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1

Introduction

| know it's there butl can'tfind itanywhere!"

Ifyou've ever needed something real quick butcouldn'tremember where you putitthen gone
"manually” into the File Folders, one by one, and finally found whatyou knew had to be there, then
you have a sense of the "dirty, little secret" about information’ failure:

Storage is Easy. Recall is Hard.

Neverbe embarrassed thatway again! We've builtan information management system so much
better, so much faster, so much simplerto use than any other software, tool or method.

Recall information with one push of a button. Mega-speed search everything you've got...hard
drive, disks, CD's, computers hooked to a network, the works. Nothing stays hidden. A fail-safe,
foolproof, total, fast search.

Organize Your Life.
Free yourself from clutter and become more productive.

What kind of information?

v’ Client/customer/patient information

v project Files, "raw material" Files

v Information for each city you travel to

v Files foreach speech you give

v Contracts....boiler-plate documents, complex agreements
v Product Information, specifications, price lists, quotation processes
v'Names, addresses, phone numbers

v’ Magazine articles, newspaper articles

v Dictionaries

v Financial data

v Bit & Pieces of random information

This list could be twenty pages long!

And will be differentfor each person. But whether you're a poetora physician ora political power-
broker, you've got piles ofinformation to manage and odds are, you're notmanaging it all that well.
Clutter and disorganization robs you of vital energy and enthusiasm. Time lostto hunting for
information is time lostforever. But no matter how disorganized you may be now, you can be
magically transformed into a lean, mean, quick information management machine!

The bestway to startis to work through Quick Start Tutorial. ltteaches you the basic operations and
prepares youto go on to the more advanced features.

Press onany dialog boxand get quick and precise help for that topic.

© 1994-2016 Phantech Software Inc.



Overview 13

2 Overview

2.1 Unlock Key Request Form

InfoRecall allows you to run free for 30 days. Enough time to experiment with itand see if InfoRecall
is the solution for your information problems.
When running in demo mode, the firstdialog thatcomes up when you start InfoRecall is the Unlock
Form shown below.

To runintrial mode simply click on the Try It button.

The Unlock Form shows you how many days you have leftbefore the trial expires.
To purchase InfoRecall click on the Purchase button.

To Unlock

e Purchase InfoRecall.

¢ Click the RequestKey button, it'll bring up your default e-mail program with an attachment giving
us the information we need.

e Ifyou use Hotmail or Gmail or any other web based e-mail service, send an e-mail to
sales@phantech.com. Include the complete Product Key and Build Number.

e Copy/Paste the Unlock Key received from us into the Unlock Key box

e Click the Unlock button

Registration Profile n

" InfoRecall

RECALL INFORMATION FAST & EASY

REGISTRATION PROFILE

Inlock.

Product Key | 1171537 | Request Key

Yerzion Mumber |55 Build 045 Furchasze
Trial Days Left Tiplt

Unlack Eey | | Cancel

EFFECTIFNESS THAT PUTS INFORMATION AT YOUR FINGERTIPS

© 1994-2016 Phantech Software Inc.


mailto:sales@phantech.com

14

InfoRecall

2.2

Keyboard Shortcuts

You can quickly accomplish tasks you perform frequently by using shortcutkeys; one or more keys
you press on the keyboard to complete a task. Forexample, pressing CTRL+B changes the

selected textto bold, justas clicking the Bold button onthe Toolbar orselecting Bold inthe Font
dialog box changes the selected textto bold.

Also, menu items have a letter thatis underlined. This means thatthe menu item can be selected
by pressing the Altkey in combination with the underlined letter. For example to create a new

document press Alt+D+N. or to printa document, press Alt+F+P.
Quick Reference to InfoRecall Shortcut Keys by Menu.

Press

F1

Esc

F8
Ctrl+Shift=R
Ctrl+O
Ctrl+P
Ctrl+N

F2

Ctrl+S

Ctrl+M
Alt+Left
Alt+Right
Ctrl+D
Ctrl+zZ
Ctrl+Y
Ctrl+X
Ctrl+C
Ctrl+V
Ctrl+A
Ctrl+Shift+V
Ctrl+B
Ctrl+l

Ctrl+U
Ctrl+Shift+D
Ctrl+Sift+F
F9

F10
F5

To

GetHelp onany Dialog Box
Cancel the command and close the dialog box

Move the cursorfrom Document Tree to Document Name to Editor.

FormatPlain Text
Opena File

Printa Document
Create a New Document
Rename a Document

Save Document

Save all open Documents

Back to previous Document

Forward to last Document
Delete Document
Undo

Redo

Cut

Copy

Paste

SelectAll

Paste Special
Bold

Italic

Underline
Double Underline
GetFontDialog Box

Quick Change Font
Quick Change Font Color

Refresh Document Tree

© 1994-2016 Phantech Software Inc.
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Alt+F8 Link Picture

Ctrl+T Insert Date/Time

Ctrl+Q Insert Character

Ctrl+H Insert Hyperlink

Ctrl+G New Document with Clipboard Text
Ctrl+L Align Text Left

Ctrli+E Align Text Center

Ctrl+R Align Text Right

Ctrl+J Justify Text

Ctrl+2 Double Space Text
Ctrl+F Search InfoRecall Files
Alt+F View Hit List

F3 Next Hit

F4 Previous Hit

Ctrl+K Lastused Template

F6 Quick Launch Calculator
F7 Quick Launch a Program
Ctrl+W Close all Windows

Related Topics
Keyboard Shortcuts

2.3  Selecting Multiple Files

Itis often necessary to select multiple Files or Documents to copy, move, print, merge or delete
them. InfoRecall follows the Window standard for selecting multiple Files.

In the below description the word File can mean a File ora Document.

To select all Files:
Selecta File, press the Shiftkey and click on the lastFile. All the Files will be highlighted meaning
thatthey are all selected.

To select multiple Files:
Selecta File, press the Ctrl key and click on any File in whatever order. The selected Filers will be
highlighted.

© 1994-2016 Phantech Software Inc.
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Deselecting:
To deselecta File hold down the Ctrl key and click on a file.

2.4 Technical Information

InfoRecall is a 32 bit program written in C++ for speed and power.

Requirements:

Operating System Windows 8, 7 XP, 2000 & earlier versions
CPU 486, Pentium or better

RAM 4 MB

Hard Disk Space 20 MB Data Space or more

Files:

A File consists ofindexes and documents. A File can hold many thousands of documents of
varying sizes. There are no limits on the number of documents in a File exceptHard Disk Space.

Data Set:

An InfoRecall data File consists of 3 Files called a data set:

1. The Data File (.dat). This holds the main data

2. The IndexFile (.idx). This holds the index of the data in the .datFile.

3. The Tree File (.tre). This File holds all the names of documents in the data File.

Documents:

Documents are whatare stored in Files. A documentin InfoRecall is made up ofthe name ofthe
documentand its associated text, graphics and formatting. The documentname can be up to 40
characters long. InfoRecall allows you to have variable size documents.

Minimum Document Size: zero bytes.

Maximum Document Size 2 gigabytes.

Fonts:
Extended text formatting including individual font size and color, bold, italic, underline, double
underline, superscript, subscriptand strikethrough.

Graphics:
You caninsertmany popular graphics File formats into your documenteither by copying and
pasting or with the use of InfoRecalls graphics filters.

Graphics file types InfoRecall can use:

Windows Bitmap .bmp, .dib

Windows Metafile e

JPEG File Interface Jpg

Graphics Interface gif IGIFE7a, GIFBTa non transparent)
P Paintbrush pcx

Targa tga

Tagged Image File it

© 1994-2016 Phantech Software Inc.
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25 Network Feature

Share Data Across Tour Entire Organization.
InfoRecall is built for Multi-User Access.

The Network feature of InfoRecall provides each user with full the functionality of the single user
and, additionally, provides the capability of sharing Files with other users.

As a single useryou can keep your personal information in a certain Source Folderand Swap
Source Folders to access information on a network location.

The below dialog box shows your personal information on C:\Program Files\InfoRecall\Data and
the Network information on N:\Network\Data

You can Swap from one Source Folder to the other anytime you need to.

Swapping Source Folders can be disabled after an Administrator has setit.

Available Source Folders

Drrive Source Falder

Frogram FilesiinfoRecall\Data
M MetworkiData

i Swap

&dd

Custom Source Folder
Remove

OE.

All users can open the same File butonly one user ata time can work on a document. When a
documentis in use, InfoRecall will lock itand restrictwork on itto the user who firstopened it.

© 1994-2016 Phantech Software Inc.
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Locked Document e

This Document is in use and is locked!
It can only be viewed in Read-Only mode!
o It cannot be modified.

[t can be Viewed, Copied and Printed.

[ Do not show this warning again.

OK

When you attemptto open a locked document InfoRecall will tell you thatyou can viewiton a read-
only basis. You can still read the documentand copy the whole or part of it. All menus exceptthe
View, Search, Window and Help menus will be disabled to ensure smooth sharing of data.

Further tools available to the network administrator are: Make Files Read-Only and make Files or
individual documents password protected.

