moving - PhonePad now has an option for automatically moving read

messages to a private folder.

The following changes have been made in this release:

Changed Address Book so that only administrators can delete all entries.

Added option for disabling confirmation message when phone messages are canceled.

Added status report to PhonePad Admin that shows that status of all messages in each user's
Inbox.

Changed format of trace logs to XML.

Administrators can now view Private folders.

The following problems have been fixed in this release:

Fixed issue with Follow Up Notes list not clearing when selecting another folder.

Fixed issue with Forward By PhonePad feature (under Automatic Message Forwarding) not working
under some circumstances.

Fixed issue Caller Lookup entries not being deleted when the corresponding Address Book entry is
deleted.

Fixed Subject wrapping issue on some printouts.

Fixed SQL error that occurs when names contain apostrophes.

Fixed encrypted connection issues.

Fixed issue with DBRepair repair log.

Automatically updates local help files if required.

Other minor fixes.

1.3.57 What's New in Version 4.19
Welcome to PhonePad v4.18.

The following problems have been fixed in this release:

Fixed speed issues and errors on searches.

Fixed text printing errors.

Fixed missing message icons on search results.

Fixed issue with wrong follow up details being displayed when editing or viewing follow up notes in
personal folders.

Fixed issue with custom labels not being displayed in phone messages.

Added warning message when trial period or temporary license has 7 days or less to go.

Added option for selecting the TAPI device.

Other minor fixes.
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2 Getting Started

2.1 Main Window

The main window of PhonePad features menus, a toolbar, a sidebar, an Inbox, Folder Messages or Sent
Message list, Follow Up Notes, and a status bar.
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2.2 Inbox

The Inbox displays a list of messages that have been sent to you. Messages are listed in the order they
are received, with the most recent ones appearing at the bottom of the list.
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Inbox All Messzages

| | [ID | Date | Tirne | Caller | Fram/Subject »
= 175 15/03/20001  5:42 PM John Smith =72 Corporat
= @ 178 16/03/2001  4:28 PM bary Jones ABC Compan
= Sp oF 17919/03/2000 Z1EPM Peter Green
=d @ 180 19/03/2000 417 P b ary Jones ABC Compan
S D WG 181 19/03/2001  4:22 P Johin Smitk =re Corporat
= 183 19/03/2000  4:46 P Steve Test Meszag:
' 184 13/03/2000 443 P Steve Test Meszag:
- @ W 185 19/03/2000  7:.00 P bam Jones ABC Compan,
- 186 19/03/2000 700 P Steve Another Test.
= | @ 187 19/03/2000 708 PM Mary Jones ABC Compan,
= 188 20/03/2000 11:51 AWM Jaohn Smith =ve Carporat
= @ 189 20032001 11:54 AM  Man Jones ABC Compan
= @ 190 20/03/2000 203 PM kary Jones ABC Compan
& 191 20/03/2001 204 Pk Peter Green
= | @ 192 21/03/2000  5:29PM kary Jones ABC Compan
= 193 21/03/2001 539 P Jahin Smith vz Carporat
L
< »

The Inbox displays the date and time of each message, the name of the caller and where they are from
(eg. their company). You can iew a message using a number of methods:

e Double-click on the message

e Click on the View button on the sidebar
e Click on the View button on the toolbar

e Select View Message from the File menu

Message Priority and Status

The status and priority of each message is indicated by an icon.
=] Indicates a message that has been read.

= Indicates a message that has not been read.

-

Indicates an urgent message.

Black Indicates a message that has been read.
Blue Indicates a message that has not been read.
Red Indicates an urgent message.

&b Indicates the message is a telephone message.
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Indicates the message is a text message.
W Indicates the message has been marked for follow up.
v Indicates the message has been followed up.

User List

If you have been nominated as a Receptionist, a user list will appear to the left of the Inbox (see
Receptionist Mode).

Message Sorting

Messages can be sorted in the Inbox by clicking on the column heading.

L0} Date Time Calle | From

1 55 1”0.'-'.-'3]& FHPH Aaron Conlreras BesgLLC

* 53D 3AMS200 1219 &M “Wallace Moody Gieens Compary
219 3200 1217 M Aaron Coffey Hale and Sons
518 142010 5:14 FH Sabena Cravdond Pk Company

You can also set the overall message order in a message list, ie. newest messages are shown at the
top or bottom.

Message Filtering

Inbox messages can also be filtered so that only the messages you want to see will be displayed.

Popup Menu

The Inbox message list has its own popup menu, which can be accessed by right-clicking on the
message list.
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2.3

Mew Fhone Message. ., frs
View Message. ..

Dredete Message... Ded
Prirk. ..

Prirk Mezsage List, .,
Export Message List bo Excel...
Forward Messags. ..

Reply b Massags...

Chieck Irbon

Emad Messags...

Move bo Folder...

Feslitw Ups ¥
Mark: LinFead

Select All Mescages

Menus

The PhonePad menu bar has 3 menus. Many of the menu items are also available from the toolbar and

sidebar.

File menu

New Phone Message

New Text Message

View Message

Delete Message

Sending Options
Forward Message
Reply to Message
Resend Message

Print Setup

Print

Dial Number

Creates a new phone message.
Creates a new text message.
View the selected message (you can also double-click on the message).

Deletes the selected message.

Forward the selected message to another user.
Reply to the selected message.

Resends the selected message.

Allows you to specify the default printer.

Prints the selected message.

Dials the caller's phone number in the selected message.
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Follow Up

Mark for Follow Up
Add Follow Up Note
Edit Follow Up Note

Delete Follow Up

View Follow Up Note

Mark as Completed

Check Inbox

Exit

Tools menu
Search

Address Book
Distribution Groups
Password
Preferences

Folder Manager

Message Forwarding
Export to CSV File
Export to Text File
In-Out Board

Help menu

Contents

Latest News

Mark the selected message for following up.
Add a new Follow Up Note.
Edit the selected Follow Up Note.

Delete the selected Follow Up Note.

View the selected Follow Up Note.

Indicate that the selected message has been followed up.

Checks for new messages.

Exits PhonePad.

Switches to the message search screen.

Displays the Address Book.

Set up Distribution Groups for sending messages to.
Allows you to change your PhonePad password.
Allows you to customize various PhonePad settings.

Add, edit and delete personal and public folders.

41

Allows messages to be forwarded to an email address. (Not to be confused

with forwarding a message).

Export selected messages to a text file in CSV (Comma Separated Value)

format.

Export selected messages to a text file.

Launches the built-in In-Out Board, allowing you to set your availability and to

check the status of other staff.

Displays online help (which you are now viewing). You can also press the F1

key.

Opens your default Internet browser and takes you to the Cybercom Software
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2.4

Cybercom Software

System Information
Support Center
Popup Hints

About

Sent Messages

Blog.

Opens your Internet browser and goes to the Download page on the

Cybercom Software website.

Displays information about the PhonePad system. For more details: System

Information.

Launches the PhonePad Support Center, which allows you to access all

support resources from a central location.

Enables or disables popup hints. These are little yellow tips that are
displayed when you move the mouse over toolbar buttons.

Displays version information.

The Sent Messages list displays a list of all messages you have sent to other PhonePad users.
Messages are listed in the order they were sent, with the most recent ones appearing at the bottom of

the list.
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Sent Messages All Messages

| | 1D | Date | Tirne [To | Caller/Subject -~
= 241 31252004 741 P sheve Jane Jones
= & 242 312/2004 751 PM steve Jane Jones
S & 243 312/2004  5:00 PM steve Mary Green
v
£ ¥

The Sent Messages View displays the date and time of each message, the PhonePad user the message
was sent to, and the name of the caller. You can view a message using a number of methods:

Double-click on the message

Click on the View button on the sidebar
Click on the View button on the toolbar
Select View Message from the File menu

Message Priority and Status

The Sent List displays an icon for each message you have sent. These icons tell you which messages
have been read or not read by the recipient.

=) Indicates a message that has been read by the recipient.

= Indicates a message that hasn't been read by the recipient.

) Indicates an urgent message that hasn't been read by the recipient.
&b Indicates the message is a phone message.

T2

Indicates the message is a text message.

Sent messages can be resent by selecting the message and then by clicking the Resend button on the
toolbar (you can also click on the Resend button on the Sidebar, or by selecting Resend Message from
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the File menu).

Messages can be sorted in by clicking on the column heading.

| Date | Time |Ca
51 21 KDEJEDH‘&S B27E2aM o
5315/04/2003 FIE23PM o

2.5 Sidebar

Like the toalbar, the sidebar provides a number of shortcuts to PhonePad's features. It is divided into
three groups: Inbox, Sent and Other. Click on the group name to display the buttons for that group.
Click on a button to activate that function. An arrow button in a group indicates that there are other
buttons that are currently hidden. Click on the arrow button to display the other buttons.

Mew Phone
M ezzage

A
£
Mew Text
M eszage

j -

i

Each of the groups has its own set of buttons:

Inbox

New Phone Create and send a new telephone message.
Message

New Text Create and send a new text message.
Message

View View the selected Inbox message.
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Delete
Print
Forward
Reply
Dial

Check Inbox

Sent
View
Print
Delete

Resend

Other
Address Book

Distribution
Groups

Password
Preferences

Message
Forwarding

In-Out Board

Delete the selected Inbox message.

Print the selected Inbox message.

Forward the selected message to another user.

Reply to the selected message.

Dials the caller's phone number in the selected message.

Manually check for new messages.

View the selected Sent message.
Print the selected Sent message.
Delete the selected Sent message.

Resend the selected message.

Display the Address Book.

Set up Distribution Groups for sending messages to.

Change your PhonePad password.
Customize PhonePad's settings.

Automatically forward messages to an email address.

Launches the built-in In-Out Board, allowing you to set your availability and to check the

status of other staff.

Folders

Allows you to create your own folders for storing messages in.

45
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2.6 Status Bar

The Status Bar keeps you up to date with what is happening in PhonePad.

The Status Bar is divided into 5 sections. The first section is the main part of the status bar, and it
displays status messages as well as hints (eg. when you move the mouse owver the toolbar or menu
items, their function is displayed on the status bar). The second, third and fourth sections display the
no. of Unread messages, Read messages, and the Total no. of messages, respectively. The fifth
section displays the current date and time.

Wwelcome to PhonePad. nread: 0 Read: 14 Total: 14 | Tuesday, 2 Apnl 2002 B:44:32 PM

2.7 Toolbar

The Toolbar provides quick and easy access to many of PhonePad's features. These functions are also
available in the menus, popup menus and in some cases on the sidebar.

Text Falder Mark/dnmark View Follow Change
Message Manager Reply for Follow Up Up Mote Fassword

Check Delets Zearch Ernail Edit Fallaw fddress Mess:
Inbox Meszage Mes|sa-;|e Up Mate Book F.:,,-WT,
'S y o p— 1 an ;

i ,ij— W EEFSS STy D& a8

Phone Print Formard Diall:I Delete Fallaw Distribution
Message Message Murnber Up Mote Groups
Yiew Mowve Resend fdd Follow Mark as Prafermnces
Message Message Up Mote Completed

3 Using PhonePad

3.1 Adding an Address Book Entry

Although PhonePad will automatically add new callers to the Address Book, you can also add new
entries manually. The Address Book features fields for storing all of a caller's address information.
Fields are organized under tabs: Business Address, Postal Address, Home Address and Notes. Only a
small number of these are actually used by PhonePad. The remainder are for your convenience.
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To add a new caller, click on the Add button in the Address Book and complete the details. Click OK to
sawve the information.

Edit Entry e
K

Tile: Ms = v 0
Mame: anobe Ban ¥ Cancel
Position: ice President
Compary: Alvarado and Sonz

" Details | &miness.ﬁ.d:ﬁesa Postal Address | Home Address | Motes E Eredt
Title: M3 -
Firstname: |Carole
Laztname: |Barr
DOE: 134021975 -
AME:

Stretch Photo

Restrichons
Pimeate

| Updateable by other uzers

Images

Images can be added by right-clicking on the image area.

Load Image  Add an image for the Address Book entry.
Save Image  Sawe the Address Book entry image to file.

Clear Image  Delete the image.

Buttons
OK Adds the new Address Book entry.
Cancel Cancels the additions you have made.
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3.2

Print Prints the Address Book entry.
Import Imports a contact from Microsoft Outlook™.
Export Exports the Address Book entry to Microsoft Outlook™.

Settings Allows you to specify which fields to import from or export to Microsoft Outlook ™.

Help Displays online help (which you are now viewing).

Restrictions

Private If checked, this entry will only appear in your Address Book and will not be displayed in
the Caller drop-down list for other PhonePad users.

Updateable by If checked, other PhonePad users will be able to update the Address Book entry (both
automatically and manually).

The fields highlighted in are used by PhonePad in phone and/or text messages (shown in magenta
on this page). Other fields are for your own purposes and are not required by PhonePad - you can store
any information you like in these fields.

To open the Address Book:

- Click the Address Book button on the toolbar.
v O&

Uther Or click the Address Book button on the sidebar.

Address Book

If you have the Add New Callers to Address Book option enabled under Preferences, any callers you
enter when sending a message will be automatically added to the PhonePad database if they don't
already exist.

You can view these entries in the Address Book. Click on the Address Book button on the toolbar, or
click on the Address Book button under Other on the sidebar, or select Address Book from the Tools
menu.
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& Address Book (10006 entries)

49

M ame Fram Telephaone - l'c]" Llose
Joel Lewy Falmer Corporation 7152045
4+ Add

Joel Mapo Femandez Limited 7396245
Joel Murphy Wilzon and Aszociates 216643 Edit
Joel Pena Hood Ih 002793
Joel Pitts Galloway Inc 7810530
Joel Riley Fallinz and Sonz 13174

| |
Joel Sirmmons Frazier Corp 2593663
Jaohanna Harper Humphrey Corp 9691138 B
Johanna Hegter Cook, Compary 9338467
Jokanha Holland Simz Co 2043691 arj B
Johanna Joyce Higaing and Azsociates avea619
Johanna Mocarthy Malone Corp G288930
Johanna Morroe Cate Ca FEEB073
Johanna Paul Gray Cormpary £396973
Johanna Rowe Ward and Azsociates BO72957
Johanna Tate ‘weber Limited 9585152 @ Help
I Castio Lyonz and Azzociates B430172 -
Search for: |john 43| inthis column: | Name -

al A& | BIC|DIE|F|GIH|T|J K|LIM NIOIP Q[R|S|T[U|Y|WwW =|¥ |

The Address Book displays all caller entries that have been created by you and other PhonePad users.
The only exception to this is if the entries have been marked Private - only your Private entries will be

displayed.

Click on the Address Book column headings to sort entries. Not all columns can be sorted though. The
sortable columns are: Name, Firsthame, Lasthame, From, Telephone, City, State and Postal Code.

The Search Text area at the bottom of the Address Book window provides an incremental search facility.
As you enter text in the edit box, the Address Book will incrementally search all entries, displaying only
those that match your search text. You can search any column that is displayed by selecting the
column from the drop-down list to the right of the Search edit box. Only those columns checked under
Options will be available for searching.

A search can be cleared by clicking on the  putton.

Along the bottom of the Address Book window are set of tabs, one for each letter of the alphabet.
Clicking on these tabs will filter the entries in the list. It works pretty much the same as tabs in a paper
address book. For instance, if you click on A, only those entries starting with A will be displayed.

The All tab displays all entries.
IMPORTANT: If you have a large Address Book then you may want to modify some Address Book

settings under Preferences to improve performance. For example, in the screenshot above the Address
Book has over 10,000 entries. If the ALL tab is enabled it can slow things down considerably as the list
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has to "load" all 10,000 entries at once. By disabling the ALL tab under Preferences it will only have to
load entries for the selected tab, eg. 'A’', which will be a lot less.

Buttons

Close Close the Address Book.

Add Add a new Address Book entry.

Edit Edit the selected entry.

Delete Delete the selected entry.

Print Print a list of all Address Book entries.
Import Import Address Book entries from a text file.
Export Export Address Book entries from a text file.
Clear Empty the Address Book.

Options Allows you to specify which fields to display in the Address Book list.
Help Access online help.

To open the Address Book:

Click the Address Book button on the toolbar.

v O&

Uther Or click the Address Book button on the sidebar.

3.3 Address Book Options

This dialog allows you to specify which Address Book fields you want displayed in the Address Book
list.
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Address Book Options [5_<|

Figlds Dizplaved in the Addreszs Book List v 0K
| ik ame
FirstM arme M Cancel
LastM ame
Title € Help
Pozition
w| From
Addrezs 1
Addrezs 2
City W
State
Foztal Code
Country
v| Telephone

3

Extension
Al Phone
Fax
Cell/tobile

F ronail

|

To include a field, click on the check box next to the field name.

