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Copyright © 1992-2010 Abex Software AG

The customer has acquired the non-exclusive, non-transferable right to utilise this software package
for his own use. This right is limited to using the programme code in machine-readable form on the
specified installation, i.e. reading and saving the programme in whole or in part on the specified
computer system for the purpose of executing the instructions contained in if, and to using the doc-
umentation supplied with the software product in connection with the programme’s utilisation. The
customer may copy the software for the purpose of making backups. It is the customer’s responsib-
ility to supervise the original and its copies. This soffware package contains data, ideas, concepfts
and procedures, which are the supplier's commercial secrets. The customer undertakes not to
make this software package accessible to third parties either in whole or in part in any form, nor to
publish the same. The customer will implement the necessary measures within his own organisation
in order to protect the software package against unintentional disclosure and/or access, theft, or
misuse by unauthorised persons. Where the customer is in serious breach of the aforementioned
provisions, he will pay the supplier a sum equal to five times the one-off licence fee. Payment of this
penalty does not release the customer from his confractual obligations. The supplier declares that
he has developed this sofftware package himself and owns the relevant intellectual rights in i, in
particular copyright. Any amendments to this agreement must be made in writing with reference to
the software contract, and be signed by both parties.
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Infroduction

Visual-Adress is the universal tool for your Sales and Marketing Department and for your professional
staff at the business front.

The Visual-Adress application suite consists of several programmes. These individual programmes
are briefly infroduced below. This manual describes the use of Visual-Adress itself.

Visual-Adress

The entire application is focused on convenient address management. It also links fogether notes,
address-related documents and schedules.

» Selection windows containing master data

* Automatic testing for duplicated addresses

+ Post code file with cities and dialling codes where available
+ Country-specific address editing

e Phone didlling by modem

Visual-Admin
In the database designer you can easily adapt your own data tables to your organisation’s require-
ments, design and save the layout of screen input forms.

« Database designer for various data formats

¢ Online links to external data

* Client management of up to 255 address masters
« Screen layout for master data and notes

Visual-List Designer

The integrated list designer allows you to design all reports according to your preferences. By using
drag and drop you can supplement, copy and adapt existing reports. The list designer unifies the
convenient operating features of a modern word processor.

« Access to all data fields
* Group indices and arithmetic functions
« Integration of graphics, lines and frames design

Visual-Switch
This programme allows laptop users to switch between local and server based data.

Visual-Exchange

This programme allows bidirectional synchronisation of all data processed with Visual-Adress
between server and client installations. This includes addresses including their add-on information,
notes and dates as well as linked documents processed with e.g. Word or Excel.

Included in the basic version of Visual-Adress is the “Light” version of Visual-Exchange. This version
allows to synchronise data for laptops, which are connected directly to the network, e.g. for field
staff.

Visual-Synchro
This programme allows bidirectional synchronisation between Visual-Adress and Microsoft Outlook.

Visual-OLE (Automation Server)

Together with Visual-Adress you also received an OLE Automation Server (OLE). It allows external
applications, e.g. order processing, to directly access the addresses in Visual-Adress. Examples and
suggestions are included as Word documents. The OLE interface assumes programming knowledge
and is mainly designed for software developers and experienced users.

-6-
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Visual-Adress Basics

Visual-Adress will support you in all areas of address management, marketing, sales and project
work. Visual-Adress can be used across the whole organisation: By the secretary to update ad-
dresses, by the dealer to store his reports of customer visits and by the sales and marketing man-
ager to access data. In order to optimise the way Visual-Adress is used, it has to be configured cor-
rectly. Often the responsibility for configuration is in the hands of the marketing department or an
employee specially trained in Visual-Adress. Individual users need to be informed about the sec-
fions they will be using: What is possible, what conventions have been agreed on, which data are

meaningful and necessary. Actual operation then becomes a child’s play and always follows the
same structures.

Start-up And Personal Settings
Start-up

The entire Visual-Adress suite is subject to a strict user administration. When you start Visual-Adress,
you will first be prompted to enter your User ID and Password:

o The User ID and Client used the last time Visual-Adress had been

= opened will already be filled in. Normally, you will just have to enter
N VA d and OK
— B Y passwora ana press .

Clisnt | PMLine |

Note:

When starting Visual-Adress for the first time and before any users have been defined in Visual-Ad-
min, “User ID" and “Password” remain empty.

Menvu Bar

The menu bar shows different icons depending on which main window is open.

- To adapt the menu bar to your personal preferences first open the main window (ad-
dresses, projects, notes, etc.) for which you want to adapt it.

- Then click on the down arrow at the end of the menu bar or right-click in the menu bar.

- Toinsert a command select an existing command or separator on the right part, then select
the command to add from the left part and press the right arrow. The new command will
be inserted above the command selected on the right part.

- Toremove a command select it and press the left arrow.

Alternatively go via menu View > Toolbars > Customise Toolbar...

Task Bar

The task bar at the left side of the screen can be displayed using large icons, small icons or as a
free view. Change the views using a right-click in the task bar area or go via menu View > Taskbar.

Standard View
(Using large or small icons)

Addresses: After starting Visual-Adress you will always be in the address work area. Here you add,
edit, print, import, export all data.

Date Administration: Visual-Adress contains a sophisticated calendar, using different colours per
user and showing detailed address-related data.

Projects: In the projects work area you can add and edit projects and assign addresses with their
notes and documents to them.
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General Documents: In the document administration work area you may file general documents
which are not related to addresses.

Master Data: In the master data work area you will find all lookup tables necessary to record ad-
dresses or other enfries.

Email: If you have a Mapi32-compatible mail system on your computer like Exchange or Outlook,
you may read and write your emaiils directly in Visual-Adress.

Internet: This button opens Internet Explorer within Visual-Adress.

Explorer: This button opens Explorer within Visual-Adress.

Tree View
The tfree view can show up to 3 hierarchical levels, level 1 corresponding to the standard view.

In order to make Visual-Adress even more flexible, the task bar may be supplemented by addi-
tional Visual-Address internal functions or by external applications.

To add functions: Either right-click in the task bar area and select “Add Link” or go to menu View >

Task bar > Add Link. You may then either select Infernal Function or External Application:
Application connection

Internal Funcl\on} temal Application

Intemal Function | &Expart ~
Emport, |
EPrint
Addresses
Date Administration
E-mail
Explorer
General Documents
Internet

Master Data o
Defirition ‘ j
Designation [tdmport &
Hierarchy [Level 3 [ony visible in lree view) B
lcon v .
L] =
ok Cancel

- Internal Functions: Select any of the available functions, one of the corresponding defini-
fions where available, overwrite the designation, change the hierarchy level if necessary
and click “OK".

- External Applications: Click on the button at the right of the field “Connection” and select
the desired application (“.exe” or *.com” file). Then select an "Execute” setting from the
popup list, change the hierarchy level and select a different icon if necessary. Click “OK” to
add the application to the tree view.

Application connection

[GCENETETENY Esternal Application }

Conrection C\Programme’bexEWAdmin exe =
Farameter

Special parameters are: A
HittandMriH = mandate number (mml
HHUserNrit# = user number

HHUseD#4 = user identification

HHUserPw it = user password

HUANIH = active address number

HHadReclDHEE = ReclD of the active address

~
th focus [default) j

Execute O

Designation

Hisrarchy [Level 3 [anly visible in tree view] -

oK Cancel

To add an application group: Either right-click in the task bar area and select Add Group or go to
menu View > Task bar > Add Group. Enter a designation, select the view and press OK. You can
add internal functions or external applications as above.

To delete links and groups: Right-click in the task bar area and select Delete Link or Delete Group.

Zoom

Menu View > Zoom... opens a new form which allows scaling of all forms and their elements ac-
cording fo your preferences.

-8-
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Options

- Go to menu Extras > Options ... to set up your personal preferences.

General

Select some settings concerning letter salutations, search terms, searching, table views and
browser. Version 6.8 added three new settings:

- Show "Go to” arrow for address dropdown lists
- Show "Go to” arrow for (other) dropdown lists
- Show "Go to” arrow for project selection

These options provide a direct access to the master tables referenced in the dropdown fields.

Colour Setting

The user interface of Visual-Adress has been adapted to the newer Microsoft Windows© and Of-
fice© versions. You may however change it according to your preferences by opening the menu
Extras > Options, register Colour Setting.

You may select between different colour models as well as define the colours for normal and com-
pulsory input fields:

Options

E-mail _Due dates
Colour sefting

The aclive input and/or selection field will alwaps be colowed differently from the other fields.
Determine here the colour for nomal fields and for those where input and/or selection is always
required.

Colou mode! [Dark green k2
o =

Test field Foreground  Background

Colaur for normal input fislds 256 Coloms | | o] [Test

Colour for mandatary input fislds -:|

Dates active period |pmpnsa|g,ay j | ] [Test

Dates inactive period | M oo [Test
oK | Cancel

Document Administration

Select the fields displayed in the table view. Double-click field names on the left part of the window
to add them to the display or select them and press the right arrow. Fields will be inserted above
the one selected on the right part. Double-click field names on the right part to remove them or se-
lect them and press the left arrow.

Folder/Documents
Settings for documents: Follow the on-screen instructions.

Serial Letters
Pre-selection for conftrol file for serial letters.

Email
Settings for Outlook and email handling: Follow the on-screen instructions.

Email Atachments
Sefttings for saving/removing of attachments and “own files/pictures”.

Dates
Some default settings for the display of date related notes.

-9-
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Tasks
Some default settings for the display of tasks.

Alarm Clock
Activation of the alarm clock and settings.

vCard
Assignment of Visual-Adress fields to vCard fields.

Telephone CD
This feature is currently only supported for the Swiss Twixtel CD.

Modem

Select and set your modem here, if your hardware allows you to dial a telephone by using your mo-
dem. For Modem 2 “Skype” must be selected, if you are using Skype for internet telephony, even if
you connect to the internet via broadband.

SMS/Pager
Seftings to send SMS and Pager messages from within Visual-Adress.

Journal
Definition of entries into the Journal.