Installation is easy: Either install InfoRecall on the server and have all users access itfrom there or
install iton each computerand have them access a common data source. The recommended
method is to install InfoRecall on all computers and Swap Source Folders to where the shared data
Files are. Users can have Files on theirown machines and Swap Source Folders by clicking ona
tool button.

Ifyou don'twantto see the Waring dialog in future usage, click on the check box.

To enable the Warning dialog again:
e Choose Preferences from the Tools menu.
¢ Click the Customize View tab.
e Click the Show All Warning Message check box.
A check mark indicates thatall messages are enabled.

Note:
Corporations who use InfoRecall for Customer Support- Tech Support- Knowledge Base can set
InfoRecall to Global Read-Only to avoid unauthorized changes.

Related Topics

Swap Data Folders

Swap Source Folders Password
Global Read-Only

Opening a File

When InfoRecall is installed itcreates a Data File like C:\InfoRecall\Data and places the Sample
Files there. Your default Data Folder now will be C:\InfoRecall\Data unless you change it.

© 1994-2016 Phantech Software Inc.
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When you start InfoRecall it will check your Data Folder for Files and putall the Files itfinds into the
File Box, the Box atthe top leftside ofthe Document Bar thatsays FILE BOX.

When you create a new File InfoRecall creates itin your Data Folder and automatically adds the
File in the FILE BOX

To Open a File:

Using the File Box
e Click on the arrow to the right of the FILE BOX
e Click on a File from the listof Files.

Using File Drawer

e Choose File Drawer from the File Menu

e Searchfora file by typing in a full or partial name
e Click on a File infthe File Drawer List

When the Document Toolbaris notin view

e Choose File Drawer from the File menu.

e Locate a File in File Listbox.

e Double click on the File orclick onitand click the View button.

The File will be opened and all the documents will be shown in the Document Tree.

Note:

Data Files can be anywhere, forinstance you mightwantto keep a number of Files in another folder
of your computer orin a folder of another computer on a network. To access these Files you must
Swap Source Folders. InfoRecall can quickly switch back and forth between a number of Data

Files by using Swap Source Folders from the Tools menu.

Important:
You can only open Files that are in your current data folder To open Files in other folders: Swap
Source Folders.

Related Topics
File Drawer
The Document Bar

Swap Data Folders

2.7 System Tray

Ifyou InfoRecall is setto minimize to the System Tray/Taskbar on Exit then exiting will put the
InfoRecall Icon in the System Tray.

You cansetthis in: Tools, Preferences, Customize View, Exitto System Tray.
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Customize...

Click on the InfoRecall icon justonce to openit.
Ifa File ordocumentwas open itwill remain open.

Right click the mouse on the InfoRecall Icon in the System Tray and the below menu will appear

allowing access to some features without having InfoRecall open.
Cloze Data File

Document Manager...

File Manager...
Mew from Windows Clipboard

Search InfoRecall Files...
Wiew Hit List...

Search Computer...

BackUp/Restore...

Synchronize Data Files...

Calendar...
Calculator...

Tirne Tracker...
Preferences...
About InfoRecall
Exit

Open InfoRecall

Note:

If you run a second instance of InfoRecall while itis minimized to the System Tray/Taskbar, The

below message will be displayed.
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Info

InfeRecall is already Minimized to the Systen Tray/Taskbar.

A Second Instance will again Minimize to the Systern Tray/Taskbar.

Do you want to run a Second Instance of InfoRecall?

Yes Mo

Related Topics
Change the Exit setting.

21
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3 Display Window
3.1 Standard Windows Elements

When you start InfoRecall, you will see the main window which contains the following standard
Windows control elements.

In the upper left-thand corner, the Control Menu box button.

In the upperright-hand corner, the Maximize and Minimize and Restore buttons.

Atthe top is the Title bar followed by the Menu bar, the Tool barand the Documentbar.
To the leftis the Document Tree.

On the right is the Editor.

On the bottom is the Status bar

If you are nottoo familiar with the operation of these standard Windows elements, you should read
the chapter on Basics in your windows manual.

Related Topics
Resizing InfoRecall
Menu bar

Tool bar
Documentbar
Status bar
DocumentTree
Editor

Boilerplate bar

Pop-up Menus
Workspace Manager

3.2 Re-Sizing InfoRecall Window

When you start InfoRecall, you will see the main window which contains the standard Windows
control elements. In the upper lefthand corner, the Control Menu box button. In the upper right-hand
corner, the Maximize and Minimize and Restore buttons. The Title barand the Menu bar. Ifyou are
nottoo familiar with the operation of these standard Windows elements, you should read the
chapter on Basics in your windows manual.

© 1994-2016 Phantech Software Inc.



Display Window 23

OhliEEmGEe | EE
B2HOCS +-BO&[F L

= e =

To make the InfoRecall Window smaller and restore full size:

Use: Restore Down or Restore in Windows 7 and eatlier.

Clicking on the Restore button alternately reduces or maximizes the main window. InfoRecall will
save the size and position of its re-sized application window on exit and start with the new size next
time itis run.

Re-sizing Dialog Windows

You canre-size Dialogs to make itlager orsmaller.

InfoRecall will remember the new size as well as the last position. Every time Hit Listis used it will
startin the lastused position and size.

The following dialogs are re-sizable
e File Drawer

e Document Drawer

e Search Hit List

e Global Search

Dialogs can be re-sized horizontally, vertically or diagonally

To re-size:

e Putthe cursoronanedge anywhere and it'll turn into arrows

e Depress the left mouse button ad drag the dialog any which way
Drag a dialog to any position on the screen

e Place the mouse ontop of the dialog
e Dragitto where you wantit

Cancel
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I Re-size North/South
+—* Re-size East/West

" Re-size NorthWest/SouthEast

3.3 The Title Bar

The Title Baris on the very top of InfoRecall.

[iE C:\InfoRecall\Data - Sample File - O

It shows:

e The InfoRecall Icon

e The location of InfoRecalls data Files and the currently open Data File.
e The Minimize, Restore, Close Icons

3.4 The Menu Bar

The Menu Bar

File Documents Edit Fonts View Insert Table Paragraph Search Templates Toeols Security Window Help

The Menu Baris located justbelow the Title bar. When one ofthese menus is selected, a pull down
menu will appear, containing further menu items. Some of the menus have three periods, indicating
thatif you select one ofthem, a dialog box will appear asking you for more information before
proceeding.

Related Topics
Keyboard Shortcuts

3.5 The Tool Bar

IFiIe Documents Edit Fonts View Insert Table Paragraph Search Templates Tools Security Window Help

I_DE&“D"E@D@@E DOETEREBEBIE | ALY EEER

I | 15000 Useful Phrases v || A significant |H|| Arial

The Toolbarallows you to organize the commands in InfoRecall the way you wantto so you can
find and use them quickly. You can easily customize toolbars forexample, you canadd and
remove, hide ordisplay the toolbar, and move toolbar. As the cursoris moved across a buttoniitis
raised and the button help tip appears telling you whatthe button is used for.

Clicking on a button tells you what the buttons function is for.
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Customize Toolbars

Commands | Toolbars

Categories: Buttons

- SN
e ARSI E |

View

Inzert

Takle

Paragraph
Search
Templates
Tools W

Select a category, then click a button to see its description. Crag the
button to any toolbar

Cescription

Cancel Apply Help

To add a button to the Toolbar:

e Choose Customize Toolbar from the Tools menu.

e Click a menu category and all the buttons available to it will be shown.
¢ Click a button in the dialog and read whatitdoes in the Description box.
]
]

Click the button to add, press the left mouse button.
Drag the button to the toolbarand drop itinto the desired location.

To remove a button from the Toolbar:
¢ Click the button to remove, press the left mouse button.
o Drag the button over the toolbar to the title bar until the button disappears.

To show or hide a Toolbar:

e Choose Customize Toolbar from the Tools menu.
e Click the Toolbars tab.

e Click ona Toolbarto show or hide it..

To create a new Toolbar

You can create an entirely new toolbarand add buttons oniit. To do so:
Choose Customize Toolbar from the Tools menu.

Click the Toolbars tab.

Click the New button.

Name the new toolbar.

Click OK.

The new barwill be inthe Toolbar Listand will be displayed somewhere on your workspace.
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To delete a new Toolbar:
e Click ona Toolbarinthe Toolbar List.
e Click the Delete button.

Related Topics
Resizing the Document Bar
Resizing the Font & Font Size Bar

3.6 The File Tool Bar

The File Toolbaris justbelow the Button Toolbar. It consists of the FILE BOX, the Document Name
Box.

File Box:
The File Box holds the names of all the Files thathave been established so far. By clicking on the
arrow to the right of the File Box, the box will open up and the File names will drop down.

Quickly find a File
¢ Click on the down arrow of the File Box
e Type a letterin the File Box space (only one letter)

The Folder Box will scroll down to the Files starting with that letter.