Ok Sawves the changes you made to the field selections.
Cancel Cancels any changes you have made.
Help Displays online help.

3.4 Automatic Message Forwarding

PhonePad's Automatic Message Forwarding feature allows you to receive your messages when you're
out of the office. Although they have a very similar name, Automatic Message Forwarding is not the
same as forwarding a message using the Eorward Message option on the PhonePad main screen.

Forward Via PhonePad

If you are going to be away from the office for any length of time, you can tell PhonePad to forward your
messages to other PhonePad users. For example, if you are going away on holidays you may want
someone else to handle the messages for you.
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Automatic Message Forwanding

Farward Yia PhonePad . Forward Yia Emal . Fonward Via SMS

= wfhen | receive a phone or text meszsage, fonward the meszage to ather
PhonePad users.

v | Automatically farward my meszsages to these uzers:

Adam
Rikke

Aaron - Add | | Delete

v | Do nat fanward PRIVATE meszages

) Help

Users are added by selecting the name from the drop-down list and clicking the Add button. Users can

be removed by selecting the user from the list and clicking the Delete button.

You can prevent Private messages from being forwarded if you select the Do not forward PRIVATE

messages checkbox.

This feature can be quickly enabled or disabled by checking or unchecking the Automatically forward my

messages to these users checkbox.

Forward Via Email

If you're on the road, working from home, or otherwise not in the office, you can have your PhonePad

messages forwarded to one or more email addresses.
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Automatic Message Forwanding

Farward Via PhonePad | Forward Yia Emal . Forward Via SMS w 0K

= ‘When | receive a phone or text meszage, send it to one or mare email
—& addrezses [via MessageSender), K Cancel

v | Automatically send meszages to the following email addresses: &) Help

jphni@cybercom-zoftware. com
johnE¥EaEgmail. com

Each email addrezs should be on a zeparate line.

v | Only forward URGEMT meszages via Email

Add email addresses by typing them directly into the list (as shown in the above screenshot). Please
note: each email address must be on a separate line.

You can set PhonePad to only forward Urgent messages by checking the Only forward URGENT
messages via Email checkbox.

This feature can be quickly enabled or disabled by checking or unchecking the Automatically send
messages to the following email addresses checkbox.

IMPORTANT: For message forwarding to work, you need to install the MessageSender add-on

application on one computer on your network. MessageSender is available from the Cybercom Software
website under PhonePad Add-Ons.

Forward Via SMS

You can also have your PhonePad messages sent to your mobile/cell phone when you're out and about.
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3.5

Automatic Message Forwanding

Farward Via PhonePad . Forward Yia Emal | Forward Yia SMS w 0K
=1 ‘When | receive a phone or text meszage, send the meszage to one or
== mare mobile/cell phone numbers using SMS [via MessageSender):
v | Automatically zend meszages o the following mobiledcell phones: € Help
770 BER I
775 B5A BEaa

Each phone number should be on a separate line.

v | Only forward URGEMT meszages wia SMS

Add phone numbers by typing them directly into the list (as shown in the abowve screenshot). Please
note: each phone number must be on a separate line.

You can set PhonePad to only forward Urgent messages by checking the Only forward URGENT
messages via SMS checkbox.

This feature can be quickly enabled or disabled by checking or unchecking the Automatically send
messages to the following mobile/cell phones checkbox.

IMPORTANT: For message forwarding to work, you need to install the MessageSender add-on
application on one computer on your network. MessageSender is available from the Cybercom Software
website under PhonePad Add-Ons. Additionally, the SMS feature also requires an account with an
SMS gateway provider (complete details are included with MessageSender).

Automatically Display Messages

If you enable the Auto-Display Messages option under Preferences, PhonePad will automatically display
messages as they are received.

Received Megzages
Meszage test editing
Caller detailz editing
Frampt to zave when changed
v | Auto-Dizplay messzages
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3.6 Broadcast Messages

PhonePad administrators have the facility for sending broadcast messages to all PhonePad users. The
messages will be automatically displayed when they are received and will appear on top of all windows.

To close the message, click either the E3 button or the OK button.

PhonePad Broadcast Message X

Fleaze note: PhoneFad will not be available from 8:00 am tao 3:00
am tamarraw as we will be uparading to a new version.

3.7 Caller ID

If you have the Caller ID option enabled under Preferences, when your phone rings PhonePad will detect
the caller's phone number and display it in a popup message.
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Incoming Phone Call E'

607 555 9090

—LCaller Detail

Mame: Johin Sith
Compary: =72 Corpaoration
Addrezz 10 Suite 102
Address & 123 Main Strest

Ciby: Hew rork,
State: Ny
Country: 1158,

85 Take a Message |

Lgﬂ Cloze |

If the caller is in the Address Book, PhonePad will automatically look up and display the caller's details.
This all happens before you even answer the phone. If you click the Take a Message button, PhonePad
will open a new phone message and pre-fill the caller details for you, saving you time and effort.

The Received Calls feature uses Caller ID to keep a record of all phone calls received, including missed
calls.

Important Note: For Caller ID to work, you must have a TAPI device (eg. a TAPI modem)
connected to your computer and a telephone.

Lo 1L]]
. T e itil]

3.8 Caller Lookup

The Caller Lookup window is displayed by clicking on the Caller button while creating a new phone
message.
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Sewch o v o |
M ame Cosripeany City Stk i X Cancel
Bty Blocg Boop Erderprizes: [ 7
Hasry Browm Brown Erterprisas H
Indizna Jones Fizideis ne. Tarns Caiko

Jane Jones Jones Spstams Inc. Mews ouk N

Jenng White Samewhene

Johin Smith HrE Codporation

Ilary Geesn Green & Co.

Shewen Gill Cybercom Softwane Chisholm ALCT

“four Bccourtant Birower and Ao,

Hame: Jane Jones Company:  Jones Syslems Ine.

Address 1:  Sube 7, 123 Floer Address 2: 123 Jores Steet

Cily: Mews Yeek State: M Postal Code: 10038

Country: US4 Phone: 555 5700

Al Phone: 555 9746 Fam: 555 57N

Cell/Mobile: Email: jareEores fpthams com

This window allows you to scroll through all of the entries in the Address Book without having to open
the Address Book itself. The Search Text edit box allows you to perform incremental searches on
names in the Caller Lookup window.

Selecting an entry will display some of the caller's details.

3.9 Caller Time Lookup

You may receive phone messages from callers located in different time zones, within your own country
or overseas. The Caller Time Lookup feature allows you to check what time it is in the caller's location,
just so you don't ring them up at 2:00 in the morning!!

To use this feature, click on the % icon in a phone message.

e You Were Oul

i Drate; @
Q] Time: |416PM

an | Phone: |(1-215) 55¢

i) Mo action required 0 Wants to
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If the phone number is in the correct format, the Country Code and/or Area Code will be looked up. If
PhonePad has the information for the particular country, a window will appear showing the time zone
information of the caller.

Caller Information |

Detailz  TimeLone |

“Your Time: ISaturday'I'I.-’-‘-.ugust 2001 559 P uTc: |-Enn

Caller's Time: ISaturda_l,lTI Auguzst 2007 359 Abd ITC: IEEIEI

The window displays your current date and time, as well as the caller's date and time. It also shows the
Universal Coordinated Time (UTC)*, which is expressed in minutes relative to the date and time in
Greenwich, England. As you can see from this example,.it probably wouldn't be a good time to phone
the caller, unless they are a very early riser!!

You may also notice there is a details tab. This contains the caller's Address Book information - it

saves you having to close this window and the message and open up the Address Book to get the
caller's other details (eg. cell phone/mobile phone number).

Limitations
This facility does not take daylight savings time (DST) into account, due to the complexity of DST (it

varies from country to country, year to year). Howewer, we are looking at adding this to a future version
of PhonePad.

* No, this is not a mistake.
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3.10 Changing Your Password

You can change your password at any time by clicking on the Password button on the toolbar or sidebar
, or by selecting Change Password from the Tools menu.

Change Password

Curent Pazsword; | ==
X Cancel

NEW PaSSWDrd' RAXAXRMHLRR

| € Help

Yerify Pazsword:

To change your password, you need to enter your current password and then enter the new password.
You need to enter the password a second time to verify that it is correct. Click Ok to change the
password or Cancel to keep the existing password.

To select the Change Password option:

Click the Password button on the toolbar.

Or click the Password button on the sidebar.

3.11 Checking the Inbox for New Messages

PhonePad automatically checks for new messages and updates the Inbox. You can also manually
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3.12

check for new messages by clicking on the Check Inbox button on the toolbar, or by selecting Check
Inbox from the File menu, or by clicking on the Check Inbox button on the sidebar.

Whenever new messages are received, the Unread and Total messages indicators on the status bar are
also updated.

To check the Inbox manually:

Click on the Check Inbox button on the toolbar.

Or click on the Check Inbox button on the sidebar.

Connection Modes

With the introduction of PhonePad 3, you can now connect to your PhonePad data in either local or
remote mode. The mode you use depends on the type of network you use, your requirements and the
stability of your network.

Local Mode

In local mode, the connection to the PhonePad database is single-tier in nature. Data is accessed via a
local or network file system. This can be used for peer-to-peer and local area networks (LANs). If you
have workstations on your network that crash on a regular basis then you may want to use remote mode
instead.

Advantages:

e Simple to set up and administer.

Disadvantages:

e |f a computer crashes or is turned off with PhonePad running data may be corrupted, requiring a repair
of the database.
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Remote Mode

In remote mode you connect to the PhonePad data using a two-tier system (also known as client/
sernver). PhonePad connects to the data via a server application and TCP/IP. This can be used for peer-
to-peer networks, local area networks (LANs), wide area networks (WANSs) and the Internet.

Advantages:

e Computer crashes will not affect data integrity (unless the sernver crashes).

¢ Connections can be across a network and/or the Internet.

¢ PhonePad can be installed at home or in remote offices and still access the PhonePad data in your
office.

Disadvantages:

¢ Requires a server application to be running on a computer on the network.
¢ Slightly more complex to set up.

3.13 Creating a Phone Message

Please refer to Sending a Phone Message.
3.14 Creating a Text Message

Please refer to Sending a Text Message.
3.15 Customized Phone Message Labels

Many of the "labels" used in phone messages can now be customized using the Label Editor. The
following labels can be changed:

While You Were Out
Phoned

Returned your call
Came to see you

No action required
Please phone

Will phone again
Will drop by again
Wants to see you
Will be in at
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3.16

B PhonePad Label Editor

While You Were Out

Ta: [Drate:

Caler Tirne:

Froer Fhrione:

(#) Phoned %) Mo action requined ) Wanids bo gee pou
") Bebumed pous cal ) Pleass phone [ 'will e i it
) Came to see you ) 'will phone again

(20 Wl grop by agan

Mezage T il o Were Out Fleass phone: Phiszze phone
Phioned: EPtired il phone again | el phone again
Betumned pour calt | ERetumed your call 'Will ckop by again: Wil Ldrop by agamn
Came lo see pour | 2Came bo see you ‘whants bo gee pour  [Wanks lo Leee you
Ho action isquined: | EHo action requitsd ol b i ufill &b i ot

The changes you make to the labels will appear in phone messages, phone message print outs, any
messages forwarded to email, and exported messages. These changes are stored in a file called
LABELS.INI. This file must be present in the PhonePad directory for the changes to take effect. See
the separate Label Editor help for more information.

Deleting a Phone Message

Messages can be deleted from both the Inbox and Sent Messageslists. To delete a message, select it
and click on the Delete button on the sidebar. You can also click on the Delete button on the toolbar, or
select Delete Message from the File menu, or simply press the Delete key on your computer keyboard.
Multiple phone messages can be deleted by selecting the messages while holding down the <ctrl> or
<shift> key.

To delete a phone message:

Click the Delete button on the toolbar.
s XK

Or click the Delete button on the sidebar.
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3.17 Dialing Phone Numbers

If a phone message contains the caller's phone number, PhonePad can dial the number for you.

To dial a number, select the appropriate message in the Inbox list and click the Dial button on the
toolbar (or select Dial Number from the File menu, or click the Dial button on the sidebar).

The Call Prompt dialog will be displayed.

B Pleaze pick up the receiver
: and click OF.

nd

Pick up the telephone receiver and then click the OK button. Please note: if you click OK before
picking up the received, the call will be disconnected.

To dial a message's phone number:

Click the Dial button on the toolbar.

Or click the Dial button on the sidebar.

Notes:

¢ You must have a modem connected to your computer to use this option.
¢ You should check the settings under Preferences to ensure that you have the correct modem

settings.

Copyright © Cybercom Software




64

PhonePad Help

3.18

Distribution Groups

Distribution Groups

|lzers:

Adam
j Adrnin
John 5

J Jordan

Febecca
Rikke

ﬂ Steve

Creating a Distribution Group

New Group

v Ok

X Cancel

Group Mame: | 5aled

@) Help

Renaming a Distribution Group

With Distribution Groups, you can set up lists of users that you frequently send phone and/or text
messages to. Instead of selecting each user individually, you only need to select the group. Each user
in the group will then receive the message.

]

Ok

II

2K Cancel
4 Hew
Edit

= [elete

) Help

To create a new distribution group, click on the New button. Enter the name of the group and click OK.
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Select the distribution group to rename and click the Edit button. Change the name of the group and
click OK.

Deleting a Distribution Group

Select the distribution group to delete and click the Delete button. You will be asked to confirm the
deletion.

Adding and Removing Users to a Distribution Group
Users are added to, and remowved from, a distribution group using the following buttons:

Adds the selected users to the selected group.
Removwes the selected users from the group.

ce Adds all users to the selected group.

.\ Remowes all users from the selected group.

Multiple users can be selected by holding down the <ctrl> or <shift> key when clicking on the names.

To open the Distribution Group window:

Click the Distribution Groups button on the toolbar.

Or click the Distribution Groups button on the sidebar.

3.19 Editing an Address Book Entry

Although PhonePad will automatically update entries in the Address Book, you can also edit them
manually.
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To edit an entry, click on the Edit button in the Address Bookand change the appropriate details. Click
OK to sawe the changes.

Title: Mr - v K
M arne: Johr Srith
Position:
B4 Print
Compati: #v< Corparatian
Bugineszs Addresz | Postal Addrezs | Home Address | Motes
(L} Ewxport
Addresz 1: 123 Main Street
8] Settingz
Address 2
City: Srnallville State: Postal Code: | 98765 @ Help
Couintny: 1154
Telephone: | 556G 7777 Alt. Phone:
Fau: 5555 BE5E Cell/Mobile: | 0411 555 BB
Email: johniEsyz, com
Restrictions
Private
v | Updateable by other uszerz
Buttons
OK Adds the new Address Book entry.
Cancel Cancels the additions you have made.
Print Prints the Address Book entry.
Import Imports a contact from Microsoft Outlook™.
Export Exports the Address Book entry to Microsoft Outlook™.
Settings Allows you to specify which fields to import from or export to Microsoft Outlook ™.
Help Displays online help (which you are now viewing).
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Restrictions

Private If checked, this entry will only appear in your Address Book and will
not be displayed in the Caller drop-down list for other PhonePad users.

Updateable by Other Users If checked, other PhonePad users will be able to update the Address
Book entry (both automatically and manually).

If the following message is displayed when you attempt to edit an Address Book entry, this means that
the user who created the entry has decided to not allow other PhonePad users edit access.

Information Ed |

@ Y'ou do nat have permizzion bo edit thiz ento.

To open the Address Book:

R Click the Address Book button on the toolbar.
v O&

Uther Or click the Address Book button on the sidebar.

3.20 Emailing Messages

Individual phone or text messages can be sent to an email address. All you need to do is select the
message and then click on the Email Message button on the toolbar, or select Email Message from the
File menu.
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Farward Message Yia Email 1%
Select recapents: Emal message to these addiesses W DK |
beck Eeypbeicom-salbeaie com :
X Cancel
@ Hep

Enlei an email addiess

Arachmenls:

o G

The Select Recipients list on the left side of the dialog displays all PhonePad users that have an email
address defined in the system. If they don't have an email address they won't appear in the list.*

The message can be sent to as many email addresses as you like. Just add them to the list on the
right by selecting them and clicking the right arrow button. Email addresses can be removed from the
right-hand list by selecting them and clicking on the left arrow button.