-10-
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Master Data

Infroduction

The Master Data contain tables serving as drop-down lists when adding or editing addresses, notes
or other master tables.

f —
W& Visual-Adress (Profi-Version) - - S—|

File Edit View Gote Record Filter Extras 7
A = = e = N R RN N N N TR N TN A SN |

VisuslAdiess | e Diesignation PO
% Bark Accounts

Cateqories

Countries Enghs: E.D. Boxt ‘
Cunrencies tenc) ase postale
S Dehitar Accounts Italiarn Cazella postale
@ ”d”Sl"ES Rhaeto-Romanic Cazella postale
Anguages
List Graups Spanish Apartado postal
Dates Offer Status

Payment Tem

Phare Provider
Post Codes
Praduct Groups
I FC[S Prajects
= Representatives
| ;‘ Sale Chances
Search Exceptions

BesumEre Selections

Titles and Salutations
VAT

The following tables are required by Visual-Adress:

General

- Titles & Salutations

- Languages

- Post Codes (Zip Codes)
- Countries

- Search Exceptions

- Phone Provider

All other tables are customer specific and may be modified or supplemented by additional tables
in Visual-Admin.

The tables may be sorted in ascending or descending order by clicking repeatedly on a field name
header. Clicking on an alphabetic tab on the right side of the table (appearing after having
clicked on a field name header) selects the first entry starting with the letter selected.

The buttons with the green arrow |Englizh - : which you will find to the right of dropdown

fields open the corresponding master data directly. These buttons can be hidden by deselecting
the corresponding option (Menu Extras > Options, General).

Add, Edit And Delete Master Data

Note:
Adding and edifing of master data should be reserved to a few key users. Careless modification
or deletion of master table records may have unpredictable consequences on dependent data.

Many master tables just consist of identification and description fields. Often, the identification is
entered automatically.

Table Selections Example Table Selections: Click on Master Data, then on Selec-
R 4l tions. Then click on the New icon or right-click anywhere in the
porraa i - 5 | table area and select New. You may now enter a new selec-
tfion code (up to 4 digits, using A to Z and/or 0 to 9, and a des-
ignation.
Save Cancel |
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Note:
To the right of many Designation fields there is a small bubble icon. Wherever you see this icon in

Visual-Adress you may enter the designation in up to 4 languages, currently English, French, Italian
and German.

Existing records may be modified by double-clicking them.

Right-click a record and select Delete or select a record and click on the Delete icon in the menu
bar to delete arecord. Click Yes to confirm the deletion.

Search Master Data

Example Table Titles & Salutations: Click on Master Data, then on Table Titles and Salutations. Now
press function key F3.

- Select the field you want to search
- Select the term you are searching
- Select the field part you want to compare

H m "
- Click "Search
p
W& Search in: Titles and Salutations - — =AREl X
o a— -

Search in Field: |T‘HE j Search ‘ Apply J
Search far ]Mf
Compare: |Part of Field Cortent LJ Close
Language /| Display Field | Abbreviation | Title -
E nlish hrs Mrs s

2 records found

- Select the desired record in the results table
- Press Apply to jump to the corresponding record in the table.

-12 -



Addresses

Visual-Adress 6.9

Adding and Editing Addresses

After starting up Visual-Adress you are in the address work area (default setting). Otherwise click on
the Addresses icon in the task bar.

¥& Visual-Adress {Profi-Version) [Z]@

Flle Edit Wiew Gota Record Filter Extras 7

N A® | AFR |6 @ |ae BEE A Pikae s 5 5ol

Addlessesl Additional Data | Documents | History
e
Addiess number ,125—
Addresses PlLine Ltd
et v e
Company 2 | BEurghfield
Dt [ Egagcgn?'g),“_ﬁerkshire
Language  Title [English = ][Hr =[]
First Mame  Surname |W'alter |Holmann
Occupation
Street |3 Burghfield Bridge Close
Street 2 [Burghfield
Country City ,ﬁlﬂeadmg
County/Canton ZIP [Berkshire D Selliiten Persanal address [
PO Box lil | |D5ar “walter
Telephone Direct [+44 [or1a [am0s7as ¢ | SeachTem [PMUME LTD
Telephone Exchangs Wl ] Q Function [Director
Telephone private WlUHE ] Q Selection [ E
Fan [+44 Joris [s505733 A Categor [Business =[al
Makile [+a4  [ores [5e7 zeze 3 | Industry [ ~[a]
E-Mail |wa\te|@pmline.cu.uk J Representative ‘ Lﬂ
Internet |pm\ine co.uk ﬂ
Skype [wh0315 4l
. [ Mewver Mailing [ Christmas card
.—\{ [ Dealer mailing I Christmas gift
Exilorer I~ Mews
»  «126> PMLine Ltd, Mr'#/alter Hofmann, Rieading, Berkshire
FhdLine Mumber of Recards: 184 |Enl: WwH 18/06/08 |Mud WH 30410408

To add a new address click on the “New" icon or press CTRL-N.

To edit an existing address click in the field you want to edit and start typing.

Some fields already contain default values, e.g. Language = English, Title = Mr, Country =
GB, provided this has been defined accordingly in Visual-Admin.

The available selection in the Title dropdown list depends on the language selection. The
fitle also determines the value automatically entered in the field Salutation as soon as you
enter the field or save the address.

Country / City /Zip: Enter the data for the street address in these fields. When entering the
code in the field “Zip" first, you either immediately get the city or a new form with a selec-
fion of cities with that code opens. Note that the postal codes for the United Kingdom are
currently not available'.

P O Box / City / Zip: Enter “P" for an unknown P O Box number or the number in the first field.
If city and/or zip are different from the street address, enter them here. Any entries in these
fields will overwrite the street address.

The Search Term is derived from the first 15 characters of the company name or surname
and first name for private persons. It is generated when you enter the field or when you save
the address. For certain types of addresses starting with a common word like in banks, com-
munities, starting with “British”, etc. sensible guidelines have to be developed and adhered
fo.

When you overwrite a generated search term by your own enfry, your new search term
may be added to the Search Term Exceptions and then be used instead of the generated
search term for future addresses, provided the entry “Automatically adjust search term if
corresponding fields were changed” in menu Exfras > Options, Register General has been
deactivated.

1

The postal codes for UK have to be licensed separately and could be made available on re-
quest.
-13-
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Phone and fax numbers should always be entered with full prefix in the second field and

local number with blanks as separator in the third field. Visual-Adress will then display the
number correctly in the reports. The country code is generated automatically from the
value entered in Country.

Note:

By default Visual-Adress uses “GB"” for the United Kingdom. If you prefer to use "UK” instead,
change the Country ID in the master table Countries for the United Kingdom accordingly.

Address Add-on Form

S

Every Visual-Adress table may contain up to 255 fields. In order to sustain easy operation, the main
form only contains address data whereas additional information may be entered on add-on forms
on up to 20 registers. These forms are completely user configurable in Visual-Admin.

Address Table

Clicking on the B icon or pressing CTRL-A foggles between single address view and fable view.

i Wisual-Adress (Profi-¥ersion)
File Edit View Goto Record Fiker Extras ?

=12l

A4 P05

#]l]

.@!

NEda®|[S2E2 s 06 |6ne 0|
Addr395| ta | Dispatch Detals [ Turn tics

Jocuments

Address ndn\saarch Term |Company

| Surname

|Street

ARTISHAUSEF Emil Artishauser (Z0rick Hauert
ELMER. UND 5t Elmer und S8hne GrmbH | Sandburg
ABC ELETRON ABC Eletronic Impart | Gressner
BURGERKAMZ! Bitrgerkanzlei Oberwil | Kaufmann
SILICON PHA! Silicon phantasy graphi| Smith
FRET KARIN Frei
ARTISHALISEF Emil Artishauser (Schwe Meier
HAPPY DOOR. | Happy Door Meienberg
WESTLOR LTD Westlox Lkd, Meier
ARTISHAUSER Emil Artishauser (Zdrich
ARTISHALISER Emil Artishauser (Bern)
ARTISHALISER Emil Artishauser (Genf)
ARTISHALISER Emil Artishauser (Zirick Huber
ARTISHALISEF Emil Artishauser (Bern)  Huber
ARTISHAUSEF Emil Artishauser (Genf) Fleurie
ARTISHAUISER Emil Artishauser (Ziivick | Kundert
ARTISHAUSEF Emil Artishauser (Bern) | Miller
ARTISHAUSER Emil Artishauser (Genf) | Clair

NEW MEDIA T |Mew Media Technology s

Holzacherstrasse 78
Industriestrasse 1072b
Hohenzollerdamm 23
Hauptstrasse 437
Broadstreet 40 8
Herzogenweg 12a
Thurgauerstrasse 77
Oberdorfstrasse 451
Lattichstrasse 3
Holzacherstrasse 77
Neufeldstrasse 77
Rue de Montagne
Holzacherstrasse 77
Neufeldstrasse 77
Rue de Montagne
Holzacherstrasse 77
Neufeldstrasse 77

[z [Town ~ 4]
8952 Schlieren B
o001 Minchen |
6212 5t. Erhard o
4104 Oberwil EL £
83002 Greckwick _F
8045 Zirich —
8050 Zirich —
8630 Rt ZH |
&340 Baar LI
952 Schlieren L
3011 Bern ]
2706 Les Geneveys-sur-C | _LJ
8952 schlieren |
3011 Bern 1
2206 Les Geneveys-sur-C | [
8952 schlieren Pl
o1 Bern I

Les Geneveys-sur-C | |

890-AF, | Montréal |
1|

Ll

v

-]

2]

i3

L=

<19 New Media Technology, attn Mister Carl Webster, Montréal W-24890-AR

Save | Carncel

) i
L1
Addresses C|z
C|s
o s
C[s
Date Administration e
C|7
[l
C|e
Projects o
|11
|1z
General Documents 13
[ P
i
|16
Master Data L7
5 C
~,‘¢ [ 12
E-mail
Journal
4
ea E
Dema Large

Murnber of records: 19

[Ent; Abex 08/06/92 [Mod: PB 03/02/05

Left-clicking a field name sorts the table by that field. Right-clicking a field name opens the table
definition form, that allows you to select the fields to be displayed in the table view. When the Dis-
play Markings checkbox is activated, the table contains the markings column, which allows you to
mark/unmark addresses directly. The regular fields cannot be edited in table view.

Testing For Duplicates

Before saving an address it is automatically tested for duplicates:

L Duplicates test

Existing addiesses

tdr Hofmann 'Wwalter «2s

Tested address «4> Addiess 0K?