[

File Documents Edit Fonts View Insert Table Paragraph Search Templates Tools Security  Window  Help

D080 E | DBETEDR & H i

FILE BOX ~ || Document e Box
| \ I| Nam |

5
=-1 Lease Claus ,ﬁ
# | Conditi
----- 3 A Sample Overview /’/ S
----- [ Additional-rekt |COND|T|ON .
. . This offer is made conditional upon the Tenant
----- 3 Assignment-andksubleting . g
premises and the store front within 14 days of t
----- [ Commencement
{2 Condition File Toolbar s offeris further conditional upon the Tenant
----- 0 Deposit parties hereto are unable to execute a lease w
----- [0 Deposit-cheque
_____ 23 Exclusivity The Landlord covenants that on commenceme
..... 2 Header and that t_here are no work orders or deﬂqency
finds the intended use does not comply with all
""" (3 Insurance without deductions.
----- [ Trrevocable
----- 3 Landlords-waork MENU

By clicking on the arrow to the right of the File Box, the box will open up and the File names will drop
down.

Click on a File name and InfoRecall will clear the File currently open, ifany, and load the File that
you have selected.

Re-size File Box:
You can re-size the File Boxto make itwider or narrower. To do so:
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Choose Customize Buttons from the Tools menu.

Click on the File Box. A frame around the drop-down box will appear.
Position the cursor on the right edge of the frame.

Press the left mouse button and drag the drop-down box wider/narrower.

Note:
The Customize Toolbardialog mustbe displayed to re-size the drop-down boxes.

You change the width of the File Box:

e Choose Customize Buttons from the Tools menu

Click on the File Box

Point the cursor to the rightend. The cursor will turn into left/right arrows
Press the mouse button and keep itdepressed

Drag either left orrightto change its size

Document Name Box:

The Document Name Box s to the right of the Files Box. This boxis used to create or change the
names of documents. Whenever you wantto add a new document or change the name ofan
existing one, use this box to type in the name. A documentname can consist of any combination of
letters and numbers orany character found on your keyboard up to 40 characters long. Ifyou type
more than 40 characters, InfoRecall will warn you and truncate your documents name back to 40
characters.

Move Cursor:

Use the F8 key to move the cursor from one window area of InfoRecall to the next.
F8 Moves Cursor to

Document Tree Document Name Box
Document Name Box Editor
Editor Document Tree

Example: To move the cursor from the Document Name Box to the Editor requires F8 to be
pressed once.

Note:
InfoRecall willimmediately save the document when you click the cursor in the Editor or press
Enter.
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3.7 The Font & Font Size Bar

The FontBar consists of the Font Dropdown Box and the Font Size Dropdown Box

ChlnfoRecali\Data -

Help

AOHERFER | & R i
Arial V112 8] (2] [Y] (2] [A] [<] [

7 4
e Tenant ang'Landlord reaching agreement on the exterior design of the premn

days of thg acceptance of this offer, this ont Size Drtopdown Box

e Tena ont Dropdown Box greement on the lease and upon the tenant
lease within 14 days of the acceptance of this offer, this offer shall be null ang

encement of the lease, the Tenants intended use of the building complies wit
eficiency notices affecting the premises and if any, these shall be removed a
ly with all zoning and building requirements of the City of Hamilton and other

The FontBar enables you to quickly change the font or the font size of the whole document or of
highlighted text. Simply click on the arrows atthe left of the box and selecta new fontor new font
size.

Re-size Font & Font Size Box:
You can re-size the Fontand Font Size Boxto make them wider or narrower.

To do so:

e Choose Customize Buttons from the Tools menu.

¢ Click on the Font Size Box. A frame around the box will appear.

o Position the cursoron the rightedge of the frame.

o Press the left mouse button and drag the drop-down box wider/narrower.

Note:
The Customize Toolbardialog mustbe displayed during this operation.

3.8 The Document Tree

This is the liston the left of the InfoRecall window. ltlists, in alphabetical order, all the documents
thathave been established within a File. The Documentlistis hierarchical, itlets you organize items
and sub items in a hierarchical tree structure. Each item can be a Node with sub items as its
Branches. Branches can also have sub items as Branches.
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File Documnents Edit Fonts  View Insert Table Paragraph Search  Templates Tools  Security  Window
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Computer Software v |Epmn Stylus Photo RX 500

| Basic Cost Standard

4-_] Basic Cost Standard
(L] Bonded Warchouse Rﬁ‘“\-._‘
(21 Raw Matenals Inventory

j gﬂgzzt >Branches are visible

(21 Capital |1

a7 Computer /
(21 LapTop Computer

j :ﬁ::lggl_:l:iding | —Document without Branch
2 Mirrar Site
[ Listzery
2 Lurking—
(2 Mail Reflector
21 Moderatar 1l ————Branches are hidden
{7 Mosaic
mj wUD

The top mostitem is the Root.. It's also the name of the InfoRecall File.

Under the Rootare the Documents. Each Document can have Branches of other Documents. A
small box to the leftof a Document name with a plus (arrow in Vista) in itindicates there is atleast
one Branch. Click on the plus (arrow) to expand the tree to see the Branches. Click on the minus
(arrow) to collapse the Branches from view.

The Document Tree supports multiple selections for printing or copy/move operations and
Documents can be Dragged under other Documents to form a Branch or from a Branch to the Root
to make a single main Document.

Identical Document Names:

Same documentnames are notaccepted in a File, butsame documentnames preceded with a
space are accepted. The Sample File shown below has four documents named "Sample
Document". The firstdocumentis preceded by three spaces, the second documentis preceded
by two spaces, the third documentby one space and the fourth document has no preceding space
atall.
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File Docurnents Edit Fonts VYiew Insert Table Paragra

Ot ERfORah | DBEE

Appointments & Things to Do W Ii
1
4[] Example File e
-4 Sample Document __I Sample Doo
“-_1 Sample Document

..... f:_] Sarmple Document Identical Doc

i Sample Dacumert
same docum

Moving Up & Down the Tree:
The cursoris on the Document Tree Rootwhen a File is opened. .

You can open documents by moving through the Document Tree using the Up Nor Down N2 keys
onyour keyboard or by clicking the mouse ona Documentinthe Tree.
Clicking on the Rootofthe Document Tree closes all open documents.

Use the F8 key to move the cursor from the Document Tree to the Document Name Box to the
Editor.

Move Cursor:

Use the F8 key to move the cursor from one window area of InfoRecall to the next.
F8 Moves Cursor to

Document Tree Document Name Box
Document Name Box Editor
Editor Document Tree

Example: To move the cursor from the Document Name Box to the Editor requires F8 to be
pressed once.

Resizing the Document Tree:

You can change the width of the Document Tree window by positioning the cursor on top of the
Splitter bar that separates the Documentlistand the Editor. When the cursor changes to a double
arrow as shown above, press the left mouse button and drag the Splitter to a new position. As the
width of the Document Listincreases it will decrease the width of the Editor and vise versa.

Related Topics

Maximize Workspace Window
Customize Tree Icons

Viewing Documents

Viewing Multiple Documents

3.9 The Status Bar

Ready 29 Documents 14,896 Bytes - (14.54 KB) Line 3 Col 107 CAP NUM INS SCRL

The information in the Status Bar consists of:
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The number of documents contained in the File
The currently open document size

Line and column information

The Caps and Num lock ifon

The Inser/Overtype mode

The Scroll lock items help messages

The help messages are directly related to the currently selected menu item orthe Toolbar button
directly underthe mouse pointer. This explanation appears when you move the mouse pointer
overa Tool Barbutton.

Insert/Overtype:

Use the Insert (INS) mode to type new text.

Use the Overtype (OVR) to type over existing text.

To switch between Insertand Overtype press the Insertkey on your computer key board. The
Status Bar will indicate your selection as INS for Insert mode or OVR for Overtype mode,

Num Lock and Insert mode are the defaultmodes.

3.10 The Editor

InfoRecalls Editoris extremely flexible and powerful. It's a word processor within InfoRecall that
offers unlimited document size and all the fontformatting features as well as supportfor graphic
images, tables, columns, textframes, OLE and page number, Hypertext, Hyperlinks and more.

Microsoft IntelliMouse Support
Ifyou've installed Microsoft IntelliMouse or Microsoft IntelliMouse TrackBall, you can use its built-in
scrolling capabilities. Click here for more.

Drag Textto a New Position:
You candrag a word, sentence or paragraph to a different position in the document. Simply
highlight the word, sentence or paragraph and drag itto a new position!

Multiple Document Interface:

The Editor offers a Multiple Document Interface (MDI) frame window that adds the capability to view
the MDI child windows as worksheets in a workbook. Tool tips are presentfor documenttab text
thatis partially or fully obscured. This workbook view capability provides a tab-based user
interface that makes managing multiple documents a snap.

Workbook Mode:

The Editor can operate in either single document or workbook mode, and you can switch between
these modes atruntime. You can view and work on more than one document by splitting the
windows horizontally or vertically. You can cascade the windows or minimize them. You can also
maximize the windows.