Other email addresses can be added by entering them in the Enter an email address box and clicking
the right arrow button next to it.

You can also add attachments by clicking on the = button and selecting one or more attachments.
Use the <2 button to clear all attachments from the list.

Click the OK button to send the message.

Please note that you will need to select the Email Method under Settings. If you select SMTP then
you will need to specify your SMTP senver settings and email account details.

* Users can add their email address to the system via the Message Forwarding dialog (the Send to
Email Address option does not have to be checked).

3.21 Exporting the Address Book

This option allows you to export your PhonePad Address Book to a text file, Microsoft Excel, Microsoft
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Word or HTML. Just follow these steps:

1. Type in the name of the file to export to, or click the E‘ button to select the appropriate directory
and enter a filename.

2. Select the fields you want to export by clicking in the checkbox next to each field name.

3. Select the Export Type.

4. Select the Field Delimiter to use to separate the data of each field (this only applies to text files).
4. Select the appropriate Text Qualifier option (this only applies to text files).

5. Click the Export button.

Address Book Export

Export File:

Filename: |H:\PhonePad\AddressBookE spart. bt

Fields to Export

v| Mame v\ Addrezse ¥ | Telephone
Title w| City Extenzion
Pozition v| State AlPhone

v | From v| Postcode Fax

v | Address Country + | Mobile

< | >

Expart Tupe

# TextFile Microsoft Wiord
Microsoft Excel HT kL

Export Settings

Field Delirmiter: | Comma hd

Tewt Qualifier: | Double Quates -

3.22 Exporting Messages to Text File

This option allows you to export your PhonePad messages to one or more text files. The messages can
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3.23

be either stored in one single text file, or individual files for each message.

Export Messages to Text File

Destination v 0K

Expart ta: |D:AE wportedid ezzages
o Cancel

# Single file
Help
Individual files

To export messages:

1.

2.

In the Inbox, select the messages to export.

Select Export Messages to Text File from the Tools menu.

Enter the export directory, or click on the Ebutton and select the appropriate directory.
Select either Single file or Individual files.

Click OK.

The name of the text files generated are in the following format (depending on your regional date format):

mmddyyyyx.txt

Eg. 022320020.txt, 022320021.txt, 022320022.txt.

Exporting Messages to CSV File

This option allows you to export your PhonePad messages to a comma delimited file for importing into a
spreadsheet application, eg. Microsoft Excel™. The PhonePad message data is not entirely suited for
this purpose as the number of fields can vary between messages. Therefore the import into your favorite
spreadsheet program won't be perfect.
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Export to C5¥ File

Destination
Expart ta: | d\Mezsagesd cev J
Drelirniter: |, | Include Headings

To export messages:

1. Inthe Inbox, select the messages to export.

2. Select Export Messages to CSV File from the Tools menu.

3. Enter the export directory and file, or click on the E‘ button and specify a file.

4. Change the delimiter if required.

71

5. If Include Headings is checked, a heading for each field will be added to each message exported.

6. Click OK.

3.24 Exporting to Microsoft Outlook

This dialog allows you to export the current Address Book entry to Microsoft Outlook™.
create a new Microsoft Outlook™ contact or update an existing one.

Export Address Book Entry to Outlook

Irmpart Outloak Contact |nfarmation

# iCreate a new Outlook contact

Esport bo existing Outlook contact

I arme;

Company:

Statuz

Ready.

Eﬂ;‘ E=port

Help

You can either
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3.25

To update an existing Microsoft Outlook™ contact, you will need to select the contact from a list of

available contacts. Click on the E‘ button to select a contact using the Outlook Contact Lookup dialog.
You can specify which contact fields to export to via the Outlook Import/Export Settings dialog, which is
available from the Address Book entry screen.

Export Exports the current Address Book entry to Microsoft Outlook™.
Exit Closes the dialog.
Help Displays online help.

Filtering Inbox Messages

You can filter the messages in the Inbox, showing only the messages you are interested in. These can
also be sorted by clicking on the column headings.

To filter the messages, right-click on the Inbox heading and select a filter from the popup list. It's that
simple. A word of warning though: some of the filters will hide new messages you receive. For
example, if you select Read Messages, new messages will not be displayed (even urgent ones). So be
careful when using this filter that you remember to set it back to All Messages when you hawe finished.
Message filtering will default to new messages when you restart PhonePad (unless to change the default
setting under Preferences).

EEX
HAHT v DR2erHE BDe

All Meszages

[Time [Caller All Messages
2004 551 PM Jenry Wwhite | LlnreaclkMessages |
2004 BBIPM Jim
2004 554 P Your Accountant Read r\%sages

004 437 PM Shewe
004 E5TPM  Jim
004 558PM  Hamy Brown Completed Followups

I:”:Iq' EI:I1 PM I\J"TI Urgent Messages
2004 509 PM Jane Jones

Uncompleted Followops

Phione Messages

Text Messages
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3.26 Follow Ups

There are probably many times where receiving a phone message requires some type of follow up
action. For example, you may need to return the call, collect some information for the caller, prepare
documents for sending, etc. PhonePad has a humber of features which make it easy to manage and
track follow up of messages.

These are the toolbar buttons for Follow Ups:

oF b B ket b1 v
W Marks a message for Follow Up.
Adds a Follow Up Note, which is displayed in the Follow Up Notes list.

Allows you to edit a Follow Up Note. Notes can only be edited by the person that created
them. Other users can only view them.

Deletes the selected Follow Up Note. Notes can only be deleted by the person that
created them

£ & BB

View the selected Follow Up Note.

o Marks a message as Completed.

3.26.1 Marking Messages for Follow Up

You can mark messages to be followed up so that you can easily identify them in your message lists.
When you mark a message for follow up, an icon will be displayed next to the message in the Inbox or

personal folder.

. e EAT TR
= 233 5/03/2004
=2 & 234 5/03/2004

| B Sp(ofF) 236 12/04/2004

= &

n S

S~ 237 19/11/2004
243 3M12/200

To Mark a Message for Follow Up:

Select the message and click on the Follow Up button on the toolbar
POWE v
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If you want to cancel a follow up, just select the message and click the Follow Up button again.
3.26.2 Follow Up Notes
Follow Up Notes make it easier for you to track the progress of follow on action that needs to be done.
Each message can have an almost unlimited number of Follow Up Notes.
3.26.2.1 Follow Up Notes List
The Follow Up Notes list is positioned below the message list in your Inbox, Folders, etc. When you
select a message, any Follow Up Notes it has will be displayed.
o . A0 w“’“‘“*mm AMM orr%
ENE 62 4052007 T43PM waker Metal~ uﬁ“f
= @) W 460 440542007 743 P (uinton MeCaughy
= @) W 453 440542007 722 PM Trey Poage
] & oo 455 4/05/2007 T22PM b arior williams w
< ¥
ol U Notes —_— =
Date MHaotes |dzer
7A0G/2010 838: 371 PM COMPLETED Steve
BAOBA201012:56:09 P Phoned W allace and gat his new delivery address. Rebecca
BA0B/2010 12:00:00 P Meed ta find out their new delivery address. Rang and left a meszage. Steve
The list displays the date and time of each note, the note text, and the name of the user who created the
note. Long notes will be clipped in the list. In this case, you will need to open the note to view the
complete note.
The order the notes are displayed in is dependent on the message list's sort order.
3.26.2.2 Adding a Follow Up Note

To add a Follow Up Note, select the message and then click the Add Follow Up Note button on the
toolbar.
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; Click the Add Follow Up Note button on the toolbar.
o @ L &

Add Followup Hote:

114
Dater  1272/2010 - | Timee T15PM = |:|

X Concel
Hotes: | Naed o find out their new delivery addiess. Rang and left a meszage. |:|

Enter text for the Follow Up Note. You can change the date and time if required. Click OK to save the
note.

The Stamp button inserts a date and time stamp.

3.26.2.3 Editing a Follow Up Note

To edit a Follow Up Note, select the message and then click the Edit Follow Up Note button on the
toolbar.

Click the Edit Follow Up Note button on the toolbar.
e (D k P fooal

Copyright © Cybercom Software



76 PhonePad Help

Dater | 12A12/2010 + | Time: | 715FM -

Hotes: | Maed o find cut ther new delivery addiess. Aang ard leit a mezzage.

Aazign bo Message [D: | 561 M Stamp

Edit the text of the Follow Up Note. You can change the date and time if required. Click OK to sawve the
note.

The Stamp button inserts a date and time stamp.

The Assign to Message ID allows you to reassign a follow up note to another message. Enter the
Message ID of the other message and click OK.

3.26.2.4 Deleting a Follow Up Note

To delete a Follow Up Note, select the message and then click the Delete Follow Up Note button on the
toolbar.

Click the Delete Follow Up Note button on the toolbar.
(N

3.26.2.5 Printing Follow Up Notes

To print the Follow Up Notes for a message, right-click on the Follow Up Notes list and select one of the
print options from the popup menu.

Add Fallow Up Mote,
Edit Fallow Up Mote, ..

Delete Follow Up Mate. .,

El & & E

Wiews Follow Up Maote. ..

Prink Messq‘:g with Fallow Up Makes, .,

L)
Print Follows Up Makes Only, ..

Print Message with Follow Up Print both the selected message and its Follow Up Notes.
Notes
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3.26.2.6

3.26.3

Print Follow Up Notes Only Print only the Follow Up Notes for the selected message.

Default Follow Up Completion Text

If you don't want to enter the text for a Follow Up Note every time you mark a Follow Up Note as
completed, you can set PhonePad to automatically add some default text for you. When this option is
enabled, PhonePad will create a Follow Up Note containing the default text when you click the Mark as
Completed button.

L] Click the Mark as Completed button to automatically create a Follow
Up Note with the default completion text.

Completing a Follow Up

Once you have completed a follow up, you can mark the message as completed. An icon will be
displayed next to the message.

war i -

. B 233 B/03/2004
& & 235032004
£ (/) 23612/04/2004
2 &
» &

237 13/11/2004
243 312/2004

To Mark a Follow Up as Completed:

= Select the message and click on the Mark as Completed button on
the toolbar. You can also mark a message as completed without
marking it for follow up first.

You will be prompted to enter a Follow Up Note when completing a follow up, unless you have this option
disabled in Preferences. In that case, a default completion message will be added to the Follow Up
Notes list.

Copyright © Cybercom Software



78 PhonePad Help
Add Followup Hote x|
Datec |1/08/20010 | Time: |303PM = Ok |
Hotes: | 4 ar0n has advised that ke hat received the legal documerits m
€ Heb
IMPORTANT INFORMATION
When a user marks a message as completed, it is only marked for that user. Other users who received
the message won't have their messages marked as completed. If you want to mark messages as
followed up for each user, you can set PhonePad to automatically mark them. Refer to Preferences for
more information.
3.26.4 Cancelling a Follow Up
To cancel (or un-mark) a Follow Up, just select the message and click the Follow Up button again.
Select the message and click on the Follow Up button on the toolbar
POE
-
3.27 Forwarding Messages

Phone and text messages can be forwarded to another person using the Forward option.

To Forward a Message to Another Person:

Click on the Forward button on the toolbar.

H |E=E =
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== Or click on the Forward button on the sidebar.
Prirt

Fonward

Fill in the message in the same way as you would with a normal text message.

Phone Meszzage

7

Phone messages are forwarded as attachments. To view the attachment, the recipient simply double-
clicks on the icon that appears at the bottom of the message.

Forwarding a message should not be confused with Automatic Message Forwarding.

3.28 Import Template

To import files you need to specify how each field should be mapped. The text file you are importing
from will contain a number of fields or columns. The mapping feature allows you to specify which
Address Book fields this data should be imported into. The screenshot below shows a simple example.

Import Template El
mmpoet File Fiekds Adckess Book Frelds [ |5 Load
I T S— e
Field2 Fuoen ed  Save
Field2 PFuostion
Fiekdd Addbess] EfF Closs
FialdS Addkessd
Fieldt Stake ) Help
Fiekd? Cily
Fiekif Foslcode
Fiekdd Counlry
Field10 Fax
Fiedd11 Emai
Figld12 Ll ]
Fiekd13 Telephone

| AddField | | Delete Fieid |

Use the Add Field button to add fields. Fields can be removed using the Delete Field button.
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To map a field, click in the Address Book Fields area. Select the Address Book field from the drop-

down list.
& Fieldz Addrezz Boak Fields \
Mame

From

1eld2
Field3

Telephore

State ”
Postoode
Counkry

Telephone

Ewtenzion

AltPhone
Faw /

b abile

To awid having to enter these field mappings in each time you need to import Address Book entries, you
can save the mappings to a file using the Save button. Naturally, mapping files can be loaded using the

Load button. There is no limit to the number of mappings files you can have, which means you can have
different mapping files for different data sources.

3.29 Importing Address Book Entries

Contacts can be imported from Comma Separated Value (CSV) files into the Address Book using the
Import facility. To import data you will need to create at least one import template.

1. Open the Address Book and click the Import button.
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Address Book lmport @
Ireport Dretads: [
I Fala: DA Cantacli cov

%

e
\'ﬁ”

.J o -

Impo Template: | H:\PhonePad\Mylmporth appngs.imp

] Edk Tenplate |

Igrone: first e in import fle

Fiestaictions:
Firvale
| Updateabls by other uiers

Status
Fieady.

2. Type in the location and name of the import file to import from, or click on the |E| button and select
it from the dialog.

3. Select an Import Template. If you don't have any defined you can create one by clicking on the Edit
Template button. (See Import Template for more Information).

4. If the first line in the import file is a field header you can ignore it by checking the Ignore first line in
import file checkbox.

5. Select any Restrictions that may apply to the entries you are about to import.

6. Click the Import button.

Restrictions

Private If checked, this entry will only appear in your Address Book and will not be displayed in
the Caller drop-down list for other PhonePad users.

Updateable by If checked, other PhonePad users will be able to update the Address Book entry (both
automatically and manually).

3.30 Importing From Microsoft Outlook

This dialog allows you to import a Microsoft Outlook™ contact to the Address Book. You will need to
select the contact from a list of available contacts.

Click on the E‘ button to select a contact using the Outlook Contact Lookupdialog. You can specify
which contact fields to import from via the Outlook Import/Export Settings dialog, which is available from
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the Address Book entry screen.

Outlook Import E'
Impart Outlook Contact |nformation
M ame: Indiana Jones - -
[+  Exit
Company: | Baiders Inc.
@ Help
Status
Ready.
Import Imports the selected Microsoft Outlook™ contact to the Address Book
Exit Closes the dialog.
Help Displays online help.

3.31 In-Out Board

The In-Out Board provides a simple way for an organization to keep track of their staff. A quick glance at
the screen tells you the availability of everyone in your office. Used in conjunction with PhonePad, you
can pass on information to callers while taking a message for the person they called. For instance, you
can tell the caller that Mary is away today but she will get the message as soon as she gets back
tomorrow.
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if In-Out Board: Steve |'._||'E|E|
File Help

Statuz = Back At Motes

& Back on Tueszday.

@

@ 4:50 P

@

@

@ Rebecca

@ In @ Out G Busy @ Mesting @ Awap D) Back At & Motes il Forward () Refresh
Saturday, 8 January 2005 8:03:08 Ph €8 You are M.

Receptionists and Administrators can change the status of other users, while standard users can only
change their own status. To change the status of a user (including yourself) simply select the name
from the list and click the appropriate button at the bottom of the In-Out Board window.

You can specify the time you will be back by clicking on the Back At button. Click the Notes button to
provide further details about your unavailability.

In
Out
Busy
Meeting
Away
Back At

Notes

Forward

Refresh

Changes your status to indicate that you are In.

Changes your status to indicate that you are Out.

Changes your status to indicate that you are otherwise Busy.
Changes your status to indicate that you are in a Meeting.

Changes your status to indicate that you are Away from the office.
Sets the time that you will be available again.

Allows you to add a note for other users. If you have setup
PhonePad to automatically update your status, this field will contain
'Status set automatically'.

Allows you to enable and disable Automatic Message Forwarding.

The status list is automatically updated every 60 seconds. Click this
button to update the list immediately.
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The status list can be sorted by clicking on the column headings. A sort arrow in the column heading
indicates the direction of the sort. Also, the list can be manually sorted using drag n' drop. Simply hold
down the <ctrl> key and drag the user using the left mouse button. When it is in the position you want
just release the mouse button. The In-Out Board will remember the sort order no matter which method
you use.

Under Preferences, there are options that can automatically set your status whenewer the In-Out Board
starts up and closes down.