PMLine Lt 3 Buighlield Bridge Close RE30 2. Reading «3»

Yes | Az main address
FhiLine Ltd
Mr ' alter Hofmann Yes | As subaddress
'3 Burghfield Bridge =
Fieading RG30 3RD Yes | Az duplicate address

Mo | Motes to existing address + erasure

In case a duplicate address is found, you then have four opftions:
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- As Main Address: The existing address will be linked to the new address as sub-
address

- As Sub-Address: The new address will be linked to the existing address as sub-
address

- As Duplicate Address: Both addresses will be saved and noft linked fogether

- Do Not Add New Address: The new address will not be saved.

The fields, that are being compared, can be defined in Visual-Admin.

Searching Addresses
To quickly find addresses you have several options. The search supports the use of wildcards:

Character Meaning Example
2 Any character at position of ‘¢’ Semple (finds sample, simple)
* Any number of characters S*
> Greater than >S
< Smaller than <S

Extended Search Form

The extended search form may be accessed by
- Pressing the binoculars icon in the menu bar
- Going fo menu Edit > Search Address
- Pressing CTRL-

%& Search in Addresses E]@
Jirec! ch t, | Addres:| Search | Company | Sumame |ZIP_ [ City -
Search Term chemain 201 CHEML Chemgineering A& Minaz 4133 Pratteln
Address number ’7 43 CHEML| Chemgineering AG Janszen-Tapken 4133 Pratteln
186 CHEML Chemgineering AG tdeier 4133 Pratteln
Compary 43 CHE ML Chemaineering &G Micolaus 4133 Pratteln
ZIP B0 CHEML Chemginesring &G Zeiter 4133 Pratteln
City pratteln 51 CHEML Chemgineering AG Stettler 4133 Pratteln
Fenresentative ’—Ll 176 CHEML| Chemgineering AG 4133 Pratteln
a 52 CHEML Chemgineering AG Binrwverk, 4133 Pratteln
CalEeem ~lis ciem Chemgineering AG Ficth 4133 Pratteln
E-Mail B4 CHEML Chemginesring &G Link 4133 Pratteln
Internat 55 CHEML Chemgineering AG Lenz 4133 Pratteln
CHEML| Chemgineering AG Latzcha 4133 Pratteln
CHEML Chemgineering AG Schultebraucks | 4133 Pratteln
: CHEML| Chemgineering Holding AG 4133 Pratteln —
X CHEM( Chemgineering Holding A5G | Matthys 4133 Pratteln
Al Company Desig.
First Mame+Surname
Al Streets
All Telephone Mumbn
All Ernail Fields
Selection =
-
Select I Search Close

156 records found

The search with terms in the upper left part of the form uses “Start of Field”, i.e. in above example it
will find any address whose search term is starting with “chemgin™. Multiple search terms are con-
nected by “AND". In this case the search will return all addresses whose search term starts with
“chemgin” and whose city starts with “pratteln”. Search with terms in the lower left part of the form
uses “Field Contains”: The search term may be anywhere in the field.

If an address is being selected which does not fall within the active filter criteria, a message will be
displayed and the filter may be deactivated.

The fields available in the search form may be determined by clicking the finy down-arrow
> AC

in the heading:
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Table definition
Awailable fields Selected figlds
Added By P Search Term Save
Added On Address number =
Additional Title Caomnpay Cancel
Alpha customer ZIP
Bank number Town
Beta customer =% | |Represertative e
Bookkeeping account Categomy
Branche E-Mail
Budget 4 | |Intemet
Chiristmas card J
Chiristmas gift
Client account t
Code block
Cannris:
Company 2
Company 3
Country
Country dialing code Phone_D
Courntry dialing code Phone_E
Country dialling code Phone_Fa  |[%

I Display Quicknfo

The fields available in the search results part may be determined by right-clicking in its heading. This
will open the same “Table Definition” form.

Simple Search Form

Double-clicking any field or clicking the field and then pressing “F3" on the address form opens the
simple search form. You can then search that particular field using “Whole Field”, “Start of Field” or
“Field Contains”.

By clicking a dropdown field and then pressing “F2” you can search in the master table instead of
in the address table.

Address Links / Sub-addresses

Normally you will start by entering a company address without any person. You will then add sub-
addresses for departments and persons. To do this, enter the main address normally. Then go fo
menu Edit > Copy Address as Sub-address. Many fields will then be copied in the sub-address and
you just have to edit the fields which differ from the main address. In the same way you can add
sub-sub-addresses etc.

If you already have entered addresses and would like to link them subsequently, proceed as fol-
lows:

Click fe in the menu bar or go to menu View > Address Link.
%

PhiLine Ltd., 3 Burghfield Bridge Close RiG 30 3<1 Reading «3»

nnnnn

Pressing Connect will open the extended search form as above, where you can now search the
address you wish to connect as sub-address. Pressing Select or double-clicking an address will jump
to the address selected in the background.

When you already have several connections, be sure to first select the main address before press-
ing Connect.

To release an existing connection, select the sub-address and press Release.

Deleting Addresses

In order to delete an address go to menu Edit > Delete or press the Delete icon (the one with the
red cross). To be able to delete a main address, first detach all its sub-addresses.

Attention:
When you delete a main address, all associated notes and documents will be deleted as well.
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When you delete a sub-address, you can optionally move the associated notes and documents
to the remaining main address.

Sorting Addresses

To sort addresses go to menu Record > Sort, then select one of the predefined entries or build your
own by selecting Individual... at the bottom of the list.

Index { sorting
Available fields Sarting field
ﬁgg Title ] | Search Term ascending
ress number i
Allnheel vehicles Sumeme ascending
Alpha customer
Bank number
Beta customer
Bookkeeping account o
Brachure number
Brochure number 2 4
Brachure number 3 J
Brachure number 4
Brochure number &
Brachure number £
Brochure special products
Brochure whole assortment
Budget
Budaget Cr-01
Budget Cv-02
Budget C-03 ]
Budget Cr-04 il
Save Cancel

Add field names in the order you would like to sort the addresses (sort by ... then sort by ... then ...)
and save your selection. Fields can be sorted in ascending or descending order.

Phone, Fax, SMS and Pager

Visual-Adress supports dialling of phones, sending of faxes, SMS and pager messages, provided the
required third party hard- and software is installed.

Clicking on the phone icon in a phone number field opens the “Dial” dialogue. Pressing Select dials
the selected number, pressing SMS message allows you to type the message and then send it fo a
mobile or a pager.

Clicking on the fax icon in a fax number field opens Outlook and inserts the fax address in an email
message. In order to send faxes from Outlook Exchange Server is required.

Visual-Adress provides the possibility to use Skype to make phone calls (Skype out) and Skype fo
Skype calls.

In order to use Skype with Visual-Adress “Skype” has to be selected as Modem 2. Go to Extras > Op-
fions > Modem > Modem 2 and select “Skype (Internet Telefonie-Software)”.

Dial
Telephone private 118 950 1111 &3 Dial
Telephone Direct 115 950 5799 4 Dial
Mohile 785 527 2828 =2 A
Skype whi515 SMS Message

Cancel
4 ﬂ Hiztary Entry
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History, Notes

General

The History register contains a complete summary of all activities related to the active address. All
notfes, dates, tasks and documents are quoted here, sorted by date.

The available note types (up to 20) are being defined in Visual-Admin.

Note Entries

All note types may be added while in the History register. Specific notes may be added while in the
corresponding Nofe register.

To add a new note either go to menu Edit > New > New Nofte, click on the New Nofte icon or right-
click in the empty notes area and select New Note from the context menu. When in the History re-
gister, the following window opens, where you can select the note type.

%% Selection E]@

Holidavs oK

Phone g
Product Interest / Bought C. |
Schedule e
Tazks

Tewst £ Memo

Wizt Reports

When in a Note register, a new, empty note of the same type opens.

The simplest note is the Task Note:

Tasks
= EREE
Employes | - Entry for All ﬂ ﬂ Pricrity |2—
Project | - | A Completed [
Date 0441172008 @) Private [
Dezsignation | ﬂ

MHate

M ulti D ate Save Cancel

Sycamore [TC, Mr Dukes Adoki, Epzom, Surey

- From the Employee dropdown list select the appropriate entry: Entry for all = visible for
everybody, a group or a single name

- Select the Project

- Edit the date if necessary

- Enter a meaningful designation

- Enter an extensive description
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Notfes have a “Multi Date” button, allowing to plan recurring events. A wizard guides you through
the required steps:

This wizard supports you when generating zeveral data. All your inputs delimit the:
number. Select the weekday(z) during which scheduling is to take place here. In
addition, pou can determine components of wour date. For example, to obtain all
Fridays 13th, select Friday and enter 13" under Day.

[rate Components
Date Day

Date Month
Calendar Week

7 Wwednesdayp
e Thurzday
a Friday

7 Saturday
" Sunday

= wieekdays Mo-Fr
- ‘wheekdays Mo-Sa
" weekdays Mo-5u

Note Filters
With a note filter you can select one or several note types to be displayed in the History register.

Go to the History register and click on the leftmost filter icon in the menu bar or
go to menu Filter > Filter On Note Types. In the pop-up form select the note m
types you want to filter out.

|| Documents K I
[ Holidaps =

|| Invaice Cancel I
[] Phone

|| Product interest / bought

[ Schedule

[ Text / Memo

] Visit repart

Check the tip texts of the other 4 icons for further opftions.

Notes of Main and Sub-addresses

Go to menu View. There you can select between viewing only note entries of the main address,
only the sub-addresses or both.
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Filters, Selections

Introduction
Visual-Adress lets you create sophisticated filters, using all fields of the database. The demo data

W
contain some predefined filters: Go to menu Filter > Filter on or click = , then select All filters and

select a filter from the list. Filters with “22" at the end are parametrised filters, giving you the possibil-
ity fo make your selection atf runtime.

Filters are being used to

- Display selected addresses

- Print lists or labels

- Export data

- Write form letters

- Serial modifications/deletions

Important:

A filter is only active in the context in which it has been switched on. If you have switched on a fil-
ter to display selected addresses on the screen, you still have to select a filter (the same or a dif-
ferent one) fo print an address list.

Versions 6.8 and newer now offer the “Active Address Filter” when prinfing lists and labels.