Tooltips:
InfoRecall shows a tooltip with the page number when the users moves the thumb of the scrollbar.
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The Editor = e

The Editor

The supports extended character farmatting like indivitual fonts and font sizes. bold, ifafic. underline, double
underline, strkethrough,sureseipt 5 pogip and colors

Bullets Numbers
Pictures & Graphics + Vestibulum lacinia 1. Quisque volutpat
¢+ Lorem ipsum dolor 2. Vestibulum lacinia
Text Boxes and Frames + Morbi lectus risus 3. Morbi lectus risus
+  Quisque volutpat 4. Quisque volutpat

Lorem ipsum dolor sit amet,
consectetur adipiscing elit.
Integer nec odio. Praesent
libero. Sed cursus ante
dapibus diam. Sed nisi. Nulla

Hyperlinks

Hvperdexd

ntin anotﬁer File

o a Program

to a file folder
to an e-mail
{0 a web site

cell colors cell borders

Columns

‘Lorem ipsum dolor sit amet, {Curabitur tortor. Pelientesque nibh_ Curabitur tortor. Pellentesque nibh.
iconsectetur adipiscing elit. Integer i Aenean quam. In scelerisque sem iAenean quam. In scelerisque sem
‘nec odio. Praesent libero. Sed cursus: at dolor. Maecenas mattis. Sed fat dolor. Maecenas mattis. Sed
{ante dapibus diam. Sed nisi. Nulla convallis tristique sem. Proinut  iconvallis tristique sem. Prain ut
iquis sem at nibh elementum iligula vel nunc egestas porttitor.  ligula vel nunc egestas porttitor.
{imperdiet. Duis sagittis ipsum. iMorbi lectus risus, iaculis vel, iMorbi lectus risus, iaculis vel,
{Praesent mauris. Fusce nec tellus  isuscipit quis, luctus non, massa. isuscipit quis, luctus non, massa.
‘sed augue semper porta. Mauris ‘Fusce ac turpis quis ligula lacinia :Fusce ac turpis quis ligula lacinia

massa. Vestibulum lacinia arcu eget aliquet. Mauris ipsum. Nulla metus faliquet. Mauris ipsum. Nulla metus
inulla. Class aptent taciti sociosqu ad imetus, ullamcorper vel, tincidunt  imetus, ullamcaorper vel, tincidunt
:litora torquent per conubia nostra, per ; sed, euismod in, nibh. Quisque :sed, euismod in, nibh. Quisque

Resizing the Editor:

Click on the Minimize or Maximize buttons or position the cursor on a border until the arrow changes
as above. Press the leftmouse button and drag the borderto a new size.

Do this until you are satisfied with the new size.

To permanently maximize the Editor, choose Maximize Edit Window from the View menu. T his will
eliminate the Title bar of the Editor thereby expanding its window.
It will remain expanded until Maximize Editor Window is chosen once more.

Move Cursor:

Use the F8 key to move the cursor from one window area of InfoRecall to the next.
F8 Moves Cursor to

Document Tree Document Name Box
Document Name Box Editor
Editor Document Tree

Example: To move the cursor from the Document Name Box to the Editor requires F8 to be
pressed once.

Related Topics
Maximize Workspace Window
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Cascade

Horizontal Tile
Vertical Tile

Maximize Edit Window

3.11 Microsoft IntelliMouse

Ifyou've installed Microsoft IntelliMouse or Microsoft IntelliMouse TrackBall, you can use its built-in
scrolling capabilities to scroll an InfoRecall document by using the Microsoft IntelliMouse pointing

device.
To Do this
Scroll up ordown a few lines ata time Rotate the wheel forward or back.

Hold down the wheel @button, and drag the
pointer away from the origin mark in the
Pan up ordown direction you want. To speed up panning, drag
the pointer farther from the origin mark; to slow
down panning, drag the pointer closer to the
origin mark.
Pointto a node with branches and then hold
down SHIFT as you rotate the wheel forward or
back.

Expand orcollapse branches in the Document
Tree.

3.12 The Boilerplate Tool Bar

Boilerplate Toolb...:3|

+—B =[]

This is the Boilerplate Text Toolbar. You can access ittrough the View menu by clicking on
Boilerplate Tool Bar. Move itto anywhere on your workspace or move itinto a Toolbar.

Related Topics
Boilerplate Text
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3.13 Pop-Up Menus

[ ew Ctrl+ N
Mew from Windows Clipboard  Cirl+G

Bename F2
Save Ctrl+5
5 Save Al
Export 3 Editor Pop-Up

[5] Print... Ctrl+P

El Print Preview... Cut Ctrl+ X
E Print Margins... Copy Ctrl+C

Sopy Paste Ctrl+V
Maove
Select All Ctrl+ A
m Delete =
"] Close Al Ctrl+W
Send as E-Mail Attachment . [D Full Editer

@ Document [nformation A Fents..

é Eont Color...
Expand Document Tree

Collapse Document Tree
fRa Change Case...

Customize Tree lcons... Bullets

#* Highlight Color...

Refresh Document Tree @ Date/Time CrleT
Add Faveorite Documents... ﬁ/ Hyperlink... Ctrl+H

Using the Pop-Up Menus

e Locate the cursoranywhere in the Document Tree or Text Editor.
¢ Press the right mouse button.

e Choose a menuitem

Note:
The Text Editor pop-up menu will be disabled when Auto Spell Check is on.
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3.14 Workspace Manager

The InfoRecall workspace manager provides a powerful, yeteasy to use method to move
windows around and dock or floatthem anywhere within the InfoRecall workspace.

Once docked/floating, their locations are saved so thatthey'll always be where you're most
comfortable with them.

You can move and dock the Toolbar, the Documentbar and the Document tree anywhere in the

workspace.

Using the Pop-Up Menus

o Position the cursoron the frame of a dockable window.
e Depress the leftmouse button.

¢ Drag the window

[if ChunfoRecaliData - Sample File

| File Documents Edit Fonts View insert Table Paragrap.l;'imgé.a"rch Security Tools Templates Window Help

X Introduction
— m |
=| InfoRecall -
' - ’ n 0 eca WAndcnaes &
=1 RECALL INFORMATION FAST & EASY!

Files Toolbar

Sample File v | Introduction

an industrial-strencth Yo can with InfoRecall. It's a free-form information manager that lets you get on
InfoRecall Document List EASY . Unlike traditional databases, InfoRecall readily accepts

25 of seemingly un-structured inforn Boilerplate Toolbar :
3-[13 Sample File ts then lets you search for and retrie

A Starting Document mation together with pop-up text, hy, | + — @ @ @
1 Document Tree :

121 This is a Branch I:h nictures They are camnle hynerlinks to warinus items

{3 This is a Branch of | || Fonts Toolbar
----- 3 DON'T START WITH SA .
. Arial
Hyperlinks e
Information and its use 4 4 :

[ Searching with InfoReca
10 Multimedia Search

|1 Searching InfoRecall
{1 The Editor
1 More about the Edito
----- .3 Workspace Manager

T TR r— T T W

A Starting Docu...|

Ready 1,323,779 Bytes - (1.26
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3.15 Multiple Documents View

Switches between Single and Multiple document view.
With Single document view only one documentata time can be viewed and edited.

1 Pretetch - Delete Files Tip taken from Microsaft Windows XP Inside Out by Ed Bott and Carl Siechert. Publi
1 Print Spooler

1 Printer taking up RAM
1 Regain Valuable Disk Space with the COME
1 Register DLL

1 Registry

1 Remove Unsigned Drivers

T SremDick 2

< > Outlook: File/Di...| Permanent file ...|. Regain Valuabl...| Speed up Twe...| Make a Folder ... How ‘.‘\«'ingfws
Ready 73 Documents 21,131 Bytes - (20.63 KB)

The sunkenicon in the View, Document Tabs menu indicates that the Multiple document view is on.

Multiple documents allow you to open more than one document. Every time you click on a
documentin the documenttree it'll come up on top of the previous document.

You can cascade documents, tile them horizontally or vertically to view and work on multiple
documents.

You can easily navigate between documents by clicking on the Document Tabs atthe bottom if
you have Document Tabs switched on.

Related Topics
Cascade
Horizontal Tile
Vertical Tile
DocumentTabs

3.16 Cascade/Tile Windows

Cascade:
This choice arranges the documents so thateach one is offset on two sides from the documents it
overlaps.

Horizontal Tile:
Tile the documents horizontally. It modifies the size of each documentwindow and arranges them
so thatthey appear side-by-side and top-to-bottom.

Vertical Tile:
Tile the documents vertically. It modifies the size of each documentwindow and arranges them so
thatthey appear side-by-side and top-to-bottom.
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4 Quick Start Tutorial

4.1 Overview

InfoRecall " <
In 20 Minutes -"'H -~

85
LESSONS [FFrrepbE!

ltwould be greatif every new software package were intuitive and self-explanatory so thatanyone
could learn how to use it without training or picking up the User Guide. Unfortunately thatis not
always possible. As software develops from one version to the nextit often acquires so many
features thatit's impossible to use all of them without a little help.

We have tried to make InfoRecall as intuitive and easy to use as possible. Ouraim was to design
InfoRecall so that anyone with modest Windows skills can produce results without spending days
learning it. Once you know the basic operation you can move on to the more advanced features.
So, rather than exploring all the features of the program now, let's justlearn some of the basics.

Quick Start Tutorial Menu
Create a File

Create and Save some Documents
Importsome Files

Create a Hypertext Link
Create an Internet Link
Search a Document

Search the File

Printa Document

Delete some Documents
Delete a File

Summing Up

In Quick Start Tutorial we are using the Tool Bar Buttons a lot. This is notthe only way to access the
features we'll be working on. They can be accessed through the menu as well as through an Altkey
combination shortcutkey.