The In-Out Board is an add-on application for PhonePad. It cannot be run as a separate application.

3.32 Installing Help Files Locally

In June 2005, Microsoft released Security Update 896358, which effectively disables all HTML Help files
located on network drives. If you have PhonePad installed on a network drive then you will probably find
that your help files don't work - an example screenshot is shown below.

E? PhonePad Help M=
i W &

Hida Home Pt Dplices

Contents: | |nden | Search | Fat | #|
= (L) Welcome ﬂ Action canceled

ffiircouctn)
ﬂ “arzion Hisbory
+ @ wibEl's Mew
¥ @ Gatling Slarled
+ @k Using PhonePad
+ @ Inormalion

Intemet Explorer was unable to link to the Web page vou
raguested, The page might be tamporarily unavailabla,

Flease try the following:

s Chek EhEIII Refresh button, or try again later,

o If you have visited this page previously and you wank
wiew what has been stored on your computer, click Fil
and then click Work Offline,

& For information about offline browsing with Internat
Explarer, elick the Help menu, and then ehek Cantent
and Index.

Internet Explorer

You can resolwe this issue by installing the help files on your local hard drive. This option is available
from the Help menu (it will be disabled if PhonePad is installed locally):
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Contents F1

Cwbercom Software Website. ..
Latest Mews, ..
Support Center...

Swystem Information. ..

Install Help Files. ..

.
Wy

<
-
[u
=
=
=
.
=]
=
(N

< ||l E R e

i Abaut...

When you select this option, the following window will be displayed. To install the help files, click the
Install button. Once this has been done, when you select Help PhonePad will open the local help files
rather than the help files located on your network.

Help File Installation

Local Help File Installation

IF you are running FhonePad from a network dive then you will probably find * o
that PhonePad help doesn't work, This iz due to 5 Miciosolt Securily E i)
Update: that prevents CHM help fles from execuling on nelwork dives.

“ou can gel stound thiz by nstalling the bel fles localy on vour compiders
haid diive. This option allowes wou ba do this.

Click the: Install bution to instal the: halp files.

3.33 Licensing PhonePad

When you purchase PhonePad you will receive a serial number via email from sales@cybercom-
software.com. If you have anti-spam software installed, please ensure that this email address is on
your White List.

There are two ways to license PhonePad:

e Enter your serial number and email address, and download your license key from our license server.
¢ Load the license key from a license key file you hawe received from us via email.

Retrieving Your License from the Internet

1. Run License.exe.

2. Enter your Serial Number. You should have received this via email.

3. Enter the Email Address you used when you ordered PhonePad.
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4. Click the Request License Key button.

5. Your license key will be downloaded from the Internet. Please be patient - this may take a few
minutes.

6. The details of your license key will be displayed under License Information.

7. Click the License button.

% License

¥ j\\ License PhonePad
|

! This utilty vall aszzsl wou in beensang pour copy of PhonePad. Select 2 keansing method and
— 1 thier folows the 3 smphs steps.

Retmene License from Imeenst . Relmeve Licenss fiom File

Emtes the Senal Mumber you recenesd when pou purchased PhonePad and
the: emdal address pou supphed when wou placed your onder,

Sevial Mumber:  |CB-2F78-8163-40F7

Emal: rebecta@eybeicomr-sollwale com
Fiequest & koange key via the Inbeimsl | T —
Thiz ray lake a couphs of mirstes. o A R

License Information
Licersedte: <2 Cotporstion
No. of Ugers: 5
Escpaty D1 ater Liarite does not espane,

3 Clhick the License bauthon

Retrieve Your License from a License Key File
1. Run License.exe.
2. Select the Retrieve License from File tab.

3. Select the License Key file. It will be called PHONEPAD4.KEY, however, if you have upgraded from
PhonePad 3 then the file may be called PHONEPAD3.KEY.

N

. Click the License Info button.
5. The details of your license key will be displayed under License Information.

6. Click the License button.
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% License

¥ | License PhonePad
&

! y). This utilty vall aszzsl wou in beensang pour copy of PhonePad. Select 2 keansing method and
— 1 thier folows the 3 smphs steps.
Relmeve Licanse fram sl | Flelmeve License flom File

Save the boenee key fiom emal you recerved. 1 should be zaved o
PHOMEFAD S KEY,

2 Select the locaton of the boanse key.
Licerse Key: | D \PhonePad\PhoneP sdd kep

License Information
Licertedte: =2 Coiporstion
Moo of Ugers: 5
E sepity Dt Licarize does nolb spins, Licsrca Info

3 Click. the Licenss buthon [ﬁl

3.34 Logging In

The login dialog is displayed when PhonePad starts up. To login, you need a valid username and
password. If you don't have one, ask your PhonePad Administrator to create one for you.

Please note that, although the user name is not case-sensitive, the password is. If you have your caps
lock on, CAPS LOCK will appear in red on the login dialog to warn you.

Once you hawe typed in your user name and password, click OK to continue the login process. You will
be given three attempts to login. After a third unsuccessful attempt PhonePad will automatically shut
down.

PhonePad Login [Local)

IJzer Name: | FHebecca w 0K
Password: | s
Warning: Pazsword iz case-sensitive. LAFS LOCK

The login dialog will display either (Local) or (Remote) in the title bar to let you know that you are
connecting to the PhonePad database in either Local Mode or Remote Mode.
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3.35 Message Archiving

Messages can be archived within PhonePad, although this can only be done by users with PhonePad
administrator rights. You can archive messages from the Inbox, search screen, or personal folders.

Before archiving any messages you need to understand how messages work in PhonePad. When you
receive a message in your Inbox you don't receive the real message. The message is actually stored in
a separate part of the PhonePad database (the Messages table). What you receiwve in the Inbox is a
"pointer” to the message. When you select a message in the Inbox (or Sent folder, or personal folders),
the message is then retrieved from the Messages table.

There are a couple of reasons for this:

¢ It's more efficient as only one message is sent, even if there are multiple recipients. This helps keep
the database size down.

¢ Messages can be shared, which means everyone who received the messages can see any notes
added or changes that are made.

You need to give some forethought to archiving messages, because once the message has been
archived, users will no longer have any access to them (unless you unarchive them). The archiving
process not only moves the message to the message archive but it also removes the "pointers” from the
Inbox, Sent folder, and personal folders. If it didn't do this users would get an error message because
the "pointers" would be pointing to a non-existent message.

To archive messages, select the appropriate messages in the message list and select Archive
Messages from the Tools menu. You will be asked to confirm that you want to archive the messages.
You can also right-click on the message list and select Archive Messages from the popup list.
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Messages
I
Pointer to mezsage P hiezsage is stored here
ko Messages
Message Archiving
Ik Messages

Pointers deleted

l
I l " i Message Archive
‘ | l | iy

3.36 Message Printing

Phone messages can be printed in the formats shown in this dialog. As you select the different options
in the list, an explanation will be shown in the lower part of the window. Select the most appropriate
option and click the Print button. If you want to preview the messages before printing, click the Preview

button.
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Messape Printing

() Standaed

[] Pririt Fallow Up Motes

lapout

Preview
Print
Cancel

Help

Printing Options

Standard

Message Form -1 message to a
page

Message Form - 2 messages to
a page

Message Form - 4 messages to
a page

Print Follow Up Notes

) Message Foom - 1 Meszage to a Page
() Message Foim - 2 Mezzages to a Page
(%) Message Foim - 4 Meszapes to a Page

i Piirtz up to four messages 1o &
page uEng 4 mestage hpe

Displays the messages in a preview window before printing.
Prints the message without previewing it first.
Cancels printing.

Displays online help (which you are now viewing).

Prints one message per page in a standard format, including
any follow up notes. Ideal for messages that span multiple
pages.

Prints one message to a page using a message type layout,
including any follow up notes. Each message fills the page.

Prints up to two messages to a page using a message type
layout.

Prints up to four messages to a page using a message type
layout.

When checked, Follow Up Notes will be printed along with the
selected message/s. Note that with some print options this
cannot be unchecked.
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3.37 Message Receipts

If you want to be notified when the recipients of a message hawe read it, check the Receipt box in phone
and/or text messages.

| Wil b inat; Time:
1gain
oy again Q_@-ﬂ_t?_% vate {:H:-:;ipb
(M RecsipD —
= 10 got togather for J wy that the parcel you were expe

When the message has been read, a message receipt will appear in your Inbox.

% .
= 104
= 105 |
= & 107
|

i

Message receipts are just another form of text message, however, they cannot be edited.

3.38 Moving Messages

Messages can be mowved from the Inbox to personal folders, or moved between personal folders by
selecting a message and then right-clicking on it. A popup message will be displayed:
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Mew Phone Message. .. Ins
View Message. ..

Delete Message... Dl
Prinkt. ..

Print Message List...

Farward Message. ..
Reply ko Message, .,
heck Inbox

Maovve ko Folder, ..

Mark. For Follow Up
Mark. As Completed. ..

Select Move to Folder. You will be prompted to select the folder you want to move the message to:

Move Selected Messages to Another Folder [E

Move Meszages From

The mestages you have selected in the Inbox wil

he PYEESEE——
be moved to the folder selected below, ¥ Cancel

Move Messages To ) Help
Move to |nbos
Move to Sent fokder

+ Move to folder

Accountant |
Brow & Co
Lattery Syndicate

Select the appropriate folder and click OK. The message will then be moved to the selected folder.

3.39 Outlook Contact Lookup

The Outlook Contact Lookup dialog is used to lookup and select available contacts in Microsoft
Outlook™.
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QOutlook Contact Lookup

Select the Contact
M amne Company A
Joh Smith #v< Corparation =
&) Help
b
Statuz
COutlook contacts imported.
I
Ok Click the OK button to import the selected contact.
Cancel Click the Cancel button to close the dialog.
Contacts Click the Contacts button to retrieve a list of all available contacts from

Microsoft Outlook™. This can take a while depending on how many
contacts you have in Microsoft Outlook™. The more contacts you
have the longer it will take.

Help Displays online help.

3.40 Outlook Import/Export Settings

This dialog allows you to specify which Microsoft Outlook™ contact fields to import from or export to.
This is done by selecting a contact field from the drop-down list for each Address Book field. For
example, by default the Address Book Address 1 field is linked to the Microsoft Outlook™ contact
BusinessAddressStreet field. You can change this by selecting another field from the drop-down list. In
the screenshot below we are changing it to MailingAddressStreet.
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Outlook Import/Export Settings F§|

These zettings are used to specify the field mappings between the Address Book and Microsoft \’ Ok
Outlook. Select the appropriate fields to importiexport the data fromto Outlook.

Detailz: | Business Addresz | Postal Address | Home Address
&) Help
Address 1 M ailingfddressS treet | Telephone: | BusinessTelephoneMumb *
! Businessdddress e . -
Address 2 BuzsineszdddressSireeat Al Phane:
Citu: Hormedddress Fa: ELsinessFastumb -
g HomeaddressStreet HEnEssT axumbeT
State: M ailing&ddres Celltobile:
Postal Code: | Otherdddress Ermnail: EmaillAddress A
OtherdddressSirest b
Country: Frenesshddiessounig * | Web: PerzonalHomePage -
Ok Sawves the changes you made to the field settings.
Cancel Cancels any changes you have made.
Help Displays online help.

3.41 Performance Issues

If you experience any performance issues when using PhonePad, please refer to this information.

Phone Messages

If you find that the phone message form is really slow to display when creating a new phone message,
the most likely cause is that your Address Book is growing fairly large. When the phone message
window is displayed it has to load all of the caller information from the Address Book into the lookup
lists. The more Address Book entries the longer it can take.

Here are some things you can do to overcome this. Try these in the order they are listed (all of these
options are under Preferences.

e Turn off Sort 'From' List - If you're using the From lookup list the incremental search feature will still
allow you to easily find the right organization.
e Turn off Load From Details - Unless you get a lot of callers from the same organization, you probably
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3.42

don't need the From lookup list.

e Turn off Sort Caller List - Although a sorted caller lookup list is nice, you can still find callers easily
using the incremental search.

e Turn off Load Caller Details - This is a last resort and you shouldn't need to do this. In fact, if you get
to this point then please let us know.

If speed issues occur when viewing a message, turn off Caller Details Editing unless you really need it.

Address Book

If you find that the Address Book window takes a long time to load then, again, you probably have a very
large Address Book. Here are some things you can do to speed things up. These options are under

Preferences.

¢ Make sure Buffer Address Book List is checked - This should make a huge difference.
¢ Turn off the Show ALL Tab option - Only loading entries under each Index tab speeds things up.

Personal Folders

After a while, your Inbox may end up with a lot of messages in it. PhonePad allows you to create your
own folders for storing messages you have received.

Inbes: Folders: Acco

Sent

Other | | |Date
2 & . 1604/

Falders @ @ ‘}E 16,04/

- & & 150
W = & 1604/

Latteny Sendicate

Accountant

W

Fallow U ps

To create your own folders, click on the Folder Manager icon on the toolbar, or select Folder Manager
from the Tools menu. The Folder Manager window will be displayed. The folder list shows all of your
personal folders, the number of messages each one contains, and whether it is a public or private folder.
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Folder Manager le

Public +  Add

Accountant 7 Yes

Mo Edi

Falder Mame Mezzages

—_

Brown & Co
Lottery Syndicate B Mo

= [elete
F*=  Exit

@) Help

Adding a New Folder

Click Add to create a new folder. Enter a name. If the Public Folder option is checked, other users will
be able to access the folder and its messages. Click OK.

Editing a Folder

Click Edit to change the name of the selected folder. Enter the new name. If the Public Folder option

is checked, other users will be able to access the folder and its messages. Click OK.

Deleting a Folder

Click Delete to delete the selected folder. You will be prompted to confirm the deletion. All messages

will be deleted.

Public Folders

Any of your personal folders can be made into public folders. Simply click on the Public Folder option in
the edit window and other users will be able to access the messages in these folders.

Only folder owners and administrators can edit or delete public folders, or change their public folder
status.

See Moving Messages for information on how to move messages into your personal folders.

Messages can be sorted in personal folders by clicking on the column heading.
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| |ID | Date, | Tirne
B o8& 223 30/0kg2004 55 PM
B o 227 304012004 EB3IPM
B 223 30/01/2004  5:54 P

3.43 Phone Number Formatting
Important Information About Phone Number Formatting

If you want to take advantage of the Caller Time Lookup feature, you have to
format phone messages in a specific way:

country code - area code) phone number

For example:
1-219) 555 6789

The Country Code and Area Code must be separated by a hyphen and
enclosed in brackets for the lookup feature to work.

If you omit the Country Code, PhonePad will assume the Area Code is in your
country (which it determines automatically from information it retrieves from the
operating system).

3.44 PhonePad Shutdown

Sometimes the system administrator may need to shutdown PhonePad to perform routine maintenance.

If you are using PhonePad at the time, a message will be displayed advising you that PhonePad will be
shutting down in 5 minutes. You would be well advised to finish sending any phone messages you are
composing and exit PhonePad. Once the 5 minutes has expired, any users currently logged in to
PhonePad will be logged out automatically by the system.

If you try to run PhonePad and the following message is displayed, it means that PhonePad has been
shutdown and you will need to try again later.
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Information |

PhonePad ig currently shutdown for maintenance.
Please zee your systern adrministratar for maore
infarmation or by again later.

3.45 Preferences

The Preferences window allows you to customize PhonePad's settings. It is divided into 11 tabs:
General
Messages - 1
Messages - 2
Messages - 3
Follow Up

Security

Address Book

Dates and Times

Dialing Setup

Time Zones

In-Out Board

To open the Preferences window:

@ % Click the Preferences button on the toolbar.
ey
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3.45.1 Preferences - General

Or click the Preferences button on the sidebar.

The General tab contains various options for customizing PhonePad settings.

i

General

™

Messages -

W@

Messages - 2

™

Messages - 3

Startup Options
Run from System Tray

Run Minimized

- T (o

W

Slartup Opliors:
| R from system ey ¥ Fun on stailup
Fiun minimized
Appication Settings
| Apphcshon minimzes when chased
| Aransted Hourglass Cursor 0D Test
System Teay lcon
Double Left Chck: | Creste a Mew Phone Mezzage =
Tookar Hints
Popup Hint Sl | Balloon -

Help Filez
Liozation of Help Files: | c\Progiam Flsg\PhonePadH elp'

X Cancel
[0 o]

@ Hep

When checked, PhonePad will run as a system tray application.

When checked, PhonePad will minimize when it is started.