Filter Definition

New Filter

- Go to menu Filter > Filter on or click =",

Filter
Personal selecl\on} Al filkers
- Al data sets no fiter] New
- All marked records
Iodify
Delete
Unique
i
Select Cancel

- Press New to create a permanent filter definition or Unique to create a filter definition you
only use once now.

r
W& Filter Definition
R

[Badiosses Rd| Smallet Larger Save as
- Fram To Cancel
@

From / To

Added By
Added On
Additional Title

Contains Doesn't Contain

Address number Equal Mot Equal

i Alpha customer
(l Bank account
Eeta customer

[ New Insert Edit Delete < Level Level ~>

Display SOL
J

- 2 Fields: Select the table (default Addresses) and the field.
- 3 Query: Select the condition, then enter the value(s)

-20-
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Enter or select a fix input value here or select a spstem value. The system value
W ariables provokes an entry/selection at i time of the filker.

Input Walue

System Value

Other Field

Cancel

Visual-Adress 6.9

Note that you may use wildcards: Equal ABC* would
return all occurrences starting with ABC.

If you select System value instead of entering a fixed value, you can then enter the desired value

at runtime:

Input Value

et

Enter or select a fix input value here or select a system value. The system value
s ariables provokes an entry/selection at wn time of the filter.

[IRTETY System Va\uel Other Field

I Equal

- |«Vanah|e» [individual query for each field]

=]

4Globalls [common query per field type]
12 0 qued i )

“Globall” and “Global2” replace the fixed value in
all occurrences of the variable, e.g. the field “Repres-
entative” in all notes of the report “Master sheet”.

“Variable” replaces the fixed value in the specified

query only.

The third register offers to compare the field with the value of another field:

Input Value

=)

Enter or select a fix input value here or select a system value. The system value
«\ anables provokes an entwdselection at run time of the filker.

TES| Ot Fietd |

|Addressas

E|
=]

i | Cancel

Select the field with which you want to compare the

filtered field.

- To add additional conditions press New and then either And or Orin 1 Connection, then go
to 2 Fields and 3 Query as above.
- The “Level” buttons allow you to group condifions:

(AandB)orC
A and (B or C)

Either both A and B or C alone must be true
A and either B or C must be true

- When saving your filter it will be added to register All Filters. You may add it to your personal

selection by selecting it and pressing

Modification of a Filter

i

Instead of creating a new filter from scratch it's often easier to modify an existing filter.

- Go to menu Filter > Filter on or click =

Filter
Fersonal seleciion | S
- All data sets [na fiter] New
- Al marked records =
Iodify
Delete
Unique
i
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- Select register All filters if you have not added the filter you want to modify to your personal
selection. Select the filter and press Modify

- You are back in the Filter Definition form. You may now add additional conditions (button
New), modify existing ones (button Edit) or insert new condifions between existing conditions
(button Insert)

- To keep your old filter definition, use Save As to assign a new name to the modified filter.

Application of a Filter

kT
- Go to menu Filter > Switch Filter on or click E|
- Click on the desired filter
- Press Select

To switch off a filter

- Go to menu Filter > Switch Filter off.

The menu Filter > Switch AutoFilter On sets a permanent filter, that is activated when you start Visu-
al-Adress. Switch AutoFilter Off turns the filter off immediately.

Mark / Unmark

Purpose

You can mark addresses using the pin icon in the menu bar, by going to menu Filter > Mark/unmark
Address or by using the shortcut CTRL-M. This is especially useful to pick just a few addresses for a
form letter. The pin icon turns brown when the active address has been marked. The standard filter
“All marked records” can then be used to display only the marked records.

Mark / Unmark with Filter

You can mark and unmark addresses using a filter, which enables you to combine filters by going to
menu Filter > Mark with Filter or Filter > Unmark with Filter respectively. You can mark a number of
addresses using one filter and then adding further records by selecting another filter. Or you can
mark addresses using one filter and unmark some of them using a second filter. Again, the standard
filter “All marked records” can then be used to display only the marked records.

You can mark/unmark addresses quickly in the fable view:

- Select View > Table View On/Off
- Right click in the table heading

- Activate Display Markings at the bottom of the form
| Courtry dialling code Ph

[w  Dizplay Markings

- Tick the check boxes of the desired addresses.

Special Filter Variables

When creating a filter, besides assigning the system value “Variable” you can assign some pre-
defined system values:

Current User
Generally being used fo filter the fields “Employee”, “Added By”, “Modified By", etc.

Dates
Uses the current date, the current date +/- days or weeks, etc.
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Document Administration

Infroduction

The document administration combines the powerful functions of office suites like Microsoft Office
with Visual-Adress. The document administration differentiates between general documents (docu-
ments which cannot be assigned to an address) and address related documents.

General documents may be accessed via the task bar icon General Documents, whereas address
related documents may be found under Addresses, register Documents. Address related docu-
ments are listed in the History register as well.

Both parts are technically identical.

The folder containing all documents can be found in the Visual-Adress data folder, normally
\\Server\..\Abexé\Data\ (Client)\Document, where (Client) is the name of the client database.

Important:

In order to ensure an optimal, consistent and customer related document administration, all doc-
uments should be administered via Visual-Adress.

Operation

Creating a New Folder
To create a new folder you can
- Go to menu Edit > New > New Folder

- Press the New Folder icon in the menu bar
- Right-click in the folder area and select New Folder

I Folder g@
Designation ‘Enntracls ﬂ
Folder Contracts]

aK Cancel

- Enfer a designation (remember that you can enter designations in other languages by click-
ing the balloon icon)
- The folder name will be generated from the designation, but may be overwritten

- Press OK
- Use Drag and Drop to move and place the folder as a sub-folder of some other folder.

Working with Documents

Creating a New Document

- Select the folder in which you want to create a new document

- Click on the New Document icon, go to menu Edit > New > New Document or right-click in
the document area and select New... > New Document

- Select the register Personal Selection, All Templates or Empty Templates
Note that you can add templates to your personal selection as with the filters

- Double-click the desired template

% Properties
Documenls] DOw Lies E
@ Unknown

Miciosoft word Document
o Ento for al =
Project Cheliea renavations =]
Falder Correspondence |~
Desigration T
Commen t [ =
Keyworc [

Private | Completed [

oK Cancel
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Note that the “Properties” form represents a special note type, which may be further en-
hanced in Visual-Admin.

- Enter appropriate values in the fields Designation, Comment and Keywords.
These three fields are used to identify and find a document. The designation will become
the flename. If the designation is not unique, a running number will be added to the file-
name.

- Now click OK.
Based on the template selected, a new document will be created with the appropriate ap-
plication.

- When you save the document, it will be added to the History register, if it is an address re-
lated document.

Adding External Documents

- Select the folder in which you want to create a new document
- Click on the New Document icon, go to menu Edit > New > New Document or right-click in
the document area and select New... > New Document
- Click on register External Documents, then on Browse
- Select the desired document and then press OK.
Alternatively you can use Drag-And-Drop to add external documents from the Explorer to the Visu-
al-Adress document administration.

Important:

When you add external documents to the Visual-Adress structure, you really copy the docu-
ments, i.e. they still remain at the original location. We suggest deleting the original documents
manually after adding them to Visual-Adress.

Enter Document Link
This function creates a link fo the template without opening the document.

Enter Document Link + Open

Selecting Enfer Document Link opens the original template in read-only mode and creates a link fo
the template.

Enter Document Link + Print

This function opens the template, updates the data fields, prints it and then closes it immediately.
At the same time a link fo the template is entered.

This is ideal to create standard documents not containing any individual data like

- General accompanying letters
Newsletters

Standard offers

- FEtc.

New Serial Letter

This function allows you to write a serial letter using Microsoft Word. This function is explained in de-
tail in chapter * Letter” on page 28.

Serial Email

This function allows you to send an email to multiple recipients at once. The mail will be sent to your-
self with all recipients in the BCC field. Note however that some providers limit the number of recipi-
ents for one mail.

- Go to menu Record > Serial Email ...
- Select afilter or create a new one.
- The email application will start.

- Write your email.
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Serial Personal Email
This function allows you to send personal emails via Outlook to multiple recipients at once.

- Go to menu Record > Serial Email (personal)...

- Select afilter or create a new one.

- The following window will give you some explanations, press OK.

- The email application will start with your own address in the To:-field.

- Enter the email subject

- Go to the body. Press CIRL-V to insert the variables into the body. Delete variables you

don’'t need.

- Write your message and place the variables like e.g. letter salutation by drag and drop.

- Click on Send when done.
Outlook will now generate one email per address selected by your filter and send if. It will place the
original message with your address in the To:-field in the Outbox, where it can now be deleted.

Searching Documents

Go to menu Edit > Search Document or click on i :

%% Search documents g@
Search for =| Dacuments R
Added By | = DI Dl

Added On [ | & g E

Modified By o g::;:st:!L Fax Test

Modified On

Emplopes e

Praject e

Designation fan

Foldk hd

Document it

Commenl it

Keyword:

Goto addiess | Close | Enterdocumentl Search Accept ‘

3 recards found

Searching is very similar fo the extended address search.
Go to Address: Jump to the address where the document was found.
Copy Document: The selected document is being copied and may be pasted to any address.

Enter Document: Copies the selected document to the active address.

Deleting Documents

To delete a document, first select it and then either go to menu Edit > Delete > Delete Document,
click the Delete Document icon (red cross), press the Delete Key or right-click and select Delete
Document and confirm the delefion.

Document Templates

Concept

Every document created in Visual-Adress is based on an internal template. For Microsoft Word doc-
uments this is the template “Abex.dot” (Word 2003 and earlier) and “Abex.dotm” (Word 2007 and
2010), which are stored in the Word templates folder (default for Windows XP: C:\Documents and
Settings\[YourName]\Application Data\Microsoff\Templates, default for Windows Vista and 7:
C:\Program Files\Microsoft Office\Templates). The register Empty Templates contains all files in the
Visual-Adress document folder. They have the name “LEER.xxx" (leer = empty), where xxx stands for
any file extension?.

2 If these templates are missing, they can be downloaded from
http://pmline.co.uk/downloads.aspx
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Visual-Adress Templates are stored in the same folders as the corresponding documents.