We'll show the menu choice nextto the Tool Buttons choice in the tutorial like: (File menu, New).

The Tool BarButton help tips (putthe mouse pointer on a button and keep itthere fora couple of
seconds) will aid you when working with the tool bar buttons until you become more comfortable
with them.

4.2 Create a File

You can create Files quite easily in InfoRecall. Follow the steps below to create a File called:
Example.

. D Click on the Create a New File Toolbar button or choose New from the File menu.
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Type a File Mame
Ok

Cancel

¢ Inthe Type a File Name boxtype: Example.
e Click the OK button.
e Click the Cancel button to exit Files.

Your new File is created and immediately opened ready for your use. InfoRecall will look like the
screen shotbelow.

File Docurnents Edit Fonts View [Insert Table Paragraph Search  Templat

OptEEgULbeld  DBEELETEE

Example v

Related Topics
File Drawer

4.3 Create and Save Documents

Now thatwe have a File, let's create some documents. ltis very easy. All we need is a document
name and then type in some text, formatitsome and putin some graphics. The document name
can be up to 40 characters long. The document can be saved automatically butfor now we will
save itmanually.

. D Click the New Document Toolbar button or choose New from the Document menu. T his
creates a new document.
e The cursor will be inthe DocumentName Box. Type in: Address and Phone Numbers and click
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anywhere in the Document Editor.

Address and Phone Numbers is saved and shows up inthe Document Tree.

Type in some text. Anything atall butsomewhere type: example. We'll need thatlater for
searching.

. Highlight a word by double clicking onit. Click the B (for Bold) button (Fonts menu, Bold).
Highlight another word and click the colorunderlined A button.
Click on a color. Click the Fontmenu and choose another character formatting menu item.

Play around with this until you're familiar with it.

. Choose Insert Picture form the Insert menu.
e Find a picture orany graphic image on your hard disk.

This will insert the picture.

. EI Click the Save Toolbarbutton or choose Save from the File menu. This saves the document.
Create new Documents

Important:

Always click on the Root ofthe tree (Example is this case) to create a new documentunder the
Root.

To create a branch document, click on a document name in the tree then click New. The document
will be created as a branch under the document name.

D Click onthe RootNode inthe tree. It's the one thatsays Example

Click the New Document Toolbar button and create the following documents
Computer

Personal Information

Raw Materials Inventory

Type intextinto each documentand always type "example" somewhere in the text. We'll use the
word "example" for searching later on. Your screen should now look like this:
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iFiIe Documents Edit Fonts View Insert Table Paragraph Search Templates Tools Security  Windo

De0EEaedBah |  DBETEDEBEERE | EHE]

—

J” Example v §| Row Materials Inventory
El[:l Example A
""" (3 Address & Phone Numbers How much INVENTORY is too much? It r
1 Computer INWENTORY. The problem is the 20/80 n.

3 Personal Information

-3 Row Materials Inventory In retail, at least you have a chance to DIZ
always finished goods that are overstocks

The 80/20 ratio seems to apply to almost
INWVENTORY accounts for 80% of the totz

Related Topics
New Document

4.4 Import Files

Let's importa page to demonstrate how easy itis. You canimportany type of page butfor now we'll
importthe INFORMATION.RTF File installed with InffoRecall. This is a Rich Text Formatfile and
you'll find in your InfoRecall Data Folder.

Rich TextFormatis a textfile thatretains all text formatting like Underline or Bold eftc.

There are several ways to import.

Importa File and prefixitto an existing document.
Importa File and append itto an existing document.
Importsingle/multiple Files as new documents
Importdelimited ASCII Files

Drag & Drop a Files from Windows Explorer to InfoRecall.

Lets Import a Single File as a New Document

¢ Openthe Example File we created earlier. There should be four documents in the Document
Tree.
¢ Click on Example atthe top. That's the Root ofthe Document Tree so we can create a new
Document.
e Choose Import Single File from the File menu.
L}

Import Single File Impork Mew Document,

Import Multiple Files, .. Prefix Current Document, ., h‘
Import Delimited ASCII File, .. Append Current Document, .,
Export Delimited A5CII File. ., ‘r
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e Choose Import New Document from the fly-out menu.
e Openthe C:\Program Files\InfoRecall\Data folder.

¢ Inthe Files dialog that comes up click on the arrow to the left of Files of Type.

(15 Import Single File

:(_:. - 4 | « InfoRecall » Data
Organize = Mew folder

- Favorites

Bl Desktop

= Libraries
3 Documents
Ji Music
=| Pictures
B videos

i-la- Homegroup
A Curtis

1% Computer

"?E‘ Metwork

3 Control Panel

& Rerurle Rin

File name: | Information.rtf

o Click on Rich Text (*.rtf).

e Click on the Information.rtf file in the File list.

¢ Click the Open button.

| Infermation.rtf

W

Search Data 2

=~ [ @
Date

121272007 11:57 AM

Rich Text (rtf) v

The file willbe imported as a new Document named Information in your Document Tree and

automatically opened for youto read.

Related Topics
Import Single File
Import Single/Multiple Files
Import Delimited ASCII Files

4.5 Create a Hypertext Link

The documentsize of InfoRecall is pretty well unlimited. There mightbe many pages. You might
wantto link a word or sentence of one page to a word or sentence on another page. Creating a

hypertext link will allow you to do that.

Now do this:

o Click on the Information documentin the tree. That's the documentwe imported.
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o Atthe top right of the document, double click on the word Information. This will highlight the

word.

Click the Hyperlink button (Insert menu, Hyperlink).

Type of HyperLink

Teut Link Texd to Text in this Document
PopUp | |Linkto Pop-Up Textinthis Document
Doc1 | (Linkto aninfoRecall Documentin this File
Doc 2 Linkto an InfoBecall Document in another File
Files Linkto other Files
Program Link to a Program
Falder Link to 8 Computer File Folder
E -t ail Link to an E-Mail Address
‘Web Link to a Web Site

¢ Click the Textbutton to link to Textin a Document button.
e Scroll your documentdown to the bottom of the page.
o Selectthe words All types of Lists to highlightthem

Link, to Text on thiz page

Fram: |nfarmation
To Al types of Lists

] | | Cancel

&

Save

Cancel
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e Click the OK button.

Scroll the page up to getto the top ofthe page. You'll see your link word green and double
underlined like the example below.

If you have recently pu
ADF periphers upe
difficulties; an u hs
Your cursor will turn into a hand when you move the mouse overit. Click itand the page will move

down to yourlink and place the regular blinking text cursorin frontof All types of Lists.

Related Topics
Insert Hyperlinks

4.6 Create a Link to a Web Site

You can make a link to a web site so thatwhen you click oniititll launch your default web browser,
and open the site for you. You mustbe connected to the Internet before thathappens.

Here is how to do it:
e Click on the Information document in the tree. That's the documentwe imported.
e Atthe top ofthe document, highlight www.phantech.com

z
. Click the Hyperlink button (Insert menu, Hyperlink).

| Insert Hyperlink X

Type of HyperLink,

Teut Link Text to Text in this Document
Fop-Up
Doc1 | (Linkto aninfoRecall Documentin this File ¢
Doc 2 Link to an InfoRecall Documentin another File
Files
Frogram Link to a Program
Folder Link to a Computer File Folder
E -t ail Link to an E-Mail Address
web | |Linkto aWeb Site wave

Cancel

e Click the Web button to link to a Web Site button.
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Create HyperlLink to the Internet

&dd Web Site LRL

wiang phantech.com

Cancel

e Click the OK button.
Your text will turn blue and be double underlined.
Your cursor will turn into a hand when you move the mouse over it.

Connectto your modem to the Internetand click on your link.

Related Topics
Creating Hyperlinks

4.7 Search a Document

You can find a word, sentence of phrase anywhere in the document very quickly. .

e Let's find itnow.
e Open a the Information document.

. 1| Choose Search Document from the Search menu.
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Search Document
Find what: | information
Direction
@
[ ] Match whaole word only Er;lm the: top
[ | Match case ) Diown Cancel

o Type example in the Find Whatbox.
e Click the Find Next button.
o Repeatthe repeatthatuntil you run out of hits.

Related Topics
Search Document

4.8 Search the File

InfoRecall ties all Files and all documents together through its powerful search engine. With
InfoRecall you can quickly find a word, a group of words, numbers, phrases and dates. InfoRecall
will do Normal, Exact, Fuzzy and Boolean (AND, OR, IF NOT) searches. Rightnow we'll do justa
normal search for the word "example". This word should occur somewhere in the text of all the
documents thatyou have created..

Let's proceed:
. @ Click on the Search InfoRecall Files button (Search menu, Search InfoRecall Files)

Search InfoRecall Files po4
Search Tupe Search ey 1

® Normal emample W

() Fuzay Search Kep 2 O

)

() And

ar Search Options Search Keys

U IF Mot File Inde= W

S Mur []5earch Document Mames Load Search Keps

B IR [ Match Whole ‘word Orly

() Dates First b atch each Document Save Search Keps
[] 5earch Currert File Only el

e Type example in Search Key 1.
¢ Click the Search button.