Copyright © Cybercom Software



100

PhonePad Help

Run on Startup

Application Settings

Application Minimizes
When Closed

Animated Hourglass
Cursor

System Tray Icon

Double Left Click

Toolbar Hints

Popup Hint Style

Help Files

Location of Help Files

Notes

When checked, PhonePad will start whenever Windows starts.

When checked, clicking on the ﬂ button in the main window will
minimize PhonePad instead of shutting it down. This is checked by
default.

For something different, you can select this option to change the
standard hourglass cursor to an animated one. Click the Test button
to see what it looks like.

Enables you to specify a default action when you double-click the
PhonePad icon in the system tray (note: the icon won't appear in the
system tray if the Run From System Tray icon is not enabled.

Available options are:

Open PhonePad

Create a New Phone Message
Create a New Text Message
Display Address Book

Allows you to specify the style of popup hints used in PhonePad:
Standard or Balloon.

By default, the help files for the PhonePad system are located in the
PhonePad directory. However, due to a security update by Microsoft,
HTML Help files can't be displayed if they are located on network
drives. This setting allow you to specify a local drive for the help files
(you need to install the help files on the local drive).

¢ |f you are upgrading from an earlier version of PhonePad, you may need to delete PhonePad from your
system's Startup group.
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3.45.2 Preferences - Messages

The Messages tab contains various options for customizing Message settings.

il Messages -1 v Ok
,:': 1‘} Mesrage Hotfication X Carcel
General (®) Flash when meszages receved Epph 1
) Flash onlp when wgert messages recened T r ~
_ el H
™ DDM fash \Mr
Mestages - 1
s Beep when mestages recenved Display popup messages
E Recerve other user notifcahons Swatch b Inbox
Messages - 2
| Diispllay popup ballocn in system biay DCrisplay alert wandow in system biap
Messages - 3 T i i 5 ound
(#) Defauk Sound
@' ) Sound File: : J
Meszages - 4
ﬂ Inbo Message Fibeing Ed# Boxes
Maseages -5 Drefauik e A0 Meszages - Fori Size: :
P )
i
Folioww Up bod

The Message Notification options can alert you whenever a new message arrives in your Inbox. The way
the flash notification works depends on whether you are running PhonePad as a standard Windows
application or as a system tray application. If you are running PhonePad as a standard Windows
application, the icon on the taskbar will flash until you restore the application window (ie. un-minimise it).
If you are running PhonePad as a system tray application, the color of the PhonePad icon in the
system tray will cycle between blue, red and yellow.

The Notification Sound option allows you to specify a sound to play when new messages are received.
This is only enabled if the Beep When Messages Received option is enabled. For more information,
refer to Using Notification Sounds.

Message Notification

Flash When Messages PhonePad's icon on the taskbar flashes when a new message
Received * is received in your Inbox.
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Flash Only When Urgent
Messages Received *

Do Not Flash

Beep When Messages
Received

Display Popup Messages

Receive Other User
Notifications

Switch to Inbox

Display Popup Balloon
in System Tray

Display Alert Window in
System Tray

Notification Sound
Default Sound

Sound File

PhonePad's icon on the taskbar flashes only when a new
urgent message is received in your Inbox.

Flashing is disabled.

A standard Windows beep will sound whenever a new message
is received in your Inbox.

Displays a popup message when a new message is received in
your Inbox.

Mezsage Notification El

Applies only to Receptionist Mode. Allows receptionists to
receive new message notifications for other users.

When checked, PhonePad automatically switches to the Inbox
when new messages are received.

When checked, a popup balloon will be displayed in the
system tray.

jr} PhonePad

Y¥ou have new messages!

When checked, an alert window will be displayed in the system
tray whenever new messages are received.

«d PhonePad x|

[ nbo

1
. J Y'ou have new meszages.

Plays the default Windows beep.

Instead of using the default Windows beep for alerting you
about new messages, you can play a WAYV file. Click on the
button and select the WAYV file to play. 8 sounds are included
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with PhonePad but you can add your own.

Click the sound button to preview the sound.

9|

Inbox Message Filtering

Default Filter

Specifies the default filtering to use for the Inbox.

103

* These options only work when PhonePad is minimized and only when PhonePad isn't running as a

system tray application..

3.45.3 Preferences - Messages - 2

The Messages - 2 tab contains additional options for customizing Message settings.

Preferences

&

General

™

o
™
W
D

Message Deletion

Confirm Message

Messages - 1

Meszages - 2

Mestage: - 3

Messages - 4

Mestage: - 5

Foliow Up

MHezpage Deletion

| Confum Message Deletons
w  Confirm Massags Deleted

Message Colors

Fhone Meszages: [ Dedauk -

Teut Messages [ Dedauk -
Mesrags 1Dz

(v Show on Mezzages

(v Show in Inboe, Sent. Search and Foldess
Mestags Confirnation Diskg:

Shiws Sert Dialogs

Shiws Corfiemation on Cancel

Force Receptionist User List

il Messages -2

Delauk Meszage Acticny
Diefaud Actior: .Nugﬁmmq_."ed v

Cales Dictails

(%) Audd Caller Details
() Pratect Calle: Details

| Cleas Caller Detals
v futto Completion
o Load Caler Detais

-+ Load From’ Detal:

| St Calles Lizt
| Sext From' List

Recarved Messmges

v Mezzaoe texl aditing

v Caller detads editing

« Prompt 1o tave when changed
| AutoDisplay messages

If checked, you will be asked to confirm all message deletions.
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Confirm Message

If checked, a message dialog will confirm a message has been deleted.

Default Message Action

Default Action

Message Colors
Phone Messages

Text Messages

Caller Details

Add Caller Details

Protect Caller Details

Clear Caller Details

Auto Completion

Load Caller Details

Load From Details

Sort Caller List

Allows you to specify the default setting for phone messages.

Allows you to change the background color of phone messages.

Allows you to change the background color of text messages.

When selected, the From and Phone fields of a caller (that already exists in
the Address Book) will be automatically added. Any details that have already
been entered in the From and/or Phone fields will be overwritten.

When selected, the From and Phone fields of a caller (that already exists in
the Address Book) will be automatically added. Howewer, any details that have
already been entered in the From and/or Phone fields will not be overwritten.

When checked, the From and Phone fields will be cleared if a new caller is
entered in the Caller field.

When checked, PhonePad automatically fills in the caller's organization and
phone number.

When checked, the phone message form loads callers the Caller drop-down
selection list that allows you to select callers. You would normally leave this
option checked if you want to be able to select callers.

When checked, the phone message form loads a list of organizations from the
Address Book. This can save time by allowing you to select a caller's
organization. You may want to disable this option to improve performance if
you have a very large Address Book.

When checked, the caller selection list will be alphabetically sorted. With very
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large Address Books there can be a performance hit so if you find the phone
message form takes a long time to display then you may want to disable this
option. Although this option can make it easier to find names the incremental
search feature will quickly filter out the other entries.

Sort From List This has similar functionality to the Sort Caller List setting.

Received Messages

Message Text Editing ~ When checked, allows editing of the message area of received phone and text
messages. Please note: This setting has no affect on Message Receipts -
they cannot be edited.

Caller Details Editing When checked, allows editing of the caller details in a received phone
message. This is useful when incorrect information has been entered, eg. the
telephone number.

Prompt to Save When  When checked, you will prompted to save any changes you have made to a
Changed received phone or text message.

Auto-Display Messages When checked, messages are automatically display as they are received.

Message IDs
Show on Messages If checked, messages will display the Message ID when viewed*.

Show in Inbox, Sent and If checked, the Inbox, Sent and Folders lists will display the Message ID for
Folders each message*.

Message Confirmation Dialogs

Show Sent Dialogs When checked, a message dialog will confirm that messages have been sent.

Show Confirmation on ~ When checked, a message dialog will confirm the cancellation of a message.

* You would not normally need to display the Message IDs, however, this feature exists in the event that
you need to be able to identify messages by their unique identifier.
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3.45.4 Preferences - Messages -3

The Messages - 3 tab contains additional options for customizing Message settings.

General

Messages -

20
Folloveup

!
Secuely

Messages - 2

Mestages - 3

Meszages - 4

ol Messages -3 v Ok
Diafault Telephone Metzage Font % Concel |
Fonk | & MS Sans Sesi | S | 105 1
LE_fpeb |
Diafault Text Message Fort ."EJ Help 1
Fork | ® MS San: Sedd * | S | W02
Ao Addiess
Automatically address messages to these wers: Apphes boc
Aebeccs l@ Fhices Masesges
Tent Meszages
z Phone & Teu Message:
+ Mone
Font Previews Group Mesages
Fort Frewiew in Messages Ik al messages as read

Default Telephone Message Font

Font

Size

Specifies the default font to be used in the message area in phone
messages. This only applies to messages you create.

Specifies the size of the abowve font.

Default Text Message Font

Font

Size

Auto Address

Specifies the default font to be used in the message area in text
messages. This only applies to messages you create.

Specifies the size of the above font.

The auto address feature allows you to automatically add recipients to
new messages. If you tend to send messages to the same recipients
all the time, this option can save you a bit of time by adding the
recipients for you. Use the plus and minus buttons to add or remove
users to/from the list.

You can specify which type of messages the auto addressing feature
will adds users to by selecting the appropriate radio button under
Applies To.
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Font Preview

Font Preview in Messages  When checked, the font drop-down list will display a preview of the font
in a small window in both telephone and text messages.

@ |':ﬂj Centaur j

T Calsto MT - A aBb\
T Calligraphd21 BT
T Castellar
To Ir Cataneo BT 1701 /2004 -
" TR
T Century Gothic
T Century Schoolbook 239 PM
™ Chachie

Group Messages

Mark all messages as read When checked, a message will be marked as read in the Inbox of all
recipients when one of the recipients reads the message.

3.45.5 Preferences - Messages -4

The Messages - 4 tab contains additional options for customizing Message settings.
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~
{ .].’ Fhone Meszage Subsect |3€ Cancel
G I Subjeet Prali
ENETS e LT -‘!\pp‘}'
: Use Meszage Datals when subject is blank
E j Hel
Prenvant message fiom being sent i subject is blank | Hew
Mezzages - 1
H Recipent List Message Lists
Messanes - 2 ' Dizable mowse in Recipeant List v Select labesl mastaps
\ Message sotbng
ﬁ: Spell Chacking Labest mezsages at lop -
Messages - 3 Comfiguration
Meszage: - 4 Inbsox Message List Colms
= Uniead Meszages: [l Bl »  Private Memtage: [l Green -
. Urgent Megzagpes: [l Fed w»  Follbwup Mezzages: [l Defauk -
Faallica L)
e Faad Mezzage:: [l Defauk = Group Meszages: I Fuple -
=
k!
Securiy bl
Phone Message Subject
Subject Prefix When checked and a prefix is specified, the subject field in new phone

messages will be automatically prefixed with the text you enter.

Use Message Details When checked, the subject field will contain message details if the Subject
When Subject is Blank field is left blank. For example: Phoned - Please Phone.

Prevent messages from When checked, messages cannot be sent if the Subject field is blank in a
being sent if subject is telephone or text message.
blank

Recipient List

Disable mouse in When checked, the mouse cannot be used to select names in the Recipient

Recipient List List in telephone messages. This option is generally used to prevent
accidental selection of names when using the keyboard for recipient selection.

Spell Checking

Configuration Click this button to open the Spelling Options window.

Inbox Message List Colors

This option allows you to set the color of messages as they appear in the Inbox message list. By using
different colors, you can visually differentiate between message types.
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Unread Messages

Urgent Messages *

Read Messages

Private Messages !

Followup Messages ?

Group Messages *

Message Lists

Select Latest Message

Message Sorting

Messages that haven't been read yet, including new messages, will be
displayed in the message list using the selected color. This setting can be
owerridden by the other settings below (ie. Urgent Messages, Private
Messages, Followup Messages and Group Messages). The default is blue.

Urgent messages will be displayed in the selected color. The default is red.

Messages that have been read will be displayed in the selected color. The
default is black.

Messages that are marked as Private will be displayed in the selected color.
The default is Green.

Messages that are marked for follow up will be displayed in the selected color.
The default is Fuchsia.

Group messages are messages that are sent to more than one person. These
messages will be displayed in the selected color. The default is Purple.

When checked, the Inbox message list will always scroll to the latest
message when new messages are received.

This option allows you to specify the sort order of all message lists in
PhonePad, including the Follow Up Notes list. You can set this option to
either display the newest messages at the bottom of the list or the top.

Notes
1 Affects only unread messages. Read messages will appear in the Read Messages color.
2 Affects only read messages. Also requires the Change read message color only when follow up

has been completed option to be checked (under Follow Up Preferences).

3.45.6 Preferences - Messages -5

The Messages - 5 tab contains additional options for customizing Message settings.
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l"_
v oK |

'ﬂ} FAead Mesiages
General o Move resd messages 1o thes folder  Accountant -

Mestages -

Messages - 2

Mestages: - 3

Meszages - 4

Mestages - 5

D

o

Folioww Up bod

Read Messages

Move Read Messages to When checked, messages will be automatically mowved to the specified folder
This Folder after it has been read.

3.45.7 Preferences - Follow Up

The Follow Up tab contains options for customizing message Follow Up settings.
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=
:
&
R

.

Mezsages -

0

Follees U

Follow Ups

Automatically mark all new
phone messages for follow up

Show follow ups on startup

Set messages as completed for
all recipients

Change read message
color only when follow up
has been completed

~ v Ok
|;‘;]:| Frllow Lips M Cancel
Gereral v Automalically mark all revw phone messages for lollow up N
H
) Shove foliow ups on slalup Aoply
L* Set merrages & compheted for al recipient: W Help

w Change mead message cobe only when foliow up has been compleled

Mestages - 2 Fellaws Lp Campletion Optiors

Drelaul Completan bexl to display. ™ COMPLETED ™

v Allow compleson without being maked for Follow Up

Dizplay Followe Up Motes wirdows on completon

When checked, new phone messages that are received will be
automatically marked for follow up.

When checked, the Inbox will show display all messages that
need to be followed up. See Filtering Inbox Messages for more
information.

When checked, a message will be marked as completed in the
Inbox of all recipients.

Normally, the color of a message will change in the Inbox
message list when the message has been read. If this option
is checked, the color will only change when the message has
been followed up.

Follow Up Completion Options

Display Follow Up Notes window
on completion

Default Completion Text to
Display

When checked, whenever you mark a Follow Up as completed,
you will be prompted to enter a Follow Up Note.

If unchecked, a default Follow Up Note will be created (see
following option).

If the above option is not checked, the text specified for this
option will be used for the default Follow Up Note that is
automatically created when a Follow Up is completed.
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3.45.8

Allow Completion Without Being When checked, a message not marked for Follow Up can still
Mark ed for Follow Up be marked as Completed.

When unchecked, only messages marked for Follow Up can be
marked as Completed. This awids accidentally marking a
message as Completed when really what you wanted to do is
mark it for Follow Up.

Preferences - Security

The Security tab contains various options for customizing PhonePad's Security settings.

. o ]
General * :Stm.d Lagin| i : 1
E’ Remember Ussmams &,
Messages - 1
Flemember Usemame and Password
Meszages - 2
Mestage: - 3
Messages - 4
=
Fnllum.p
F=Y
-
Seculy b

Login

Standard Login

Autologin

Remember User Name

Remember Username and Password

Displays a login dialog box, prompting you for your Username
and Password.

Automatically logs you in using your last known Username
and Password. No login dialog is displayed.

Displays a login dialog box as with a Standard Login, but it
remembers your Username for you.

This is similar to the above option but it also remembers your
Password as well. This could be considered a security breach
in your workplace as it can provide unauthorized persons with
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access to your PhonePad data. It is recommended that you
do not use this login mode.

You are given 3 attempts to login. If you do not enter the correct Username and Password combination,
after 3 attempts, PhonePad will shutdown and you will need to run it again.
There is also a 5th login mode, which can only be setup by a system administrator. This login mode

uses your Windows Username to log you in. If the above options are all disabled then your system
administrator has invoked this option - you cannot override this.

3.45.9 Preferences - Address Book

The Address Book tab contains various options for customizing the Address Book.