Integration of Document Templates for Additional Applications
In order to create a template for an additional application proceed as follows:

Start the application and create a new, empty document

Edit document settings where required

Save the document as “LEER.XXX" in your Visual-Adress database directory in the “Docu-
ment” folder, where XXX is the standard document extension of the application, e.g. “CDR"
for Corel Draw.

The document template will be available when you start Visual-Adress the next time.

In order to convert an existing document into a Visual-Adress template proceed as follows:

Activate the Documents register

Go to menu Edit > New > New Template

Select the External Documents register and browse for the document (select All files in the
“Files of type” field).

Click OK and then enter the template properties

Click OK again and edit the template if required

Save your changes

The template has now been added to the All Templates register.

Link Microsoft Word Templates to Abex.dot or Abex.dotm Belatedly

In order to make use of the functionality of Abex.dot or Abex.dotm proceed as follows:

Open the Microsoft Word template
In Office 2003 and older:
o Go to menu Tools > Templates and Add-Ins...

Templates and Add-ins E]
Document template

|C:'|,Documents and SettingshwalteriApplicatio attach, ..

ll: Automatically update docurnent styles Linked C55..,

Global templates and add-ins
Checked items are currently loaded,

A add
=T

| /|

Full path:

Crganizer... OK p— |

o Select Abex.dot
The Word toolbar will now show the new “VA-Menu” entry.

In Office 2007 and later:
o Click on the Office Button, then click on Word Options.

o Now click on Add-Ins.
o Afthe bottom of the page select Templates and click Go...
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Manage: | COM Add-ins |Z|

COM Add-ins
Smart Tags
Waord Add-ins

¥ML Schemas
XML Expansion Packs
Disabled Items

o Click on Attach and select Abex.dotm.
o You will now find a new Icon in the Quick Access Toolbar:

_(%\ﬁ FEREED .

—/ Home Inse Page Layout
= M Ccut

J Tilges Mew Roman
4 =4 Copy
Paste B £ U ~ak

- jFormat Painter
Clipboard {F]

o Clicking this icon opens the VA-Menu.

Create New Template

A new template based on an existing tfemplate is created exactly like a new document. Instead of
selecting New Document select New Template.

Word Automation Using Abex.dot/Abex.dotm

Visual-Adress and Microsoft Word form an ideal combination to create single and form (serial) let-
ters and faxes.

Hint:

Avoid using horizontal frames in the document. Word sometimes has problems to find and up-
dafte fields inside frames. Use tables instead.

The VA-Menu

General Info
The VA-Menu has 3 functional groups:
- Generalinfo

- Single letters
- Form (serial) letters

Microsoft Word and Visual-Adress

[ General info

Options
Insert function
Convert text fields

[ Single letter [ Form letter
Refresh address
Print document | Print form letter |
Mail document | Form-Mail |
Print fax | Form-Fax |

Copyright 2004-2007 Abex Software AG, CH-8957 Spreitenbach
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Options
Here you can set your field update preferences and the language for the VA-Menu.

Insert Field

This button lets you insert fields from Visual-Adress into your document. All address data are avail-
able via DDE (Dynamic Data Exchange):

Register Favourites contains the most used prepared fields, i.e.

- Sender address, dependant on user
- Recipient address (corresponds to Visual-Adress address display)
- Recipient salutation (as in Visual-Adress)

Register User contains all data concerning your company and yourself.

Register Docu contains all important fields of the document properties.
Register Address contains all single fields of the address data in alphabetical order.

Register Project contains all fields of the related project (if one has been assigned).

Insert Function

This button allows you to insert a Word summation formula into a Word table. Select the cell, which
will contain the result, and perform the desired operation via the VA-Menu.

Single Letter

Refresh Address

If the address is wrong, activate Visual-Adress, search for the desired address and click this button.
Alternatively you can press F9 (Office 2003 and older).

Print Document
This function updates all fields and prints the document.

Mail Document

If your email application (Outlook) has been configured accordingly, you may mail the document
by using this function

Fax Document

Visual-Adress supports WinFax Pro and Microsoft Fax. If no fax driver is found, this function switches
fo the print function and shows an error message.

Form Letter

Preparation

If you have never sent a form letter, you first have to create a conftrol file in Visual-Adress and select
it in the Options menu (see Chapter “Document Administration”). Alternatively you may use the
standard export definition provided. Then

- Go to any address

- Click on the register Documents

- Go to menu Edit > New > New Serial Letter

- Double-click a template

- Fillin the document properties and click OK

- Select an existing filter or create a new one for the addresses you want to use in your form
letter to create the control file

- Switch to Word
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Print Form Letter

- Write the letter

- Click on Print Form Letter

- Visual-Adress converts the single letter intfo a form letter

- Pre-Office XP: The Print Window opens, allowing for final adjustments

or
- Office XP and later: Printing starts immediately

Form Email

Identical to printing a form letfter except that you have to enter the subject and to select between
sending the letfter inline or as attachment.

Form Fax
Identical to printing a form letter.
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Keeping the Document Administration Up-To-Date

The document enfries in Visual-Adress should correspond to the physical files on the hard disk at all
fimes. Go fo menu Extras > Reorganise Document Administration to resynchronise Visual-Adress and
documents actually on the hard disk, to rename documents and to archive and restore docu-
ments.

Count Addreszes

neeninee

! Reorganise Document Administration 4 Check All Document Files

T Rename All Documents...

Dial Telephone Number Ctrl+T Adapt Duplicate File Names

Restore Archived Folder...

; Customise Teolbar...
1 Archive All Folders...

Options..
by Restore All Archived Folders...

Convert All Templates to Word 2007

Dele’rio_n'and Renaming

Check All Document Files... creates a list with document entries in Visual-Adress which do not/no
longer point to a physical file on the hard disk. You may remove entries from this list by pressing the
Delete key, which will prevent the entry from being deleted when you press the Delete All button.
The Delete All button deletes all remaining list entries.

Rename all documents... reassigns file names using the document designation. In case of duplic-
ate file names a sequential number is added. Spaces are converted to underscores.

Adapt Duplicate File Names finds duplicate file names and lets you adapt them as required.
Archiving and Restoring Documents

General Settings
Go to menu Extras > Options, register Folders/Documents and verify the paths.

ip path is empty (normnal caze), the data directory will be used. The CD wiiting path [on harddisk

hen documents are being archived or read again, the paths mentionned below are decisive. IF the
i
[*:]) zerves to create the CD. The CD reading path is on a CD drive [E:] in the same directory as the

writing path.
Zip path | uzLally empty
CD writing path |d:k¢.bewE\Data\CD_Dokus\ For example = \AabexE\D atatCD_D
CD reading path | Far example E:NCD_Daokush
[n]% | Cancel

Archived documents can sfill be opened, but they are write-protected.

Archiving
To archive a single folder:

- Select the folder to be archived
- Right-click the folder and select Archive Folder

To archive all folders:

- Go to menu Extras > Reorganise Document Administration > Archive All Folders or right-click
anywhere in the folder window and select Archive All Folders
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Then
If pou archive a folder, all documents whose creation or modification date iz equal/older than the
date entered will be maoved. After archiving the documents can still be read but nat modified.
Chaozen Folder: Conespondence
Added On
- Verify that you have chosen the correct folder or "All folders”
- Select Added On or Modified On date
- Enter the up to date
- Select the appropriate options and press OK.
Important:

When archiving to an external path, do not delete the original folder, even if it is empty!

Once documents have been deleted (option “Delete entries and documents completely”) they
cannot be restored.

Restoring
To restore a zip archive proceed as follows:

- Right-click the archive folder and select Restore Folder Archive. The write-protection is being
removed.

Note that the documents will not be restored into the original document folder.
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Date Administration

Infroduction

General

The Visual-Adress date administration coordinates your appointments and tasks. As opposed to
most other date administration applications this one has direct access to your addresses. Of course
you can enter dates without link to an address. Linked dates will also show in the History of the cor-
responding address. This has the advantage that you can modify dates in the date as well as in the

notes administration. Visual-Adress alarms you when a date is due.

Various preferences can be set by going to menu Exfras > Options, registers Dates, Tasks and Alarm

Clock.

The colours used for the individual employees can be assigned in Visual-Admin.

Organisation

%, Visual-Adress {Professional Version for 1 Users)

File Edit Wiew Goto Filker Extras 7

ER A EE R EE T e E e EE R E EEE R T

Manday, 21, May
SHD 00:00-23:53 Entry For Al
Further sample dates in May 2007 (KW of 21)

3
Addresses

SHD 00:00-23:53 Entry for All
Further sample dates in May 2007 (ki of 21)

SHD 03:45-12:00 Entry For All
Open day

il A

Projects

0>

Wednesday, 23, May |
SHD 00:00-23:59 Entry for &ll
Further sample dates in May 2007 (KW of 24)

General Documents
SHD 00:00-23:59 Entry for Al
Further sample dates in May 2007 (Ki of 21)

o

SHD ) Walter Hofmann SHD 09:30-17:00 Entry For All
Test run

Exhibition to Office

Master Data
o SHD 13:00-1:00 Entry For All
““? Team mesting
Emai _

&

o
o
E
=
R

Friday, 25, May |
SHD 00:00-23:53 Entry For Al
Further sample dates in May 2007 (k) of 21)

&

Intemet

SHD 00:00-23:53 Entry For All
Further sample dates in May 2007 (kW of 21)

SHD 00:00-23:59 Entry For Al
Further sample dates in May 2007 (KW of 21)

Tuesday, 22, May e

w
IS
n

16

23

20

We

Th

13| 14

Thursday, 24, May |

20| 21

27| 2

15409
I 21/09
| 22/08
) 22/09
| 25/09
I 23/08
| 20/09
02410
I 03410
18410
| 20110
- 310
O mal
021
10
[ miREEE
[mIRELE
2311
I 24011
[ 3041

Saint Maurice
St. Hiklaus von
St Michael

St Leadegar
Diay of Geman
Gallustag
‘w'endelinstag
Festa della Rifo
All Saints” Day
Reformationsso
St. Martinsmont
St Martin

Saturday, 26, May |

Sunday, 27. May |

Ornion barket
First &dwent

Knabenschiess:
Federal Prayday
tonday Federa

St Urs und Vikt

Day of Repentz
Sunday in comr

4

Demo gieat Number of Records: 19

Ent  Abex 22/05/07 |Mnd

The form contains 3 main areas:

Left: Schedule display (day, week, month) or list of deadlines
Top right: Calendar (navigator), showing up to 24 months
Bottom Right: To-do list

Navigation
To select the dates to be displayed in the schedule use the calendar:

one day, one week or one month.
Empty field left of weekdays: Selects entire month
Calendar Week: Selects entire week
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- Day: Clicking a day selects it, shift-clicking a second day in the same month selects all days

from first fo second click.
- Past or Future: Right-click in the month header and select the desired Month/Year.