After you startyour search the Hit Listappears showing you the hits as they happen. You'll also
see:

The File Name, Document Name and the search word is shown in context of about 80 characters to
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give you a better feel of whatyour hitlooks like. The search word is preceded with the characters
>>s0 you canlocate iteasily.

The status bar atthe bottom let's you know how many Files were searched, the accumulated size
searched trough and the number of hits.

Use the horizontal scroll bar on the bottom to scroll text to the rightto see more of it. Use the vertical
scroll bar to the right to view hits not currently visible. You can also use the direction cursor keys
and Page Down, Page Up, End and Home.

Now, double click a line in the hitlist. The Hitlist will disappear and InfoRecall will open the
document and highlight the word "example”. You can access the Hit Listas often as youwant. The
hits are keptin memory so thatyou can see them anytime you want to without having to perform the
same search overagain. Justchoose View Hit Listfrom the Search Menu to see them again

Related Topics
SearchFiles

4.9 Print a Document

Printing a documentis no problem atall. Make sure your printeris on.

e Click ona documentinthe Document Tree.

. D Click the Print Margins Toolbar button or choose Print Margins from the File menu.

Print Margins
I arging
Left: | 1.00 Right: | 1.00
Fiima He
Top: |1.00 Botkarn: | 1.00 Fa
Meazurement
(®) Inch () Centimeters
Twpe of Margins
Document Marging || Global Marging = I
ahce

Type 1inall the boxes. If metric, type 2.54.
Click OK.

El Click the Print Preview button or choose Print Preview from the File menu to preview your
page (File menu, Print Preview.

[%] Click the Printbutton or choose Print from the File menu to printthe document.
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Related Topics
Print Document

4.10 Delete some Documents

Now that we have established all these documents it's time to delete some. Delete both the
Computer and the Raw Materials Inventory documents.

Click the document called Computer.
Depress the Ctrl key on your keyboard. And keep itdepressed.
Click the Raw Materials Inventory document.

@ Click the Delete Tool button or choose Delete from the Document menu.
Click Yes.

The two documents will be deleted. You'll still see them in the documenttree butthey'll be grayed
outand an Xwill show in the bitmap. InfoRecall has an undulate feature thatallows you to bring
back a documentthatwas deleted by mistake. Try it. You'll find this feature in the Documents menu.

All deleted documents are placed in the Recycle Bin justin case you need to restore one. You can
find the Recycle Bin with the rest of the Files in the FILE BOX.

Related Topics
Delete Documents
Undelete Documents

Recycle Bin

4.11 Delete aFile

We can now delete the Example File. There is no need to firstclose the File. InfoRecall can delete
a File whetheritis open ornot.

To delete the File:

E Click on the File Drawer button in the Toolbar or choose File Drawer from the File menu.
Locate and click on Example in the File Drawer List box

Click the Delete button.

Click the Yes button.

Once a File is deleted, InfoRecall can't bring itback.
However, files deleted in Windows are placed inits Recycle Bin. So there is a way to un-delete a
file as long as you do itfairly quickly so itwontbe overwritten by other files.

To recover a File from the Recycle Bin:
¢ Rightclick the Recycle Bin on your Desktop.
e Choose Explore from the pop-up menu

¢ Find the File to recoverand Rightclick it.

e Choose Recoverfrom the pop-up menu.

Related Topics
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File Drawer
4.12 Summing Up

This concludes our Quick Start Tutorial lessons. There are many more features to explore, later.

For now, you have covered some ofthe basics and got the feel of InfoRecall.

We think it's pretty simple to use yetvery powerful once you getto know and use the more advanced features.
There are so many uses for InfoRecall. We hope thatwe are equal to your needs and make you more productive int

InfoRecalls Help File is very detailed. ltexplains all the features and gives step-by-step instructions on how to use the

Press F1 within InfoRecall, on any dialog box, to obtain help about the current topic.
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5 Boilerplate Feature

5.1 Boilerplate Text

Boilerplate is any textthatthatcan be reused in new documents without being changed much from

the original.
Boilerplate refers to "standard terms and conditions" contained in most contracts, agreements or
other documents that use standard text, clauses or provisions

With InfoRecall you can quickly puttogether documents that share standard fragments oftext, from a
library ofreusable text. You can store the reusable textin different Folders and documents then
assemble them with the Boilerplate feature. When finished you can printthe assembled textor paste
itinto a new document.

You can easily assemble documents, including but not limited to:

Articles Obligations
Agreements Proposals
Clauses Prospectuses
Conditions Provisions
Covenants Provisos
Leases Speeches
Letters Stipulations
Memorandum Terms

The Boilerplate Tool Bar

Boilerplate Toolb... 1|

+_ [%] Help

\ Print Assembled Boilerplate Text

Frint hargins
Faste Assembled Boilerplate Text

Clear Assembled Boilerplate text

Aszsemble Boilerplate Text

To assemble boilerplate text

Choose Boilerplate Text Toolbar from the View menu.

Move the tool barto a convenient place within InfoRecall.

Open a documentand highlight the desired text.

Click the Assemble Boilerplate Text (+) button on the toolbar.

Open another documentwithin any Folder and highlight the desired text.
Click the Assemble Boilerplate Text (+) button on the toolbar.
Repeatuntil the documentis assembled.

Paste assembled boilerplate text
Pastes the assembled boilerplate textto a document.
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Print Margins
Sets the margins for printing the assembled boilerplate text
Use only ifyou decide to output the assembled boilerplate text directly to a printer..

Print assembled boilerplate text
Outputs the assembled boilerplate text directly to a printer.

Clear
Click the Clear button (-) to clear the assembled boilerplate text.

Related Topics
The Boilerplate Tool Bar

5.2 Boilerplate Tool Bar

Boilerplate Toolb... 1]

+—-B =[]

This is the Boilerplate Texttool bar. You can access ittrough the View menu by clicking on
Boilerplate TextToolbar. Foran explanation of this feature please click on the below hyperlink.

Related Topics
Boilerplate Text
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6 File Menu

6.1 New

Creates a new File.

It's better to create a new File than to dump all your information into one File.

By splitting your information you'll avoid very large Files thatconsume a lotof memory and are
slow loading. It might also be more informative to create a File with a name to match the information
init.

Create a New File X

Type a File Mame

Cancel

To do so:

Choose New from the File menu.

Type a File Name in the Type a File Name box.
Click the OK button.

Click the Cancel button to exitFiles.

The new File is created and immediately loaded into InfoRecall, ready for your use.

An InfoRecall data File consists of 3 files called a data set:

1. The Data file (.dat). This holds the main data

2. The Indexfile (.idx). This holds the index of the data in the .datFile.

3. The Tree file (tre). This file holds all the names of documents in the data file.

Related Topics
File Drawer

6.2 Open

Files can be open by using the FILE BOX on the left side of the Document bar when the Document
Toolbaris in view.
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InfoRecall

I3

File Documents Edit Fonts VYiew Insert Table Paragraph 5Search Templates Tools Security  Wind

OJptEEfOG=E | DBETEREBEERIE | BEHE

m |V ‘P & L Statement

Samsung Galoxy 53 ~ie=

Sergey -

Shareware and Freeware Sites P&L Satement

Skiing

Speaking Mo 01 02 o3

Stacks Seasonalty 0.4 1.1 0.8

Staries

Template Monster Linits Sold 3,592 4,390 3,192

Ter Code Sales Reven| $143,662 6175587 §127,700

Ter Upgrades CostofSalk) 89,789 108,742 79,312

timeXcost

Translation\Whiz Salesforce 8,000 8,000 5,000
] Tromwel Adiver tising 10,000 10,000 10,000

To Open a File using the File Box
o Click on the arrow to the right of the File Box
¢ Click on a File from the list of Files

To Open a File using the File Drawer

e Choose Open from the File Menu

e Type a partial or full name in the Find Box or selecta File from the list
e HitEnterordouble click on the file name

When the Document Toolbar is notin view Files can be open by using Open from there File menu..

To Open a File:

e Choose Open from the File menu.

e Locate a File in File Drawer List.

e Double click on the File orclick onitand click the View button.

The File will be opened and all the documents will be shown in the Document Tree.

Note:

Data Files can be anywhere, forinstance you mightwantto keep a number of Files in some where
else in your computer or on another computer oron a network. To access these Files you must
Swap Source Folders. InffoRecall can quickly switch back and forth between two Source Folders by
using Swap Source Folders from the Tools menu.

Important:
You can only open Files that are in your Source Folder. To open Files else where: Swap Source
Folders

Related Topics
The Document Bar
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Swap Source Folders

6.3 Close

Closes all the documents in the currently open File and closes the File.

If Autosave is setand ifthere are unsaved Documents, InfoRecall will save them automatically. If
Autosave is not setthen InfoRecall will ask you to save each unsaved Documents.