Preferences

MEILBTS -4 ~
Addng ard Updatng Dizlarult Entry Pemizsions X Cancel
Followaup )
o bdd nesw ealleis bo Addies: Book Piiveale Acgy
ﬂ.r ) w  Prampt wiken adding calers w Updateable by obhes usei:
Cecurby w Update Addiess Book | Hew
e | v Prampt vibean updating callers
Address Book Phane Murber Updabing
E'll y « Automalicaly update fisld:  Telephone -
Diates ar.;Timm Prampt field to update
L Addiess Bock List
Diabng Setup v Buifer Adchess Book List v Ghow Lines
- Waanina: |# you haves Hhios 4z al
“ Addrezs Book enlnes, dizal I
aphion CoLd sgnilicanlly Hows oy
Tine Zones loading of the Addiess Boo
m v Show ALL tab
Irelut Boad
b
Adding and Updating
Add New Callers to Address Book If checked, automatically adds new callers to the Address
Book.
Update Address Book If checked, automatically updates existing Address Book
entries.
Prompt When Adding Callers If checked, prompts you before adding new callers to the
Address Book. Only valid if Add New Callers to Address Book
is enabled.
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Prompt When Updating Callers

Phone Number Updating

Automatically Update Field

Prompt Field to Update
the Address Book.

Default Entry Permissions

Private

Updateable by Other Users

Address Book List

Buffer Address Book List

Show ALL Tab

Show Lines

If checked, prompts you before updating existing callers in the
Address Book.

When selected, automatically updates the specified field in the
Address Book whenever the phone field is changed in a phone
message. You can set it to update the Telephone, Alt. Phone,
Fax, or Cell/Mobile field.

When selected, prompts for the appropriate field to update in

If checked, new Address Book entries will be Private (ie. they
won't appear to other users in their Address Book or when
creating new messages).

If checked, new Address Book entries can be updated by other
users (you can always update your own Address Book
entries).

When checked, the Address Book list only loads a limited
number of entries. The reason for this is to conserve system
resources and improve performance. When you scroll through
the list, entries will be automatically loaded and displayed with
very little lag, if any.

One downside to this is that the vertical scroll bar's thumb
button will not scroll entries until you release it. If you prefer
the list to scroll as you mowve the thumb button then you can
uncheck this option. But be warned: if you have a large
Address Book this can dramatically slow down the initial
Address Book window loading.

When checked, the ALL tab will be displayed, allowing you to
view all Address Book entries at once. Uncheck this option to
improve performance if you have a large Address Book.

When checked, the Address Book list will display horizontal
lines
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3.45.10 Preferences - Dates and Times
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The Dates and Times tab contains various options for customizing the format of dates and times in
PhonePad. By default, PhonePad will use the settings as specified under the Windows Control Panel.

Howe\er, this tab allows you to change the formats used (this does not change the Control Panel

settings and so will not affect any other applications).

bl Dates and Times |
L
3 I and Serd Message Lisks
Folown: Diate F Al :
. ahe Fornal e e
5@" Tiene Forrnat | beonmn AP ﬂJ e y
ECLuly = =
Sample: 19/11/2005
L‘ﬁ 752 PM
Audckess Book Status Bar
El Diske Fornat | dddd, d MMMM yyp
Drates and Times Tiene Fodmat | bemencss AMPM
& Sample: Saturday, 19 Movember 2005
T 7530 P
Drialnig Selup
Tine Zones
IOt Bosid
Inbox and Sent Messages Lists
Date Format Specifies the format of the date displayed in the Inbox and Sent Messages list
Time Format Specifies the format of the time displayed in the Inbox and Sent Messages list
Sample Displays a sample of the current date and time, based on the settings for the Date
Format and Time Format. This allows you to preview the settings you make before
saving them.
Status Bar
Date Format Specifies the format of the date displayed in the Status Bar clock.
Time Format Specifies the format of the time displayed in the Status Bar clock.
Sample Displays a sample of the current date and time, based on the settings for the Date

Format and Time Format. This allows you to preview the settings you make before

saving them.
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Format Specifiers

It is recommended you only use the following format specifiers when specifying date and time formats.

Using anything else may produce unusual results.

Date Specifiers

d

dd
ddd
dddd
m

mm
mmm
mmmm

Time Specifiers

h

hh

m

mm

s

Ss
am/pm

Displays the day as a humber without a leading zero (1-31).
Displays the day as a number with a leading zero (01-31).
Displays the day as an abbreviation (Sun-Sat).
Displays the day as a full name (Sunday-Saturday).
Displays the month as a number without a leading zero (1-12).
Displays the month as a number with a leading zero (01-12).
Displays the month as an abbreviation (Jan-Dec).

Displays the month as a full name (January-December).
Displays the year as a two-digit number (00-99).
Displays the year as a four-digit number (0000-9999).
Date separator.

Displays the hour without a leading zero (0-23).
Displays the hour with a leading zero (00-23).
Displays the minute without a leading zero (0-59).
Displays the minute with a leading zero (00-59).
Displays the second without a leading zero (0-59).
Displays the second with a leading zero (00-59).
Displays the time in 12 hour format with an am or pm.
Time separator.

3.45.11 Preferences - Telephone Setup

The Telephone Setup tab contains options for configuring PhonePad's Caller ID and dialling features.
These settings are only valid if you have a TAPI device connected to your computer and telephone.
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Caller ID

A &l Telephone Setup [

A Calles ID
Secisly

Addiess Baok TAF Device:  Dynalink e-modem 56k External Data Fax Modem a
El‘- Fheone Dialrg
Dates and Tinnes (®) Use TAF Dasling

| Caller 1D Enabilad
| Display Caler Information

£} Use Ditect Modem Dialng

Caller ID Enabled When checked, PhonePad will retrieve Caller ID information when you TAPI

Display Caller

TAPI Device

Phone Dialing

connected telephone rings.

When checked, PhonePad will display a pop window containing the phone number of
the caller. If the caller already exists in the PhonePad Address Book, other caller
details will also be displayed.

Displays the selected TAPI device on your system. If this is blank, the Caller ID
functionality will not work - click the phone icon to select a device.

Use TAPI Dialing When selected, PhonePad will dial phone numbers using the Windows TAPI

functionality.

Use Direct Modem When selected, PhonePad will send commands directly to the modem to dial phone

numbers.
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3.45.12 Preferences - Time Zones

The Time Zones tab contains various options for customizing the format of dates and times shown in
the Caller Time Lookup feature.

R Time Zones [ oK
=
F VL3 Caller Tirres Lockig % Corcel |
Dl Diate Format | dddd, d MMMM
ahe Formal e T I
‘%p Tiene Fomnat | bemen AMPM
Seciriy @ Hep |
Earrgie: Saturday, 19 Movember 2005
m 752 FM
Addiess Book
Diates and Times
=
Drialng Selup
Time Zones
IOt Bosd
W
Caller Time Information
Date Format Specifies the format of the date displayed in the Inbox and Sent Messages list
Time Format Specifies the format of the time displayed in the Inbox and Sent Messages list
Sample Displays a sample of the current date and time, based on the settings for the Date
Format and Time Format. This allows you to preview the settings you make before

saving them.

Format Specifiers
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It is recommended you only use the following format specifiers when specifying date and time formats.
Using anything else may produce unusual results.

Date Specifiers

d Displays the day as a number without a leading zero (1-31).
dd Displays the day as a number with a leading zero (01-31).

ddd Displays the day as an abbreviation (Sun-Sat).

dddd Displays the day as a full name (Sunday-Saturday).

m Displays the month as a number without a leading zero (1-12).
mm Displays the month as a number with a leading zero (01-12).
mmm Displays the month as an abbreviation (Jan-Dec).

mmmm Displays the month as a full name (January-December).

vy Displays the year as a two-digit number (00-99).

YWYy Displays the year as a four-digit number (0000-9999).

Time Specifiers

Date separator.

h Displays the hour without a leading zero (0-23).

hh Displays the hour with a leading zero (00-23).

m Displays the minute without a leading zero (0-59).
mm Displays the minute with a leading zero (00-59).

S Displays the second without a leading zero (0-59).

ss Displays the second with a leading zero (00-59).
am/pm Displays the time in 12 hour format with an am or pm.

Time separator.

3.45.13 Preferences - In-Out Board

The In-Out Board tab contains options for customizing the In-Out Board facility.
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RO TS =
=i
J b
Felloveup

Irr0ut Boaid

Startup Options

Start When PhonePad
Starts

Close When PhonePad
Closes

Start Minimized

Run from System Tray

Status Options

Set My Status as IN on
Startup of

Set My Status as OUT
on Startup of

a .
Startup Dplices % Cancel |
| Shart when PhorePad staits
| Close when PhanePad chses| . .
w| Shart minimized & Help

- — -

| Fium from sieshem tray

Ctahuigs Dplions
w| Setmy shatus az 1M on datup of | In0ut Boad -
w| Sty stabuz az OUT on close of | In0ut Bosd o

When checked, the In-Out Board will automatically start whenever
PhonePad starts. If the In-Out Board is already running it will be
displayed.

When checked, the In-Out Board will automatically close when
PhonePad is closed.

When checked, the In-Out Board will start automatically.

When checked, the In-Out Board will run from the system tray.

You can have the In-Out Board automatically set your availability as
In whenever it starts up by checking this option. You can configure
this to occur on startup of either PhonePad or In-Out Board.

You can have the In-Out Board automatically set your availability as
Out whenewer it starts up by checking this option. You can configure
this to occur on closing of either PhonePad or In-Out Board.
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Notes

e [f the In-Out Board is already running, you do not need to restart it for the changes to take effect. The
changes will become effective immediately.
e These settings can also be changed within the In-Out Board.

3.45.14 Preferences - Email

The Email tab allows you to specify which method you want to use to email messages from within

PhonePad.
Email Method

MAPI

SMTP

When selected, PhonePad uses the Windows Simple Messaging APl (MAPI) to
send messages with the Email Message feature.

When selected, PhonePad uses a mail sener to send messages with the Email
Message feature. If you select this option you will need to configure your mail
senver setttings under SMTP Settings.

B (>

U

a
ap

Security

B3

Address Book,

Dates and Times

SMTP Settings
Mail Server
SMTP Server

SMTP Port

Email Account

Name (From)

~

X

i

Emaal Method M Cancel
MAPI
< SMTP S
) Help
SMTP Settings

Mal Server . Email Account . Authenbcation

SMTP Server | mal cybercom-software.com

This is the name of your mail server, eg. mail.xyzcorp.com.

This is the port number your mail server expects you to use. The default is 25.

This is the name for the email address, eg. John Smith.
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Email Address

This is the email address for the account you are using, eg. john@xyzcorp.com.

Username This is the username for the email account eg. john+xyzcorp.com or
john@xyzcorp.com.
Password This is the password for the email account you are using.
Preferences

=

Meszages -

=]

Meszzages - 2

W

Meszzages - 3

-

Mezzages - 4

=

P
."-.‘,1.-"'}
Follow Up

Authentication

x|

o Erait M
Emal Method

) MAPI
 SMTP

SIRE 1IN
Bl

&
s
&

SMTP Settings
Mal Server | Email Accourt . Authentication
Mame [Fromp  PhonePad
Email Address: phorepad@cybercom-zoftwars com
Usemame: phonepadsocybercom-zoftware. com

Pm“t"d IS R N T WO B WO M

Different mail servers require different authentication methods. You may need to experiment with
different settings to determine what your mail senver requires to authenticate a connection. If you have
difficulties with this, Cybercom Software Support can assist with this.

Use SASL

Use SASL Only

Use EHLO

Use TLS

Use Secure Password Authentication methods (SASL) when connecting to the
mail senver.

Only use the only Secure Password Authentication methods (SASL) when
connecting to the mail server.

Use SMTP extensions when communicating with the mail server.

Configures PhonePad to use the TLS 1.0 security protocol.
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Use SSL 2 Configures PhonePad to use the SSL 2.0 security protocol.

Use SSL 3 Configures PhonePad to use the SSL 3.0 security protocol.

Automatic The appropriate option will be automatically selected.

Implicit SSL negotiation will commence immediately after the connection is established.
Explicit PhonePad will first connect in plaintext and then explicity start SSL negotiation

through a protocol command such as STARTTLS.

None No SSL negotiation or security. All communication will be in plaintext mode.

Preferences

R Email M
g"' Email Method

Secunty MAP|
Lﬂ #) SMTF
Addiess Book SMTP Setings
= Mal Server | Emal Account | Authenticabon

Datez and Times Authentication Methods

Use SASL [Simple Authenbication and S ecurty Layes)

ﬁ Uze 5451 Orly
' sephne Sihup Uze EHLD
i g TLS [Transpont Lager Securily]
Time Eones
Automatic ) Imphet () Explicit (87 None

@ TLS 1.0 S5L20 55L 30
IOt Board

Ernail

£ |

Testing the Authentication Settings
You can test the settings by selecting the Mail Server tab and clicking the Test button.

Here is an example of a successful test. The mail server has accepted the connection and sends a test
email.
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220-gatar! 044 hostgatar. corm ESMTP Exirn 469 #1 Sat, 29 Jan 20171 235513 -0600
2204/'e do nat authorize the uze of thiz system to transpart unsolicited,
220 and/ar bulk, e-mail.

250 gatar! 044 hostgator. corm Hello Saturn [2033.173.0.250]

Connected to mail server.

280 0F,

200 Accepted

354 Enter mezzage, ending with "' on a line by itzelf

250 0K id=1PjQFm-0006PL-PA&

227 gatar! 044 hostgator. com cloging connection

Dizconnected from mail server.

3.46 Print Preview

The Print Preview screen features a message preview area and a toolbar along the top of the screen.

SEHnd DEE® ww- ¥[G4 b e ||

Prints the contents of the preview.

Opens a saved preview.

Sawves the preview to a file.

Exports the preview to PDF, RTF or HTML.
Finds text in the preview.

Displays the whole page on the screen.
Fits the preview to page width.

Displays the preview at 100%.

B EDD 2 0§ W

Displays the preview as two pages to a screen.

|1.;,.;,% - Allows you to select the zoom view for the preview.
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M| Allows you to change the page orientation and margins
The grab tool allows you to grab the pages and move them
around.
The zoom tool allows you to vary the zoom view.
4 4 1 » »l Navigation buttons allow you to navigate through multi-page
previews.
Close | Closes the preview.

3.47 Printing a Phone Message

If you would like a hard copy of a phone or text message you have received, select a message in the
Inbox or Sent Messages list and click on the Print button on the sidebar (you can also click on the Print
button on the toolbar, or select Print from the File menu). Multiple messages can be printed by
selecting the messages while holding down the <ctrl> or <shift> key. Howewer, you cannot print a
mixture of messages - they either have to be all phone or all text messages.

To print a phone message:

Click the Print button on the toolbar.

Or click the Print button on the sidebar.

3.48 Quick Phone and Text Messages

If PhonePad is set to run from the system tray, you can quickly create a phone or text message without
the need to open PhonePad's main window. Simply right-click on the PhonePad icon in the system tray
and select either New Phone Message or New Text Message from the popup menu
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Restare

Mew Phone Message

Mew Te:l%Message

Exit

3.49 Received Calls

The Received Calls screen displays all calls you have received, including missed calls.

[Crabes T ime Fhone Mumber M ame Organization % Maszane
4092010 B:28:04 PM Unknown No detals avalsble
4032070 11403 PM AT155601234 Adam Wilzon Acme fuchitects ﬁ Diad
408/ 2000 11302 PM Hranhha8Ts Jane Grean Green Heciukmg

40852010 1:12:17 P BOZ555(1 Mark Spencer 7 Clexr
4/05/°2010 1:02:29 P BE1SE57719 Fiana Smpeon Btawven and Co

409/ 2010 126222 FM 3205559000 Ay Browin Sciooge Enleprize: []* Cloze
A05/2000 1241:07 P BOFSEETETE tanp Jomes Jones Ino

@ Hep

You can access it by selecting Received Calls from the Tools menu.

Message Opens a new phone message and pre-fills the caller details.
Dial Dials the phone number for the selected caller.

Clear Clears all entries from the Received Calls list.

Close Closes this window.

Help Displays online help.
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Important Note: The Received Calls features requires the Caller ID feature to be enabled. For

Caller ID to work, you must have a TAPI compliant device (eg. a TAPI modem) connected to your
computer and a telephone.

3.50 Receptionist Mode

If you have been specified as a Receptionist, you will be able to check the Inboxes of other users. This
is designed for offices where the receptionist takes messages for other staff, and then gives them their
messages when they return. It can also be used for offices where the other staff don't have computers,
or the computers aren't connected to a network.