Views
Change between views by going to menu View and selecting the desired view or click on one of
the icons in the menu bar,

8 3 ez Ve ) (s ez Ve e )|

|51 5
where from left to right:

- Dates day, work week, week, month, date list day, week, month, list of open items and staff
overview day, work week, week, month.

Version 6.5 infroduced a new staff overview:

. Visual-Adress (Profi-Yersion)
Fle Edit View Goto Fiter Extras 7

NG A |daEl s o nr |k dslida|ddsd | HaEHa BE a5

&

Mon 10,1 Tue 11,1 ted 12,1 Th 12,1 Fri 141 | g

Mame
P e— - Entry for all Exhibition to Gffi Team rr - pen oy . 2| 3] 4] 5] el 7] 0] 3
s OEEE

-
=
"
i

23

Date Administration

- - - [~ |27/03 | Easter Sunday

[ 27j03 | Bedinning of su

&

=
e
i

[ |28/03 | Easter Monday
[T 01J05 | Tag der Arbeit
[T 05105 | Auffahirt

[T 08105 | Mather™s Day
[ 15405 | Pfingstsonnkag
[ 16J05 | Pfingstrontag
[ 26405 | Corpus Christi
ta [T 20406 | Father day
[T 01)08 | Federal holiday
[ 1508 | Assumtion

[ 0%/09 | Maria Geburt
[ 12j09 | Knabenschiesse

e

General Documents

<

=
&
E
[=}
&

;@
|

4

m
El
=

I 18/09 | Eidg. Dank-, Bu
I 19/09 | Praying day Mo
[ 22j09 | Create latest re
™ 23i09 | Pick up Benz
[ 25409 | Catalog

s @ |
c
5
o

&0 2 =l
Demo Laigs Number of records: 24 Ent: Abex 10/01/05 Mo |

The fields shown in date lists and the list of open items can be modified by right-clicking in the co-
lumn header, which opens a form as e.g. when modifying the address list display.

The list of open items shows overdue dates and tasks in red.
Dates

Add Dates
- Double-click the cell of the desired date, click on the New Note icon or right-click in the cell
and select New Note.
- Select the note type, e.g. “Schedule” and click OK.
- Fillin the fields as required

If you want to link an address to the date, continue as follows:

- Press Assign Address to link the entry to an address.
- Search for the address in the “Search in: Addresses”-form, which opens now.

If the date is recurrent, continue as follows:

- Press Multiple Date
- A wizard will guide you through selecting the interval between dates and the validity.
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Move Dates
You can move a date from one date to another by using drag and drop.

If you want to change the duration of a date, move the cursor to the bottom of the date, where
the cursor changes to an up and down arrow. Now click and drag to change the duration (only in
day and work week view).

Context Menu

Right-clicking a date opens a context menu, which allows you to perform many different functions
that are self explanatory.

Scheduling Conflicts

Overlapping dates considering user, date and fime are shown in a separate window. Selecting OK
will still accept the schedule, whereas Cancel returns to the entry form, where you can adjust date
and/or time.

Print Date Overview
s

By going to menu File > Print Date Overview or pressing Hi# you can print the selected view graph-
ically. In case you do not want to print all dates, you have to set a filter before.

Tasks

As opposed fo dates the task notes do not contain any from/to time fields. As mentioned earlier,
tasks are shown on the right side of the form.

To add a task is identical to adding a date, just select the note type “Tasks”.
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Projects

Infroduction

In the projects section projects are superordinate to addresses, notes and documents, giving you
an overview over all project related events.

/. Visual-Adress (Profi-Version) - [Projects] =10] x|
File Edit View Gobo Record Fiker Extras ?

T Y EEE R I A Y | |
E..&;:jekte(aktue\\) |

Table Frojects

Chelsea renoval

g Company car Project Mame & ons Remarks

add ‘33 Fairs . Sub-project OF  Projekte (akbuel ~ | |Nachtrégliche Fassadenverkleidungen
=S - Completed projects Hauser A-D und
g, Spring campaigr | Project Number |50-2001-08 Sonnenhaldenstrasse 77-81
Qrder Sum 1,250,000.00 [3957 Spreitenbach

Date Administration

Project Addresses (manually added, strategical addresses)

Eﬁa Project Function & ]
5
Projects 2 architects z Sandburg | g
3 Dens authority 4 BURGERKANZLE Birgerkanzlsi Oberwil  Kaufmarn  |_EJ
@ 4 Master builders 9 WESTLOX LTD, | Westlox Ltd, Meier iﬁ
5 Suppliers & HAPPY DOOR__ Happy Door Meienberg ||
General Documents |
]
K]
i
Master Data

N
&3 0

o
" Bl
» —a
E-mail JEL
5 T
Ul
)
Jaurnal ]
iy
2| [ H =

F i =4l | | _’l Save | Cance!

Demo Laige Mumber of records: 3 [Ent: Abex13/10/04 [Mod: |

Operation

Project Table

In the register Project Table you may add new projects and link addresses and the function of that
address in the project.

New projects can be added by either clicking on the New Project icon or by going to menu Edit >
New Project.

Note that you can turn projects into sub-projects of an existing project by selecting a project from
the drop-down list of the field “Sub-project Of".

Right-click in the empty space in the project addresses area to

Assign Address ko Project
Edit Funckion in Project
Detach Address From Project

Mark/Unmark, address

Dial Telephone Mumber
Go ko Address

- Assign a new address. The standard “Search in: Addresses” form opens, which lets you se-
lect the desired address. This is followed by

Project Address Definitions
Project Managemert | =
Function [Intemet Comnection =
Save Cancel
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to enter the function in the project.

- Edit the function in an existing project

- Detach an address from the project

- Dial a phone number of the selected address
- Go to the selected address

Documents

Here you will find all documents linked to the project. You can add new documents here, too.
Don't forget to assign an address to the new document where applicable.

Specific Note Types / History

As for the addresses registers for specific note types may be created using Visual-Admin. These re-
gisters show all notes linked fo the project. You can add new notes here, too. Don't forget to assign
an address to the new note where applicable.
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Printing

Infroduction

With Visual-Adress you can filter and evaluate all fields of the database. In order to print these se-
lections Visual-Adress supports you with simple dialogs to print lists and labels.

Visual-Adress includes a number of ready to use templates. These templates may be amended and
new ones may be created in Visual-Listdesigner. Visual-Adress distinguishes between pure address
lists and nofte lists.

To print labels Visual-Adress contains a number of label templates.

Previewing / Printing Lists

To preview a list go to menu File > Page Preview or click on the Preview icon in the menu bar. To
print a list go to menu File > Print or click on the Print icon in the menu bar. The window which opens
lets you select a list from all templates available. As with filters you may add frequently used lists to
your personal selection.

Address Lists

If you have selected an address list, the following form opens:

Print List

Printer

|k yocera FS-10300 KX d

Faper Format DIM &4, 270 % 237 mm - High

Paper Trap Upper Tray

Filter

|- 4l Records [no filter) j

Sorting

|Search Tem j &l

List Title[only termporary, not zaved]

|Address lizt [partrait) ﬂ
Cancel |

Here you can select the printer, the filter, the sorting and modify the list fitle temporarily. It is sugges-
ted not to modify the paper size settings, since this may produce unpredictable results. Paper size
and border setftings are predefined in Visual-Listdesigner.

Important:
Any filter and sorting settings made elsewhere (e.g. in the address form) are not active here. You
will have to select filter and sorting settings explicitly for the list.

Notes Lists
Lists, which combine addresses and notes use the following form:
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- "Addresses leading” will first select the address and then all notes linked to that address. Un-
select this option to print notes that are not linked to addresses, e.g. schedule lists.
- "Print addresses without notes” will print all addresses selected by the address filter, even

Visual-Adress 6.9

View notes list
Finter Canon iA65 o
Paper format DIN A4, 210 % 237 mm - High
Paper feeder Upper trap
¥ Addresses leading

Address sorting [Search Tem |zl
W Print addiesses without notes
Address fileer |- 2l data sets [no filer] j

[ Group note ypes

3333

filter] Date, Document
filter] Date, Designation 3533
f

- Bl data sets ]
i

lter) Date, Designation 9539
i
i

[no
- All data sets (no
- All data sets (no

[no
[na

- All data sets
- All data sets

Date. Designation 9539

Date, Desighation 9999 =
»
List ttle: [anly temparary, not saved)]

Master sheet [portrait] | oK Cancel

filker]
filkes]

when there are no notes linked to it.

- "Group note types” will group the notes by type and then by the sorting set below.

- Double-click a note type to set its filter and sorting:

Printing Labels

Visual-Adress provides efficient label printing functions. You can print single or form labels contain-
ing address and note data. All predefined labels are provided with the recipient address block.

Hete printer settings
Mote type p}mt Reports
Filter \ Al data sets (no filker] j
Sorting [Date, Designation 2l

Maximum number 3553

oK Cancel

Make sure that the label selected is admitted for your printer. Using the wrong type of paper may
damage your printer.

Individual Label

=h
Click on the icon Print Individual Label or go to menu File > Print Individual Label. Select All La-

bels.

Select the appropriate label by double-click or by clicking the label name and pressing Select.

Lahels

Personal selection RUIEE

Herma Laser 525mm « 21.2mm  [4x14] Ni 4273 [A] Mew
Herma Laser 66.0mm x 33.8mm (3: Mr. 4670
Herma Laser B7.0mm « 20.0mm [
Herma Laser 70.0mm » 37 Omm - |,
Herma Laser 70.0mm x 42.3mm (]
Herma Laser 70.0mm « 42 3mm [
Herma Laser 70.0mm x 42 3mm [ Pririt
Herma Laser 70.0mm ¢ 42 3mm [ Fegister
Herma Laser 700mm « G0.8mm [3x5) Mr 4613

(

(

[

(

[

[

(

[

]

% Nr. 4420 Modify

)

|

)

)
Herma Laser 70.0mm & 67.7mm (3xd] MNri 4279

]

)

]

1

)

)

d

Nr. 4671
Express Delete

i, 468
lizd

!