Related Topics

Auto Save

CompactFile on Closing

Open LastUsed Documenton Start-up

6.4 File Drawer

File Drawer pulls all the file management functions togetherin one dialog box and enables a you to
Create, Copy, Move, Rename and Delete files quickly and efficiently

Right click the mouse button to getthe pop-up menu.
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InfoRecall
1E File Drawer - GlinfoRecali\Datal ®
Find
Mext [F3]

Files
File Marne Created Acceszed Size/kb Docur... ™
Jim R amzauer 111844 03/05:15 245,004 13
ok ; SR

obsz Searching 1118414 03/05:15 42111 2 t—

LapTop 1141844 03/05:15 72461 3
Lazer Spine Institute 114814 03/0815 280,703 E -
Lavyers - Separation 111814 03/05/15 57.839 g
Lease Clauses 111844 03/05/15 151,307 32
Legacy 1118414 03/05415 270,941 16
Legal Contracts 1118414 03/05415 230,676 A
I sjestic 111844 03/05.15 6126 1
Marla 111844 03/05.15 43,076 5
Medical 1141844 0343015 241171 B2
Metro Wide Painting 114814 031145 1872519 26
Microzoft Office 2013 111844 03/05/15 41515 3
Metwork Solutions 111844 03/25/15 9.902.441 15
Mew Trip 1118414 03/05/15 38,304 2
M ow Yau Knaw 111844 03/06/15 2,754 B37 22
Okzana web Sites 0312415 03412415 301,691 5
Pazswords 111844 03/30.15 3.834.705 3
Perzonal Profile Sheet 1141844 03/05:15 15,272 1
Phantech 1141844 03/05:15 24,962 3 Open
Phota Business Plan 111844 03417415 406,084 32
Phatagraphy 111844 03/05/15 554,738 17 Mew
FIr 1118414 03/27415 454 716 3 Reras
Prograrming Samples Motas Links 11418414 03/27415 9E.927 9
Promations for InfoRecal 111814 mA7AR 557,692 B2 Copy
Feal Estate 111844 03/05.15 5,385 1 Move
Recycle File NI 0asAs 202 i Delote
Requs 1141844 03/05:15 50,604 g —
Rent a Coder TTABAE 037065 13434 4 Frint List
Ressliers ESE 0370545 85,300 S T
< > List Colar

Mumber of Files: 127 Mumber of Documents: 2,351 Total Size of Files: 123,938,320 Bytes - [123.33 MB) Cancel

File Drawer displays all the files in a data Folder along with the date they were created, the date
they were lastaccessed, their file size and the number of documents in each file.

File Drawer enables you to:
Opena File

Find a File

Create a new File

Copy Files to a different Data File
Move Files to a different Data File
Rename a File

Delete Files

OpenFiles

Sortthe Files List

Open:
¢ Double click a File or press Enter.
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or
e Choose Open from the Pop-up Menu.

Find:
Quickly finds a File Name in the list

To do so:
e Type a letter, a File name or a partofa File name
e Click Next (F3) or F3to find the nextoccurrence

Note:
Find searches as you type. lt will find partial words occurring anywhere within a File name.

New:

Creates a newfile.

It's better to create a new file than to dump all your information into one file.

By splitting your information you'll avoid very large files that consume a lot of memory and are slow
loading. ltmight also be more informative to create a file with a name to match the information in it.

To do so:
e Click the New button.

e Type a File Name inthe Type a New File Name box.
e Click the OK button.

e Click the Cancel button to exit File Drawer.

The new file is created and immediately loaded into InfoRecall, ready foryour use.

An InfoRecall data file consists of 3 files called a data set:

1. The Data file (.dat). This holds the main data

2. The Indexfile (.idx). This holds the index of the data in the .datfile.

3. The Tree file (.tre). This file holds all the names of documents in the data file.

Rename:
l[tmay be necessary from time to time to rename InfoRecall files to reflect their contents more
clearly.

To do so:

e Choose File Drawer from the File menu.

e Click a File Name.

e Click the Rename button.

e Make any changes ortype a new name in the Rename dialog box.
e Click the OK button.

The change will be reflected in the File Drawer List. and the File Box.

Copy/Move:
InfoRecall is increasingly used on more than one computer. The ability to Copy or Move data files

along with Synchronizingthem is very important.

To do so:

e Choose File Drawer from the File menu.
« Select filesto Copy/Move.

o Click the Copy or Move button.
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e Selecta File to Copy or Move files to.
e Click OK.

Moving files copies the files from the Data File to the chosen folder and deletes them from the Data
Folder! The change will be reflected in the File Drawer List. and the File Box.

Delete:
InfoRecall can delete single or multiple data files. You can delete a file evenifitis currently loaded
and inuse by InfoRecall.

To do so:

e Choose File Drawer from the File menu.
o Select files to Delete.

e Click the Delete button.

e Click OK.

You cannotdelete a file ifitwas Secured by a password unless you know the password.
All the data contained in the file will be destroyed.
The change will be reflected in the File Drawer List. and the File Box.

Print List:
Prints the File Drawer List.

Prints a list of Files as shown in the File Drawer. You can printa partial list or the whole list.

To printa partial list:
e SelectFiles.
e Click the Print List button.

To print the whole list:
¢ Click the Print List button.
InfoRecall tells you how many pages it will take to print the listand asks you whetherto proceed.

Related Topics
Print
Print Margins

View/Open:
You can view a file directly from the File Drawer.

To do so:
e Click a File Name.
e Click the View button.

List Font:

Enables changing in the File Drawer List of
e Font

e FontSize

e FontColor

List Color:
Allows you to change the Background Color of the File Drawer List
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To the Sort the File Drawer List:
e Click ona Column Header to sortthe items in that column.

Re-size File Drawer Dialog Window

You can re-size the File Drawer Dialog to make itlager orsmaller.

InfoRecall will remember the new size as well as the last position. Every time Hit Listis used it will
startin the lastused position and size.

To Re-size:
o Position the cursoratan edge and when the cursorturns into an arrow press the mouse button
and drag to re-size.

Drag a dialog any position on the screen
e Place the mouse on top of the dialog
e Dragitto where you wantit

Cancel

=

fal

I Re-size North/South
+—+ R-esize East/West

" R-esize North West/South East

6.5 Save

Saves a document. If the documentis new it will also add itto the Document Tree.

In case you have given the new document an existing name, InfoRecall will display a message
warning thata Documentwith that name exists and asks you if you wantto overwrite it. Either
overwrite itor change the name of the document. You only have to add an extra characterifyou
really wantthe name to be similar to the existing one.

InfoRecall willimmediately save the documentwhen you move of the Document Name boxand
place itin the appropriate place in the Document Tree

Related Topics
Automatic Document Save
Save Document Every () Minutes

6.6 Save All

Saves all open documents. If more than one documentis open and changes have been made to
the documents then InfoRecall will save all changes.

Related Topics
Automatic Document Save
Save Document Every () Minutes
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6.7 Export

You can Exportsingle or multiple documents in the following formats:
1. Web Page (.html)

2. Rich TextFormat (.rtf)

3. Plain Text(.txt)

4. Portable Document Format (.pdf)

1) Web Page will create a web page thatcan be viewed with any web browser

2) Rich Text Formatretains all the documents formatting and can be viewed by many word
processors including Microsoft Office.

3) Plain Textwill save the documentas a simple plain textfile thatcan be viewed by any and all
word processors.

4) Portable Document Format crates a pdffile thatcan be opened by Adobe Reader orother
programs thatcan read pdffiles.

The File name of the exported documentis the name ofthe documentin InfoRecall.
Ifyou need to create files thatcan be opened by Microsoft Office then export your documentas
Rich Text Format (.rf).

To Exportall Documents:

¢ Click the Root of the File to highlightit.

e Choose Exportfrom the File menu.

e Choose a Exportformat from the Fly-out menu.
e Choose a Folderto exportto.

¢ Click OK.

To Export single or multiple Documents:
e Selectthe documents to Export

Choose Exportfrom the File menu.

Choose a Exportformatfrom the Fly-out menu.
Choose a Folderto exportto.

Click OK.

Note:
When Exporting a documentin html that contain graphics, all graphics will be saved in PNG format

These graphic Files must remain with the web page (.html Files) to be able to view them. If the web
page is moved or sentout, make sure the graphic Files are included.

Hyperlinks only work in InfoRecall and will not be functional in a web page.
Other formatting features that will notbe reproduced in a web page are:
Drawing objects

Textframes

Textborders

Paragraph borders & shading

Paragraph colors

Text highlight colors

Uk wN =

Important
There are protected Folderyou can'texportto like Read-only Folders, System Folders and
Program Files folders.
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There are times when Windows (7, 8 & 10) actually seems to allow you to exportto a protected
Folderwhen in factit will exportto: Users\ComputerName\AppData\Local\Virtual Store.

The problem is thatitdoes notalways tell you aboutitso you you might notfind the document that
you exported.

Rather than be faced with this difficulty, InfoRecall will warn you thatyou don'thave privileges to
exportto a protected Folderand give you a chance to exportyour document somewhere else.