% PhonePad 3: Rikke =T
File Tools Help

SBE SOoX®S BTH DEAT ey DaemFE @D e

Inbox for Steve All Messages

Inbox

Adam ~ [ | |p | Date [ Time [ Caller | Fror
Admin —la & 175 16/03/2001  &42FM  John Smith RZ
John § a & 176 16/03/2001  4:28PM  MaryJanes #BC
Jordan ] & o@  17919/03/2001 216PM  Peter Green DEF
ebecea /" a2 & 180 19/03/2001  417PM  Mary Jones ABC
[l &g 19119032000 422PM John Smith WYZ
|
|

Ty T

Haotzpot button B

=

Sent
Other
Folders

W

[
[

>

Unread: 13 Fiead: 1 Total 20 | Monday, 13 October 2003 6:03:53 PM

In Receptionist mode, a user list appears to the left of the Inbox message list. Clicking on a name in the
user list will display the Inbox of that user, and their name will appear on the Inbox title bar. You can
hide and unhide the user list by clicking on the Hotspot Button.

The Receptionist mode allows you to view, print and delete messages in any user's Inbox. However, it
has no effect on the Sent Folder. You can only view your own Sent Folder.

d Before you can view the Inboxes of other users, you need to be given
& access by the PhonePad Administrator.
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3.51

3.52

Replying to Messages

If someone sends you a phone or text message, you can reply to it. The reply will be in the form of a
text message.

To Reply to a Message:

Click on the Reply button on the toolbar.

Or click on the Reply button on the sidebar.

Fanmard

Feply ﬂ

Fill in the message in the same way you would fill in a normal text message. The recipient field will be
automatically filled for you.

Resending Messages

There may be times when you need to resend a message to someone - for example, if the recipient
accidentally deletes the message. Any messages that you have sent can be resent to the same person
(as long as the message still exists in the Sent Folder).

To resend a message, go to the Sent Folder list and select the appropriate message. Next, click on
the Resend button on the toolbar (or click on the Resend button in the Sidebar, or select Resend
Message from the File menu).

To resend a message:

= Click the Resend button on the toolbar.
| % - —
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Or click the Resend button on the sidebar.

Fonyard

3.53 Searching

The Search option allows you to search for messages for which you are the recipient. These messages
can be located in your Inbox, Sent folder or personal folders.

To search for a message, click on the button on the toolbar, or select Search from the Tools menu.

Search All Messzages

Search for: | John Smith Searchin: | Caller j "¢ Search

[1ID | Date | Tirne | Caller | From/Subject -~
@ 51 20252003 8:27:22 M John Smith e Corparation
@ B 150442002 1E2I P John Smith =2 Corparation
@ T2 20442003 100557 Ak Jokn Smith #1Z Corparation
@ 3 2042003 1.07:04 PR Jokn Smith 2 Corparation
@ a0 5/05/2003 F81:29PM Jokhn Smith e Corparation
@ 91 5/06/2003 FRZ48 P John Smith iZ Corparation
@ 97 B/05/2003 20014 P John Smith #rZ Corporation
@) 133 2/07/2003 F2F1EPM John Smith 2 Corporation
@ 134 24072003 FIAE1E P Jakn Smith =2 Corparation
@ 137 34072003 F11:30PM Jokn Smith #1E Corparation Ao
@ 152 13/09/2003 74303 PM  Jaohn Smith =1 Corparation
@ 161 17/09/2003 71722 P John Smith 2 Corparation
@ 171 22/09/2003 75532 P John Smith e Corparation
@ 174 110/2003 TER2E PM  John Smith < Corporation
@) 193 13A1/2003 104730 A John Smith #rZ Corporation
@ 211 30A2/2003  B0F3I3PM Jahn Smith e Corparation
@ 218 25/01/2004  EB3234 P Jahk Smith =2 Corparation "
< *
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Enter the search text in the Search For field, select the search option from the Search In drop-down list
box, and click the Search button.

Message Sorting

Messages can be sorted by clicking on the column heading.

[Date | Time |Ca
1A .-"UE.-"EE"LE 82722 AM o
53 16/04/2003 F1EZ3PM  Jo

Popup Menu

The Search message list has its own popup menu, which can be accessed by right-clicking on the
message list.

Mew Phone Message. ..

| Wi h&essage. o0

Prink. l"g

Prinkt Message Lisk. ..

Forward Message, ..

Reply ko Message. ..

Maove to Folder, .

archive Messages. ..

3.54 Selecting Phone Numbers

This popup window allows you to select the appropriate phone number for the caller. Select the number
and click OK.
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Phone Lookup

Telephone

[1-219) E291924E

Al Phone

Fax

[1-219) E2915240

CellMobile

0418 631 536

Home Telephone

Haorme Alt. Phone

Hormne Fax

Harne Cell/t abile

Prezs F2 to edit

v 0K

XK Cancel

131

Numbers can also be added and/or edited in this window. To edit a number, select the number field and
press F2, or double-click the field. You can edit as many numbers as you like - any numbers you edit
will be updated when you click the OK button.

3.55 Selecting Recipients

There are two ways for selecting recipients of a message.

Recipient Lookup List

Pressing any key (eg. the <space> bar or a letter key) in the To box displays the Recipient Lookup List.
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While You Were Out

To. | d | Date: 17042003 |
=l
Adam )
Caller: | Admin Tirne: 508 P —
Jardan
From: | Hebecca Phore:
Rikke

i*1 Phor squired 1 'wants o zee you
i Beturmed vour call i*! Pleaze phone [ *ill be it &t

i1 Came bo see pou i1 Wil phone again

[] Urgent i Will drop by again [ Private

Meszage:

Taken by |Steve

This list provides an incremental search lookup facility for selecting recipients names quickly and easily.
As you type in letters the list will narrow the search to the names that match. You can also use the <
> and <¥'> keys to navigate through the list. Press the <enter> key to select a name. Pressing
<esc> closes the list.

Recipient Lookup Window

Recipients of a message are selected by clicking on a new messages' To button. Place a check mark
next to the name of each person you want to receive the message.
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Select the recipients for this message

@2 Users @3 Groups

Adam
Adrnin

v | Jordan

Pl Febecca

Rikke
Steve

133

If Distribution Groups have been setup, you can select one or more groups of people rather than the

individual names. Just click on the Groups tab and select the relevant group/s. You can view the

members of a group by clicking on the & button for the group.

Select the recipients for this message

&% Users @Ernups Ww 0

- l@ Test Group
& Steve
@ Rikke

v| & Jordan

@ Adam
+ l@ Support

Click OK when you have selected all of the recipients.

distribution groups.

7 Al This button selects all users in the recipients list or all users in all
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™ Mone This button unselects all users in the recipients list or all users in all
— distribution groups.

Ef Expand This button expands all distribution groups, showing the users of
: each group.

This button closes all distribution groups, hiding the users of each
group.

Collapze

3.56 Sending a Phone Message

Sending a phone message with PhonePad is easy:

1. Click on the New Phone Message button on the sidebar, or click on the New Phone Message button
on the toolbar, or select New Phone Message from the File menu, or simply press the Insert key on
your computer keyboard.

2. The date and time of the message are automatically filled in for you, but you can change them if
you wish.

3. Click on the user lookup button (To) and select one or more recipients from the list. Alternatively,
click in the TO box and press any key to display a popup list of recipients.

4. Select a Caller from the drop-down list or type one in. If the caller already exists in the PhonePad
Address Book, their details will be displayed automatically for you (if you have the Auto Completion
option enabled). Alternatively, you can click on the Caller button to display the Caller Lookup
window.

5. Enter where the person is From, if applicable. This is a drop-down list so you can select from a list
of organizations.

6. Enter a Phone No. for the caller, or click on the ™! button and select a phone number from the list.

(Click here for important information about phone number formatting).

Select the appropriate details of the call, ie. Phoned, Returned Your Call or Came to See You.

8. Select an action for the recipient, ie. No Action Required, Please Phone, Will Phone Again, Will
Drop by Again, Wants to See You.

9. Ifrequired, enter a time for Will Be In At.

10. Click the Urgent box if the message is urgent.

11. Click the Private box if you don't want receptionists to be able to read the message.

12. Click the Receipt box if you want to be notified when the message has been read. Important Note:
you will receive a receipt from every person in the To box.

13. Enter a Message if required. You can use the formatting tools on the toolbar for this if you want to
change the font, style, etc.

14. Click the OK button to send the message.

~
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2 Message |Z| |E|[E|
B | T Adal =~ 13 B £ U

While You Were Out
Tor | Adam Date: | 9/01/2005 -

| @ Heb
Caler. |JaneJones | Time: 252 P =
From:  |Jones Spstems [he. » | Phone: |[02] 783 9746
i*1 Phoned i Mo action required () 'Wants to see you
i1 Beturned your call i) Pleaze phane [] will be in at
i1 Came to see you i1 il phone again
[] Urgert i %l drop by again [ Private
Subject: L Receipt
Lunch.
Mezzage:

Will be in town pest weel and would like to get together for
lunch.

Taken by: | Steve

This may seem like a lot of steps to take but they are all fairly straight forward and can be performed
very quickly.

Selecting a Caller from the Drop-Down List
When the cursor enters the Caller field, the Caller drop-down list will be automatically displayed. This

allows you to incrementally search through all callers in your Address Book. A caller can be selected
by using the up and down arrow keys and then pressing the <enter> key or space bar.
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Mew Message
% E R *
While You Were Out <
Tar Date: | 16/05/2009 - :
Caller: | johin By Time: | 4:49 P -l :
John Castro Lyons and Azsociates ~| 4
From: | Jahn Chang Delaney Limited 7
Jaohn Crane Odonnell Enterprizes
(=3 Bhat o Flyni wialle Company "
" Ret/John Hendricks Parker and Agsociates ’
John Jackszon Lang and Aszociates -
() Cam John Maciaz Stein Enterprizes }
] Urge-ohn Mathis Muarrizon LLC :
~ |John Mclaughlin Coffey Limited
SUBIECE | ok Mewman Bran Inc
L

There is a similar feature for the From field (if enabled under Preferences).
The Message Text Area

The Message text area can display "Rich Text", which means you can apply various formatting to the
text you enter. It has the following features:

¢ Variable font type, style, color, size, etc.

¢ Different text alignment for each line of text.

e Cut, copy and paste. Paste from another application, eg. Microsoft Word.
¢ Right-click for a popup menu.

Fant,..

Pashte Chrl+¥

Stamp L

The Stamp menu option allows you to add a date and time stamp and username stamp.

The Message text area allows tabs for formatting messages. Use <ctrl> <tab> to tab out of the
message area.

If the Add New Callers to Address Book option is enabled under Preferences, any new callers you enter
will be stored in the Address Book (including where they are from and their phone no.).
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If the Update Address Book option is enabled under Preferences, any changes you make to an existing
caller (ie. where they are from and their phone no.) will be updated in the Address Book.

Press F5 to go directly to the Message area.
-]

™

3.57 Sending a Text Message

Sending a text message with PhonePad is easy:

1.

N

© NG

9.

Click on the New Message button on the sidebar, or click on the New Message button on the toolbar
, or select New Message from the File menu, or simply press the Insert key on your computer
keyboard.

Select Text Message from the dialog.

The date and time of the message are automatically filled in for you, however you can change them
if you wish.

Click on the user lookup button (To) and select one or more recipients from the list. Alternatively,
click in the TO box and press any key to display a popup list of recipients.

Enter a Subject for the message..

Click the Urgent box if the message is urgent.

Click the Private box if you don't want receptionists to be able to read the message.

Click the Receipt box if you want to be notified when the message has been read. Important Note:
you will receive a receipt from every person in the To box.

Enter a message in the space provided.

10. Click the OK button to send the message.
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# New Text Message

s 01 B | T Al ~[0= B s = =
[% Send

Reb
T FHeEEa Date:  5/01/2005 ~
-x Carncel
Tirme: F10PM = -

Framm: Steve
© Hep

Package Haz Amived.
[] Urgent [] Private Receipt

Just a gquick note to let you know that the parcel you were expecting has

Subject;

artived.

Press F5 to go directly to the Message area.

Setting Up a Workstation for Local Mode
These instructions only apply if you have PhonePad physically installed on a workstation

1. Once PhonePad has been installed, run DBConnect.

2. Under the Connection tab, select Local Mode.
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= DBCan nect

W Lonneclion |l Serves | 38 System-1 | 5B System-2
Local Database Directory
Dimecion: | H:\PhonePadData o v D About

| uNC| | ;7 Find PhonsPsd Datsbass.. |
Connection Mods
% Local

e

Sp==
Tesmpossry Fike Directony [Local Mods)

Diectony: | C:\Temph

3 Windows Temp

3. Under Local Database Directory, enter or select the location of your PhonePad data directory. This
would normally be a shared folder on a network drive, or in the case of peer-to-peer networks, a
shared folder on the "host" computer.

= DBConnect

# Connestion | B Serves | T8 System-1 | R Spstem-2
Lacal Database Divechony
Direcion: | |H:\PhonePadData o v
| @ UNC| | ¥ Find PhonsPsd Datsbass... |
Cemnection Made
@ Loca

T emporany Fibe Direclony [Local Mods)

Dreciony: | C:ATemph

4. If you like, you can use the UNC button to convert the path to a UNC path.

5. Click the OK button.

3.59 Setting Up a Workstation for Remote Mode

These instructions only apply if you have PhonePad physically installed on a workstation.
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1. Once PhonePad has been installed, run DBConnect.

2. Under the Connection tab, select Remote Mode.

= DRCannect

) Connection |Bl Serves 59 Syslem-1 59 Spstem- 2
Local Database Direchoy

Dimecion:

=L

| uNC| | ;7 Find PhonsPsd Datsbass.. |

Connection Mode

) Local
——

Temporary Fike Direcloy [Local Mods)

Diectony: | C:\Temph

3 Windows Temp

- L
g 2

@) Heb

3. Click on the Remote Settings button.

== DBEConnect

) Connecion |B] Serves 5% System-1 522 Spstem-2
Local Database Diechon

Diecion:

o ow

| @ UNC| | ¥ Find PhonsPsd Datsbass... |

Connection Mode
) Lezal
®) Remcte | | B Remobs Sellings...

T emporany Fibe Direclony [Local Mods)

Dreciony: | C:ATemph

3 Windows Temp

= Wl —
£E]12]0

@) Hep

4. If you are connecting across a LAN, select 0 for Data Compression. If you are connecting across the

Internet, select 6.
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Remote Settings

5. Under Data Encryption, check the Encrypt data to/from server option if you are connecting across the
Internet. Otherwise, leave it unchecked.

6. Click OK.
7. Select the Server tab.

8. Click on the Listen for IP Announcement button so that it is depressed. Make sure that the
PhonePad Server (DBSenver) has it's Announce option on*.

= DBConnect

@y Connection m 8 Sydem-1 | BB Spstem -2 W' Ok
Remote Connection Settngs

o ServeclPaddess 000 0 0 e By
[0 b ]

) Sepver Host Mams

o + Click this : S Heko
Main Poit: o I hution 0 ®
Sever Test

Trace Log
[ Sesver Teace £ Wiew Tiace

9. Within 15 seconds, DBConnect should receive a broadcasted announcement* from DBSener. The
Server IP, and Admin and Main ports fields will be filled in automatically and the Listen for IP
Announcement button will unselect itself.

10.Test the connection with DBSener by clicking the Test Server button.

11.Click the OK button.

* For this feature to work, any routers or bridges on your network must be configured to allow UDP
connections on port 12500.
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3.60 Spell Checking

The message areas of phone and text messages feature a built-in spell checker. You have the option of
performing a spell checkafter typing your message, or using live spell checking which highlights
misspelt words as you type them.

Before you can begin spell checking you need to configure the spell checking options.

3.61 Spelling Options

To configure the spell checker, select Preferences from the Tools menu, select Messages-4, and then
click the Configuration button under Spell Checking.

The Spelling Options window allows you to select various spell checking options.

Spelling Options PX|

Options:

[v Check zpelling as you bpe

[v Comect zpeling erors az you upe
[ lgnore words in UPPERCASE

[ lgnore words containing numbers
[~ Suggest from main dictionaries only
[vw Prompt on repeated word

[v Automatically corect DU al capitals

Dictionarnies:
Manne Filename e
Englizh armencarn. adm
[ English [#ustralian] auzsie. adm
O English (LK) britizh. adm
[ Danish danizh. adm 3

Cuztom Dictionany:
| SpelCheck. adu j Dictionaries ... |

Reset Defaults | k.

Options

Check spelling as you When checked, Live Spelling is enabled. Misspelt words will be automatically
type highlighted with a red "wiggly" underline.