Herma Laser 96.5mm « 32 8mm Nr. 4672
Herma Laser 96 5mm » 42 3mm Mr. 4669
Herma Laser 105.0mm & 37.0mm Hr. 4673
Herma Laser 105.0mm « 42 3mm
Herma Laser 105.0mm x 74, 0mm
Herma Laser 105.0mrm x 148.5mm
Herma Laser 210.0mm » 148 5mm

Nr 4674
Nr. 4675
Nr 4676
Ni 4682 ]

Select Cancel
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Print labels

Start label Frinter

Canon 965 j

Paper format DIN A4, 210 % 257 mm - High
Paper feeder Current feeder
Filker

| |

Sarting
[5eaich Tem -zl

I Print post oifice o [if esisting)

I” Entire sheet per record

oK Cancel

- Inthe field “Start Label” click on the field where you want to start prinfing if you want to print
on a partly used sheet.

- Select the printer

- Select whether to print the post office box instead of the street name (this depends on the
settings in Visual-Admin).

- If you want to print an entire sheet with the same address, activate "“Enfire sheet per

record”.
- Press OK to print the active address.

Form Labels

Go to menu File > Print Labels. The procedure is almost identical to printing individual labels. In addi-
fion you can now select a filter and sort criteria.

Creating Labels
You can creatfe new labels or modify existing labels and save them with a new name.

- Go to menu File > Print Labels.
- Either select a label to modify and press Modify or press New.

When you modify a label, the original definitions will be shown in the following window, whereas
when you create a label from scratch, most options will be empty.

Label definition
GRS Dimersioning | Labeling =
Number of labels horizontally 3
Mumber of |abels vertically 7
& Portrait format
™ Landscape format
Table
|ddiesses |
After printing add a note to all comesponding addresses
| |
Saveas.. oK Cancel

- Fill the fields as appropriate.

- If you modify an existing label, press Save as ... to save the label under a different name.

- Then click on register Dimensioning to define the label size and layout. Note that dimensions
are in milimetres.

- Next click on register Labelling.

The label consists of 7 different areas (3 header fields, centre field, 3 footer fields). For each field you
can select the content individually by double-clicking in the field.
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Label definition

General | Dimensioning (LR

The printed part of a label can consist of seven areas. Double-click. on the area pou

want to amend. The font size of the centre area is adjusted automatically.
Backaround picture I

Company
Department

. br Dr. First Mame Sumame Additional Title Print
Docupation ¥ Header e
?:;E;tty ¥ Footes line

Since you can only assign 1 field per row, the address table contains several predefined field com-
binations that you can use instead of the address block or single fields.

"Label range M
Available fields Selected fields
Wil <[Countty] Postcode City> @ Addess block

<First Mame+Sumanne>

el
#A <Prepared address block>
o <Textinputs

Wl < Title+AcadT ile+First Name+Sumame+AddTite
W <Title+First Name+Sumames

M Addresses

[ Activity area

o M Added By

o M Added On

o M Additional Title M

< m | @
AdEbYSZz

- Move fields to the selection by double-click.
- Press OK when done.

Optionally:

Press Background Picture to insert a background picture for your label

Select a picture either from the database or from an external source.
- Select sizing options
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Import / Export

Infroduction

Visual-Adress provides three kinds of imports / exports:
- One time import / export from external application, e.g. Excel, Access, etc.
- Update import / export to synchronise data between Visual-Adress and an external applic-
afion.
- Standardised import / export from / to Outlook address book.

Technically, the first two methods are identical, whereas the data exchange with Outlook is pre-
defined.

The update import / export generally serves to synchronise data between Visual-Adress and ERP
systems, thereby avoiding the need fo enter idenfical data manually twice. So that during import
existing data are not being deleted or overwritten by different records, they have to be identified
by a unigue key.

To facilitate import it is often necessary to adapt the field structure in Visual-Adress.

Recommendation:
Always make a backup of your data before importing. Errors in the import definition may destroy
your datal

Import

Use Predefined Import Definitions

- Go to menu File > Import
- Click on register Allimports.
- Double-click the desired entry or click it and press Select.

Simple Example
First you will need to prepare a simple example using Excel.

- Start Excel with a new file.

- Enfer the following column headings:
Last Name, First Name, Street, City, Postcode, Telephone, Fax.

- Enfer atf least four rows with data.

- For xls files define the printing area by first marking all used fields and then going fo menu
File > Print Area > Set Print Areaq.

- Save the file as "Addresses.xls".

- Exit Excel and open Visual-Adress using the demo clientele "Demo Gross”.

- Go to menu File > Import, then press New.

% Import definition ==

General 1 Data

& ".\ se this tant o selsct the import file. Then assign the import fields to the VisualAdress data fields.
Agsistant
Data format [
DriveriPathiy |
File [
Table [
User ID Password [
Import data into table |Add ssssss ﬂ
Duplicate address examination = ¥es -
Start application after import |
I Delete all records in this table befare importing
¥ Show finl statistics
Save as Ok C: |
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Select the appropriate table, into which your data shall be imported. For the example se-
lect “Addresses”

Select whether Visual-Adress should check for duplicate entries.

Leave the checkboxes at their defaults.

Next press the Wizard button.

In the following window select the source file type, i.e. Excel 8.0 (for Versions 97, 2000, XP
and 2003).

Press Continue.

Then enter the path of the import file or press Browse.

Press Continue.

Then check the entries

Press Continue.

Note:

When importing other formats, addifional input may be required. The assistant then opens differ-
ent windows.

Let Visual-Adress assign the fields with identical names in the import file.
Import definition

:/- Should fields with identical names be assigned automatically?
.

Now click on the Data fields register to assign the remaining fields.

® Import definition

General [PLEE| Conversions

A oW Field sllocation for impart
@ Shipping remark ~ Data lields Irnport fields
fifl Special Equipment Sumanme Last Name
M Sport cars First Name First Mame
M Street 2 % | |Street Street
mSess w | [Toum Gty
I {Telephane Direct: 2P Postcode
Bl Telephone Exchange Telephone
M Telephone private ﬂ Fax Fax
@ Tilage block 4
# Title (Table Titles and 5 alutations) (I
M Town/P O Box
B Trailers [v]

< I ]

M oiification import

Connection Field for modification impart h
-
Save as oK Cancel

First select an unassigned field on the right, then select the corresponding field in Visual-Ad-

ress on the left and press the ﬂ button or double-click the field name.

Press OK.

Save the import definition (Save as... lefs you save a modified definition under a new
name).

Double-click the import definition or select it and press Select to import your data.

Unless pre-assigned before, select whether to test for duplicate entries or not now.

Enhanced Import Features

Import Format “Fixed Width”

When creating a new import definition, start the wizard and select “Text with fixed width”.

You can then split the records into up to 10 parts by pressing i on the Data fields register.

- 42-



Visual-Adress 6.9

| Field partitionings (Telephone) g@

'ou can split a field in up to 10 piegces. Enter the start positions and the
figld lengths. The field pieces may overlap.

Iritial positian 1 Length 1

Inttial position 2 Length 2 il

NN

Update Import

If you repeatedly import addresses from the same external source, corresponding addresses will be
updated and new addresses will be added. This requires a field, which is identical and unique both
in the external source and in Visual-Adress. You can e.g. use the address number or a custom field
added to the database in Visual-Admin. Only use the address number if you never add or edit ad-
dresses in Visual-Adress itself.

- Start a new import definition as above.
- On the register Data fields select the connection field

Modification import

Connection Field for madification import Addiess number -

- Assign the fields manually that have not been assigned automatically.
- Continue as above.

Notes Import

A notes import is similar fo the update import. It lets you import notes from an external data source
and assign them to an address.

- Start a new import definition as above.

- On the register General select the note type, which you want to use fo import the data into,
e.g. "Tasks".

- Assign the fields manually.

- Select the link fields with the addresses on the Data fields register.

Address number 4 - Address link >

™" Impart records without address link

Optionally you can import the notes without linking them to addresses by checking “Import records
without address link”.

Export

General

With Visual-Adress it is possible to export data from all tables into many different formats. Mostly you
will want to export some addresses to be used as recipients of a form lefter.

Visual-Adress export formats are compatible with Microsoft Word and Excel input conversions so
that no additional statements are required. Visual-Adress supports export to the clipboard as well.

Use Predefined Export Definition

- To start go to menu File > Export.
- Click on register All export.
- Double-click the desired entry or click it and press Select.
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Create/Modify Export Definitions

- To start go to menu File > Export.

- Press New.

- Select the export format, the table from which you want to export, chose a filter (opfionally
select "Ask at runtime”), select/enter the default save location (opfionally select “Select at
runtime”), select a sort order (optionally select “Select af runtime”) and, when exporting ad-
dresses, select whether to add a nofe to the addresses (opfionally “Select yes/no at
runtime).

- Click onregister Data fields and select the fields you want to export (identical to Import).

o When exporting address data, fields in related master data may be selected by
clicking the "+" sign to expand the list.

o For various fields (numbers, telephone fields and some text fields) the processing of
the value may be selected by clicking into the “Export format” field and then brows-
ing the available options.

Recommendation:
Use the special fields to export phone and fax numbers as well as email and hyperlinks.

o The register Insert Text Field allows you to insert a constant text which will be added
to all records.
- Click on register Supplementary definitions and enter the appropriate values/select options.
- Press OK to save a new definition or Save as... o save a modified definition under a new
name.

Special Exports

Outlook

There are some predefined exports for addresses, tasks and dates to Outlook 2000/XP/2003. The
data will be exported as update, thereby adding new and modifying records but leaving ad-
dresses not in Visual-Adress untouched.

When exporting addresses you may export to any private or public Outlook address book/contact
folder.

Note:
Addresses, tasks and dates can be synchronised between Visual-Adress and Outlook using Visual-
Synchro.

Palm Handhelds

The export definitions contain a predefined export to the Palm contacts. Note however that this
only works with the original Palm address book and memo pad.

- Go to menu File > Export.

- Inregister All Exports select “Palm Handheld”.

- Press Select.

- Inthe Save as ... window browse for the path and enter a file name, then press OK.

- To set up the HotSync initially, right-click the HotSync icon in the bottom right corner of the
screen and select File Link ... and then follow the on screen instructions.
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The “Record” Menu Functions

Note:
The following descriptions are valid when you have selected Addresses. The available menus are
different for other selections, their use is similar, however.

Navigation
Instead of clicking the corresponding icons you can navigate back- and forwards using the menus
Record > Goto ...

Sorting

See Sorting Addresses

Series

Warning:
Never experiment with these functions with your live data, as once executed there is no possibility
to revert the modifications. Always make a backup first.

Serial Modification ...

This function allows you to replace or amend a field value by a manual input or data from another
field.

- Go to menu Record > Serial Modification ...
- Select the table to be modified.
- Select afilter or create a new filter.

- Select the field you want to modify.
Series modification

Field to be modified

‘ Function j

Type of series modification

& Dvemiite value

- Then select whether you want to overwrite, delete or amend the existing value.

- When you select "Overwrite” or “Append”, you can then either enter the new/appended
value manually or select the value of another field.

- Press OK and then confirm the execution.

Serial Note ...
This function allows you to add a note (task, date or any other note type) to selected addresses.

- Go to menu Record > Serial Note ...
- Select afilter or create a new one.
- Select the note type.

- Fillin the note.

- Press OK to create the notes.

Serial Note from Date Field

This function allows you to add a note based on a date field or three fields containing a date part,
i.e. the birthday of key clients.

- Go to menu Record > Serial Note from Date Field.
- Select either a date fields or three fields containing day, month and year.
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- Press Continue and then enter the year or select “Year from date field(s)"”

- Optfionally enter an offset (e.g. “-5" means the date will be set 5 days before the actual
dafte).

- Press Contfinue and then select an address filter.

- Press Continue and select the note type.

- Press OK to create the notes.

Serial Replication with TwixTel ...

TwixTel is the main Swiss telephone register available on CD. This function allows the update of ad-
dresses with Swiss addresses found in this CD.

Serial Replication with Skype

This function searches the Skype online database for Skype ID's based on the email address in Visu-
al-Adress. If found the ID is entered in the IP telephone field.

Serial Deletion
This function deletes the selected records for good.
- Go to menu Record > Serial Deletion ...
- Select the table from which you want to delete records
Warning:
When you delete addresses, all related notes and documents will be deleted as well.

- Select the filter or create a new one.
- Press OK and then confirm the execution.

Addresses: Renumber all Addresses
All addresses are renumbered according to the selected sort order.

Addresses: Rebuild all Search Terms
Rebuilds the field “Search Term”, whereby search term exceptions are considered.

Addresses: Rebuild all Letter Salutations
Rebuilds the field “Salutation”. All manual entries will be overwritten by the standard entries.

Addresses: Search Duplicates

This is basically the same test which is also performed before saving a new address. The test checks
all addresses and stops, when a duplicate is found. Again, you now have the choice between

- Keeping the duplicate as main address

- Keeping the duplicate as sub-address

- Keeping the duplicate as duplicate

- Deleting the duplicate, notes will be fransferred to the remaining address.

Selecting “All" performs the same action with all subsequent duplicates and should be used with
caution, as there is no undo possibility.
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Email

The email work area is basically an infegration of Microsoft Outlook into Visual-Adress.

If “Open as MAPI session” is activated in the email options, Outlook has to be set as default mail ap-
plication in the Internet Options Control Panel.

¥ Visual-Adress (Profi-Version) - [Mail (Outlook-2002) ] E]@

‘Fi|e Edit View Goto Record Folder Extras ?
R R X =

"3 Personal Folders Viy| ¢ [11] @] From: | Subject: | Received: -
@ Deleted Ttams 3 bader@abex.ch At AW: EMail-Knopf etc. Fri 04/05/2007 13:
% 5] Inbox (27) 4  Roxrio BackOnTrack Reminder: Just 29 = Pea Fri 04,/05/2007
() Outbox 4  fsbnewsletter@fshr FSB Business Support Survey Fri 04;/05/2007
| Addresses (=9 Sent Ttems 4 access-weekly-htm SmartTools Access Weekly yom 4.5.20C Thu 03,/05,/2007
@ i Calendar =1 apple we'll teach you everything we know.  Thu 03/05/2007
& Contacts 1 Dell UK - Home Feel the difference. Over 20 years of trv Thu 03/05/2007
Date & Journal ] SWISS UK Home printed boarding pass is now ava Thu 03/05/2007
padminlstratonsl| (3" yotes 3 absolutesngineers.co. Do you have a career plan? Thu 03/05/2007 1t
| Tasks ]  Amazon.co.uk Great deals in Electronics and Photo at . Thu 03/05/2007
L7 Drafts 4  British Airways Exer May Executive Club News and Offers Thu 03/05/2007
=1l L PocketMirror 4  AsiaMiles News Stay in style with bonus miles Thu 03,/05/2007
Projects
=L Archives 4 1 bader@abex.ch AW: EMail-Knopf etc. Wed 02/05/200°
jﬁ Calendar *-| Lavasoft Lavasoft News - May 2007 Wed 02/05/200° ~
=L Conflicts 4 3
General a KT
Eretlesis (2] Calendar = e I line.ch
FOEEE ) e resuls From: noreply@lavasoft.com To: walter@pmline.c
El Handheld Synchranizztion Subject: Lavasoft News - May 2007 Cc: |
~

{201 AYG Yirus Vault

o

[The Ad-Aware 2007 beta testing phase is winding down with the final beta scheduled

Master D
= r = fior May Sth. That means we are gearing up for the product's worldwide commercial
Q’e elease in June - yes, June!

This launch is laying the groundwork for Lavasoft's future efforts against the next

E-mail

generation of malware and other cyber threats, an industry showing no signs of slowing
@ down,
Journal [This issue of Lavasoft News focuses on crime and punishment. Read about the

prganizations trying to catch the bad guys behind online fraud. and just who are the
had guys? We fill you in on how cyber crime works, We also hawe a follow-up on the

= much talked about privacy and anti-spyware legislations, v/

&
PhiLine [Tatal 33 [Urnead 27

¥
.

Depending on the option settings Visual-Adress shows the Public, Personal and/or Other Outlook
folders.

Emails for recipients, whose email address is also entered in Visual-Adress, are by default copied to
the documents of that recipient. By default attachments are stored separately. Imported emails
can be recognised by the E—Logo in the first column.

The preview window shows text only. In order to read HTML messages, they have to be opened by

double-clicking, by clicking and then clicking the = button or by opening menu Edit > Open Mes-
sage. This opens the message in Outlook.
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Journal

The Journal shows new and amended entries between two dates for addresses, notes and docu-

menfs.

%& Visual-Adress (Profi-Version) - [Amendment Journal]

=X

File Edit “iew Goto Fiker Extras 7

Wisual-Adr

RS AN ISEEA4d BEBEEHETEESR | S -@!

Here all data are shown which were entered or changed on a date which lies in the date range to the right,

nifo4f2007 [

From Date
% Tao Date ﬁSIDS,szD? B
-
Addresses Adressen ﬂ
ark Address number | Search Term | compary /| surname |Stj
ﬁ 151 SwWIss CARGD Swiss Cargo
Date = 153 | SYCAMORE ITC Sycamore ITC Adoki al
N 154 TEMIX ALLIANCE Tenix Aliance Pry Lrd Cluff Le |
ﬁ 155 | THAMES WALLEY P Thames valleyw Police -
=] Ars TR L AR ST e Thm | mmeem (R (R, Fimbab - "
[ | ﬂ_‘
Tokes ] ﬂ
T
General ark|Typ |ok |Date /| Tirme Fram Tirme Ta |Employee |Designatinn ﬂ
Dacuments _1|5HD [T |osfo1fzo07 08:00 0830 Walter Hofmann &
| =|7as W] 5oz z007 00:00 00:15 Entry for All Call
_1|5HD | 12/04 2007 10:00 10:30 Walker Hofmann | Accountant J
_1|5HD [T| 17042007 10:10 10:40 Walter Hofmann | Dentisk -
Masker Data DTN e N Y T ] A S AR An LI [ iy . ettt S Y PR | S

-
&
-

Daokurnente ] ﬂ
ark|Typ |ok |Date /| Designation |F-:-Ider ﬂ
_J|poc [0z foszo07 At AW Handbuch_aPY_41.doc (Handbuch_aAPY_¢ Inbaox
_1|Msé& || 02osyzo07 A Ampelfurktion Inbox
Journal _J|msE |0z fos/zo07 At Project Yiewer Inbox J
_{|ms& [T osyosyz007 RE: MedHelp 9152183635027 Tnbo -
S lRar=1 =0 A= arm b mmme AE kA dl e TS AEe Tl
" 4 3
£y *
PhLine Number of Records: 30 |Ent: ‘wH 24/04/07 |Mod:

Notes and documents can be marked as “done” by ficking the “ok” field. Open any enfry by
double-click. Further options are available via the context menu (right click).
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Internet

This is a straight forward integration of Microsoft Internet Explorer into Visual-Adress.

Visual-Adress {(Profi-Version) - [Inlernet Explorer]

4 Dsutseh | Engysn | Frangsis
Menu. Mome  CRM  Vigual-adeass  Setvices Downloads FRsfarencss  Daalsrs | About ug
n | v Home
acem Modern address administration & CRM to measure

b visual-adress

F services
P Downloads )
& References

al Cealers

@)me ]@)""‘“ ]@ agenda | (%))
@ Projets | @E.mn }@) internet | (" Lig
@\ Data Design | @ Sécurité ]@) V-Exchange |

It integrates
*  Bookmark administration
«  Surf history
« Search function (Google)
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Automatic Update

Starting with version 6.7.19 Visual-Adress now includes an automatic update function.

Help on Visual-Adress F1
Update Check Preferences .
Check for Updates now b

Import Post Code from the Internet (not possible in UK)
Import of Holidays from Internet
Visual-Adress Homepage

Info...

Go to menu ¢ > Update Check Preferences to set your preferences:

The automatic verification checks whether a newer version of Abex
Wizual-Adress [and the associated programs) available.

(o] Caniel

You can also check manually. Go to menu 2 > Check for Update now.
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