Correct spelling errors asWhen checked, the AutoCorrect option is enabled. Misspelt words will be
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you type

Ignore words in
uppercase

Ignore words containing
numbers

Suggest from main
dictionaries only

automatically corrected for you.

When checked, uppercase words will not be checked for correct spelling.
When checked, words containing numbers will not be checked for correct
spelling.

When checked, spelling suggestions will only be sourced from main
dictionaries.

Prompt on repeated word When checked, you will be prompted where words are repeated.

Automatically correct
DUal capitals

Dictionaries

Dictionaries

Custom Dictionary

When checked, words containing dual capitals will be corrected.

PhonePad comes standard with a number of dictionaries for different
languages. Dictionaries are stored in the Dictionaries sub-folder. Select the
dictionaries you wish to you by checking the appropriate check boxes.

The custom dictionary is where new words are added. This will be
automatically created for you, although you can create your own custom
dictionaries.

3.62 Spell Checking a Message

Live Spelling

If you hawe Live Spelling enabled, misspelt words will be automatically underlined in red.
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_ Mo action required 0 Wants to zes o

. call i) Pleaze phane [] will be in at
. 0 =ee yoy i1 Wil phone again
rgent i WAl drop by again [ Private
subject: L1 Receipt
Meszage:

The meseting is scheduled for 2 pm this Friday. Could you

To correct a possibly misspelt word, right-click on the highlighted word and select the correct suggestion
from the popup menu. If the word is actually correctly spelt, you can choose to ignore it or add it to your
custom dictionary.

Subject: [ Receipt
Message:
The il is scheduled far 2 pm this Friday. Could

metingE!

meskings
rediaking
meditaking

T aker Ignaore

Ignore Al
e Add

Change Al »

auko Carrect

gpeling ...
Ignore Ignore this occurrence of the word.
Ignore All Ignore all occurrences of this word.
Add Add this word to the dictionary.
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Change All Change all occurrences of the word.

Auto Correct If you select the corrected word from this list, the misspelt word will be added
to the Auto Correct dictionary. Next time you misspell the word the same way,
it will be automatically corrected for you.

Spelling Displays the Spelling Options dialog, allowing you to specify the various spell
checking options.

Performing a Spell Check Manually

To perform a manual spell check, click on the Spell Check button on the toolbar.
= )

The Spelling dialog will be displayed, listing all the suggestions for the misspelt word.

Subject: [ Receipt

Message:

The meeting is EMERIIES for 2 pm this Friday., Could you

meeting

Spelling [z
Mot Found: |schedduled [grare | lgrare Al |
Heplace 'with: |scheduled Change | Change Al |
Sugoestiong: Add | Auto-Correct |

Optionz... Cancel

The options shown in this dialog are the same as the Live Spelling options.

3.63 System Information

The System Information window displays important details about the PhonePad system.
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System Information

Lizenze Expiny:

User Name:
PhonePad Version
Database Engine Version

Data Directory

Connection Mode

Remote Data Directory

Server IP

Server Port

License Name
Licensed Users

License Expiry

Idzer Mame: Steve

PhornePad Werzsion: 4000

Databaze Engine Yersion: 415

Drata Drirechany: d:hphonepad 4hdata
Connection b ode: Local

Rermiate Data Directan: Mat applicable
Server IF: Mot applicable
Server Port; Mot applicable
Licenze Mame: 12 Corporation
Licenzed |zers: a0

Lizenze does nat expire

This is the login name you are currently logged in as.
This is the full build no. for the version of PhonePad you are running.
This is the version of the internal PhonePad database engine.

If you are connected in Local Mode, the name of the data directory
will be displayed here.

This indicates which connection mode PhonePad is currently
configured to use: Local, Remote - LAN, or Remote - WAN/Internet.

If you are connected in Remote Mode, the location of the data on the
remote server will be shown.

Displays the IP address for the PhonePad server. This only applies if
you are connecting in Remote Mode.

Displays the port for the PhonePad server. This only applies if you
are connecting in Remote Mode.

Displays the name of the organization PhonePad is licensed to.
Indicates the no. of users your PhonePad license cowers.

Indicates the date your license expires. This only applies to
temporary licenses. If you purchased a PhonePad license then you
have a permanent license.
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3.64

3.65

Using Notification Sounds

PhonePad can alert you audibly when a new message is received. Although you will probably be away
from your desk when a phone message is taken for you, it can be used to alert you if a receptionist is
taking all messages for you or you are somewhere nearby when a message arrives.

Under Preferences, there is an option called Notification Sound. This option gives you two choices:
Default Sound (which is the standard Windows beep) or Sound File. The second option allows you to
specify a sound file (WAV) to play whenever a message is received.

Motification Sound
Default Sound
# Sound File:  |D:5PhonePad 455 oundz 8. way - | @

Click on the |E| button to select a sound file. A dialog will appear, allowing you to select a wav file on
your system. PhonePad comes with 8 sounds you can choose from, or you can add your own sounds.
You can use anything from beeps to music.

Click on the ﬂ button to listen to the sound you have selected.

The notification sound will only be played if it can be found on your system. If PhonePad cannot play
the sound because the wav file has been deleted or moved, the default Windows beep will be played
instead.

Please note that the Beep When Messages Received option must be checked for the sounds to be
played.

v Beep when mezzages received

Viewing a Phone Message

Like all of the features in PhonePad, viewing a message is as simple as point-and-click. You can view a
message using a number of methods:

Double-click on the message

Click on the View button on the Sidebar
Click on the View button on the Toolbar
Select View Message from the File menu
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| ViewMessge  HEE
While You Were Out

To: Adam, Steve J Date: | 2/0442003

Caller:  |John Smith M Tirme: | 1:07:04 PM

From:  |*Z Corporation Fhone: |5555 7777

i*1 Phoned i1 Mo action required {1 “Wants to see you
i1 Beturned yaur call i#1 Pleaze phone [1 will be in at:

i Came to see pou i Wil phone again

Urgert i %l drop by again [ Private

Mezzage:

YWWants to set up a meeting for next Friday.

Taken by: | Rikke 73

The message has an appearance similar to that of the old paper-based message pads.

The % icon next to the caller's name activates the Caller Time Lookupfeature.

To view a phone message:

Click the View button on the toolbar.

i 7%

Or click the View button on the sidebar.

Notes

* You can edit the message text of a phone message after you have received it. This allows you to add
follow up notes and other information. If you make changes to the text you will be prompted to save
them.
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3.66 What's Included with PhonePad

The PhonePad system consists of the following applications:

9 This is the PhonePad application.
PhonePad

_ This utility is used by an administrator to manage the
PhonePad system.

PhonePad
Adrmin

database. It is also used to setup Local and Remote modes,

& This utility is used to specify the location of the PhonePad
and to configure the PhonePad senver.

DEConneck
@ This is a utility used by the administrator to update the

PhonePad database.
DEUpdate

This is the PhonePad server application used for remote mode
connectivity.

DESetrver

This utility is used by an administrator to backup the
PhonePad database.

%

DEBackup

This utility is used to repair and optimize the PhonePad
database.

W

DBRepair

MessageSender provides the message forwarding capability.
Like DBSener, it must be run on a computer on the network.

P

M ezzage
Sender

SenerManager New utility allows configuration and
management of remote connections and the PhonePad senr.

CY

Server
Manager

This utility is used to customize the labels used within phone
messages.

&

Label E ditar
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& This utility is used to license your copy of PhonePad.
License

This utility makes it easy to create shortcuts on your desktop
@ when you install PhonePad in a shared folder.

ShorkZuks

m The In-Out Board allows you to keep track of your staff.

In-Cut Board

4 Information

4.1 Contact Us

@ Contacting Us By Email

We provide unlimited FREE support via email. For support with PhonePad or any of our other products,
please email us at:

support@cybercom-software.com

If you would like more information about PhonePad or any of our other products, or if you would like to
talk to us about ordering, please email us at:

sales@cybercom-software.com
We are dedicated to giving you the very best quality software possible, and we are always looking for

ways we can improve our products. If you have any suggestions on how we can make our software
better, or new features we can add, please drop us a line at either of the above email addresses.

@ Contacting Us By Postal Mail
You can contact us by normal mail at:
Cybercom Software

PO Box 5006
Chisholm ACT 2905
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Australia

=]
== \World Wide Web

Visit our Home Page for information on all of our products, downloadable evaluation versions and the
latest upgrades. There is even some free stuff you are welcome to download. Enter the following URL
into your web browser:

www.cybercom-software.com

.
Contacting Us By Telephone

Our preferred method of support is via email, and you will receive the fastest response using this
method. However, if you do not have email access you can phone us as detailed below. Please bear in
mind that we are usually extremely busy on software development so you may have to speak with our
wicemail senice. If you leave a message, we will try to return your call as soon as possible. Please
take note of the time difference if you are calling from overseas.

From within Australia:  (02) 6291 9246
International: (+61-2) 6291 9246

You can reach us from Monday to Friday between 8:00 am and 6:00pm AEST (Australian Eastern
Standard Time). We are +10 hours GMT.

4.2 Evaluation

Under the terms of the License Agreement, you are permitted to try PhonePad for 60 days from the date
of installation. This is a once-only evaluation period. After that date, you will not be able to continue
using PhonePad unless you purchase a license from Cybercom Software or an authorized reseller. For
information on ordering, please refer to our web site at www.cybercom-software.com.

There are no limitations or restrictions in the evaluation version of PhonePad, apart from the 60 day limit.
During the evaluation period, the following window will be displayed each time you start PhonePad.
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e Evaluate

i

T Order

M Cancel

Evaluation Motice

Thank you for evaluating PhonePad. This software is NOT frea.
You may use it for a once-only 60-day evaluation penad. Once
this period has expired, you will nol be able 19 continue using
PhonaPad unless you icenss il

For more information about PhonePad, please contact us via
amail or visit or websie:

Email &l teain-S okl e com
Wabsibe: v, cubsstcom-soflwere com

Telephone:  B1-2 621 4246 (7]

“ou ate on day 0 of your Bl-day envaluabion.

Erer o evshiaion o[ 1) Eabyate|| | Order PhonePsd onlne T Ordes
Reg o Ao
bl ) Register | | EtPhonePad 3  Cancel

Click the Evaluate button to continue evaluating the software. Once the evaluation
period has finished, the Evaluate button will be disabled thereby ending the free trial.
To continue using PhonePad after this date you will need to purchase a license.
You won't need to re-enter any data. Once you have been issued with a license key
you will be able to continue from where you left off.

If you need an extension to the evaluation period, please let us know and we will
extend it for you. If you are just starting your evaluation of PhonePad and the
Evaluate button is incorrectly disabled, please contact us and we will send you a
temporary license key.

Click the Order button to order PhonePad online. Make sure you have an active
Internet connection. Your browser will take you to the PhonePad order page on our
website, where you can order PhonePad online using a credit card via a secure
connection. Once the order has been completed you will automatically receive your
license key via email.

For other order methods go to www.cybercom-software.com/order.htm.

If you have purchased PhonePad through a reseller (eg. Digital River or an online
retailer), you will need to register your copy of PhonePad to receive your license
key. The reseller will supply you with a serial number for this purpose. Click the
Register button to go to the registration page on the Cybercom Software website.
The registration process is quick and easy. You will automatically receive your
license key via email shortly afterwards. Make sure you have an active Internet
connection.

Please note: if you ordered PhonePad directly from us or online via our website, you
do not need to register your copy of PhonePad. This is done automatically at time
of purchase.

Click the Cancel button if you want to exit PhonePad.
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4.3 Licence Agreement

End User License Agreement

The following is a legal software license agreement between you, the software end user, and Cybercom Software. Carefully
read this license agreement before using the product. Installing and/or using the product indicates that you have read this
license agreement and agree to its terms.

Grant of License. Cybercom Software grants to you a non-exclusive, non-sublicensable, license to use this software and its
components (the "Software"), in binary executable form. This software is NOT free. After a once-only 60 day evaluation period
you may not continue to use it unless you have a valid license file licensed in your name or in the name of your organization. In
the case of an Individual License, only the specified licensee may use the Software. In the case of a Company or Site License,
the Software may only be used within the named organization. In both cases the number of users using the software must not
exceed the licensed number of users.

Copyright. The software contained in this package is owned by Cybercom Software and is protected by Australian copyright
laws, international treaty provisions, and all other applicable national laws. The software must be treated like all other
copyrighted materials (e.g. books and musical recordings). This license does not allow the software to be rented or leased,
and the written materials accompanying the software (if any) may not be copied.

Title, ownership rights, and intellectual property rights in and to the Software shall remain the property of Cybercom Software.
You agree to abide by the copyright law and all other applicable laws of Australia, and intemational copyright laws. You
acknowledge that the Software in source code form remains a confidential trade secret of Cybercom Software and therefore you
agree not to modify the Software or attempt to decipher, decompile, disassemble or reverse engineer the Software.

Limited Warranty. Cybercom Software warrants that the software contained herein will perform substantially in
accordance with the accompanying documentation.

No Other Warranties. Cybercom Software disclaims all other warranties, either express or implied, including but not limited
to implied warranties of merchantability and fitness for a particular purpose, with respect to the Software, the accompanying
written materials, and any accompanying hardware (if any).

No Liability for Consequential Damages. In no event shall Cybercom Software or its suppliers be liable for any
damages whatsoever (including but not limited to damages for loss of business profits, business interruption, loss of business
information, or any other pecuniary loss) which results from an inability to use this software, even if Cybercom Software has
been advised of the possibility of such damages. Because some states/jurisdictions do not allow the exclusion or limitation of
consequential or incidental damages, the above limitations may not apply to you.

LEGAL STUFF

The author hereby disclaims all warranties relating to this product, whether express or implied, including without limitation any
implied warranties of merchantability or fitness for a particular purpose. The author cannot and will not be liable for any
special, incidental, consequential, indirect or similar damages due to loss of data or any other reason, even if the author or
an authorized agent has been advised of the possibility of such damages. In no event shall the liability for any damages ever
exceed the price paid for the license to use software, regardless of the formand/or extent of the claim. The user of this
program bears all risk as to the quality and performance of the software.
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4.4

4.5

4.6

Ordering

Our products can be ordered online from our web site at: www.cybercom-software.com. Please check
our web site for the latest ordering information (in PhonePad, select About from the Help menu and click
on the link). If you have any difficulty, please contact us.

Once you have purchased a license, you will be supplied with a License Key that will change your copy
of PhonePad into a fully licensed product. There is no need to download a different copy of PhonePad.
The evaluation version and licensed version are one and the same.

You will be supplied with a license key file. All you need to do is save the file to the directory PhonePad

is installed in. If you have PhonePad installed on multiple computers you will need to install the license
key file in the PhonePad directory on each of these machines.

Problems

Unfortunately, due to the complex nature (and human nature) of many applications, bugs (undocumented
features) are a fact of life. Although we have gone to great lengths to ensure that this product is bug-free
(if there is such a thing) some inadvertently slip through the net. If you do come across any bugs in our

software please let us know as soon as possible.

If you find a bug, it is important that you note any error messages that are displayed and the steps you
went through that led to the problem. This will help us in trying to reproduce the problem.

Please report any bugs you may encounter to us (support@cybercom-software.com) and we will give
them our immediate attention. Most problems are resolved within 2 to 4 days of them being reported.

Support

For information on Support, please see Contact Us.
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filter 72

folder 91

folders 95

followup 74

Forward 51, 78
Forward Message 51
Forward Via Email 51
Forward Via PhonePad 51
Forward Via SMS 51
forward your messages 51
forwarded 78

-G -

group 64, 131

_H -

headings 72
help 48

holidays 51
home 51
Hotspot 127
Hotspot Button 127

Implicit 121

import 46, 65, 80, 81, 93
imported 80

importing 70

In 119

Inbox 37, 72, 95, 127
Inboxes 127

incremental search 48
individual files 69
information 82
initialisation 116
initialisation string 116
In-Out Board 82, 119
Internet 139, 145

IP address 145

IP Announcement 139

L -

Label Editor 61

labels 61
LAN 139, 145
LANs 60

license 145, 154

License Agreement 153
License Key 154

licensed 154

Listen for IP Announcement 139
Live Spelling 142

Local 60, 145, 149

local area networks 60

Local Database Directory 138
Local Mode 138, 145
location 138

login 87

lookup 57, 92

M -

Mail Server 121
Main 139

main window 37
manually 46

MAPI 121
menu 40

menu items 40
menus 40

message 42, 62, 78, 91, 97, 125, 128, 131, 134,
137, 147

message archive 88

Message Archiving 88
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