Related Topics
Export Delimited File

6.8 Export Combined

InfoRecall can combine two or more documents into a single document.
Combined documents can be exported in the following formats:

You can Export single or multiple documents in the following formats:
1. Rich Text Format (.rtf)

2. Plain Text (.txt)

3. Portable Document Format (.pdf)

To Export Combined As

e OpenanInfoRecall File

¢ Click ona Document, press the Ctrl key and keep itdepressed or click on a document, press the
Shiftkey and keep itdepressed

e Click on the other documents to combine

e Choose Export Combined from the File menu

The selected documents will be shown in a listin the below dialog
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B Documents Selected to Combine

CHAMGE LIMEUR
Golf Balls lp or Down
Bridgestone B330
Bridgestone &b 1 - Click on a

Callaway ne document title
Sriran O-5tal
Titleigt Pro 2 - Press the left
Mouze button

3-Move the
document fitle up ar
dowin

Space: Header Fage Breaks Save

Remove
[ 1include Head [ ] Page Breaks

Caricel

Changing the Combine Order:

¢ Click ona documentin the list.

o Press the leftmouse button and keep itdepressed.

o Move a documentup ordown to change the combine order.

To remove a document from the list:
e Click ona document name on the list
e Click the Remove button

Spaces:

Default setting is 1.

This setting is used to change the number of lines that separate the end of one document from the
start of the next.

You will see more spaces if your document has more lines than text. You can check that by viewing
the paragraph marks (View menu, Paragraph Marks)

Include Header:

The default setting. It shows the document name as the title or header as the firstitem on every
documentthatis combined.

Click on this ifyou don'twantheaders.

Page Breaks
Inserts Page Breaks between the documents.

Save:
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@ * 4 a b Computer » Local Disk (C:) » v & Search Local Disk (C:)

Organize + Mew folder
3 Jl Music Mame Date modified

k pfd”res Config.Msi 8/22/2013 1:58 PM

> B videos Documents and Settings 7/26/2012 3:22 AM
>+ Homegroup i Intel /1272012 10:47 ...
I @ Curtis
48 Computer

b [ Local Disk (C:)

I <5 DVD RW Drive (D3)

I g DataDrive (E:)

I gy Extra Internal Drive (F:)

M5O Cache 37272013 1:51 PM
i Perflogs 712672012 3:33 AM
. Program Files 871772013 9:19 AM
i Program Files (x86) 1472013 2:02 PM
ProgramData /28/2013 11:23 AM
Recovery 1/26/2013 2:27 PM
System Volume Information 8/30/2013 11:18 AM
i temp 8/11/2013 11:04 AM
| Users 47972013 11:20 AM
1 Windows 3/4/2013 1:51 PM

I @ System Reserved (G:)
I gy Local Disk (H:)
I g Users BVOTHER-PC) (Z:)
b L SGH-1747M
4 “! Metwark

File name: | Insurance Report

Save as type: | Portable Document Format (*.pdf)

i~ Hide Folders

e Selecta folderto exportto
e Type a name for your combined document
¢ Click save

Important

There are protected Folderyou can'texportto like Read-only Folders, System Folders and
Program Files folders.

There are times when Windows (7, 8 & 10) actually seems to allow you to exportto a protected
Folderwhen in factit will exportto: Users\ComputerName\AppData\Local\Virtual Store.

The problem is thatitdoes notalways tell you aboutitso you you might notfind the document that
you exported.

Rather than be faced with this difficulty, InfoRecall will warn you thatyou don'thave privileges to
exportto a protected Folder and give you a chance to exportyour document somewhere else..

6.9 Print Margins

Measurements:

The default measurement upon first starting InfoRecall are those setin the Control Panel, Regional
Settings..

If your Country uses the metric system the Print Margins are setto Centimeters.

In the USA and Countries who use the Imperial system Print Margins are setto Inches.
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Margins:
Print Margins can be setdifferently for every document or globally for all documents.

Document printmargins are independent of global print margins.
Document print margins remain unchanged when global print margins are set. You can switch
between documentand global margins as the occasion requires.

Documentand global print margins are in effectfor all print functions.

Global Margins:
Initially, Global Margins are the same as Document Margins.

Print Margins
Marging
Left: | 1.00 Right: [1.00
Fiirda He
Top: | 1.00 Bottor: [1.00 ke
M eazurement
(@) Inch () Centimeters
Tvpe of Margins
Document Marging [ ] Global Margins Cancel
ance

To set Document Print Margins:

e Choose Print Margins from the File menu.

e Type the printmargins you wantin the Margin boxes.
e Click the Document Margins check box.

To set Global Print Margins:

e Choose Print Margins from the File menu.

e Type the printmargins you wantin the Margin boxes.
o Click the Global Margins check box.

6.10 Print Preview

You can use the Print Preview command to show how text will look when printed..

To preview your document:
e Choose Print Preview form the File menu.
The preview dialog will be displayed
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-

| Basic Cost Standard

Fitted w| | TwoPFages | | Preferences Frint Cloze Page 1

dead easy to navigate through the program. (By the way, nothi
accidentally thanks to the UN-DELETE feature.)

You just got "buzzed” ... there's an emergency meeting &
about the Baxter account Be there in 5 minutes with all fi

63

e Click on Two Pages to view 2 pages. Ifthere are more than 2 pages, use the scroll barto view

them
e Zoom the preview
e Printthe document

Zoom
o Click on the arrow on the right of the Fitted drop down
e Selectthe Zoom percentage

-

# /| Basic Cost Standard

Fitted Two Pages | | Preferences Frirt Cloze Page 1
Fitted

dead easy to navigate through the program. (By the way, nothi
accidentally thanks to the UN-DELETE feature.)

You just got "buzzed” ... there's an emergency meeting &
about the Baxter account Be there in 5 minutes with all fi

Print Preferences:
When you click the Preferences button you will be presented the below printdialog box.
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Print Setup
Prirter
Mame: Brother HL-54500MN series e Properties. ..
Status: Ready

Type: Brother HL-54500M =series
Where:  USBEDO1
Comment:

Paper Qrientation

Size: Letter w (®) Portrait

Source: Auto Select w () Landscape

Metwaor.... Cancel

Options:

e Click Properties to choose a Printer other than the one shown
e Selectpapersize and source

e Choose paperorientation. Preview will adjust the orientation,

Note:

Print Orientation is document specific not global. It has to be setorresetforeach document. Once a
documentis setto an orientation that setting is saved and needs to be resetif the orientation has to
change.

Related Topics

Print Margins
Print

Print Combined

6.11 Print

Prints the text of a single document.

Print Preferences:
When you select Print from the File menu you will be presented the below printdialog box.
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Frint Range
(OF
i 1
() Selection ) Current Page Mumber of Copies
() Pages
Collate
First Page 1
Frint
Last Page 1 1L 22} 33
o Preferences
Cancel
Options:
Preferences

All: Print the whole document

Current Page: Printonly the current page ofa multipage document
Selection. Prints highlighted part of a document

Pages: Choose the pages to printif documentis multiple pages long
Number of Copies to print.

Collate: Collating creates consistent, logical sets from multiple pages

Preferences:
Print Setup
Prirter
Mame: Brother HL-54500M series e Properties. ..
Status: Ready

Type: Brother HL-R4500MN series
Where:  USBOO1
Comment:

Paper Orientation

Size: Letter e (®) Portrait

Source: | Auto Select e i) Landscape

Network... Cancel

Options:

o Click Properties to choose a Printer other than the one shown
e Selectpapersize and source

e Choose paper orientation
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Note:

Print Orientation is document specific notglobal. lthas to be setorresetforeach document. Once a
documentis setto an orientation that setting is saved and needs to be resetif the orientation has to
change.

Related Topics

Print Margins
Print Preview

Print Merge

6.12 Print Multiple Documents

Prints the text of multiple documents.

Print Multiple Documents:
e Selectdocuments in the documenttree.
e Choose Print from the File menu.

Print Options:
When you select Print from the File menu you will be presented the below printdialog box.

General
Select Printer
& Brother HL-34500M series = Microsoft XPS Documen
= M Mitro PDF Creator (Pro 9)
= Microsoft Print to PDF = Print as a PDF
< >
Status: Ready [ Prirt to file
Location:
Comment: Find Prirter...
Page Range
@Al Mumber of copies: |1 =
Selection Cument Page
Pages: Collate
111l 2|21 3)3
Prirt Cancel
Options:
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e Choose a Printer other than the one shown
e Select Numberofcopies
e Preferences

Preferences:
Your printer preference dialog will be displayed allowing you to choose many different options.

6.13 Print Combined

InfoRecall can combine two or more documents into a single document for printing.

To Print Combined Documents:
e OpenanInfoRecall File
Click ona Document, press the Ctrl key and keep itdepressed orclick ona document, press the
Shiftkey and keep itdepressed
Click on the other documents to combine
Choose Print Combined from the File menu

The selected documents will be shown in a listin the below dialog

6 Documents Selected to Combine

CHAMGE LIMELP
Galf Ball: Ip ar Do
Bridgestone B330
Bridgestone &5 1 - Chick on a
Callaway Hex Chrome document fitle
Sriron O-Star
Titleigt Pro 2 - Press the left
kouge button

3 - Move the
document fitle up or
down

Copies Spaces Headsr Fage Breaks Frirt

[ Include Header [] Page Breaks Remove

Cancel

Changing the Combine Order:

¢ Click ona documentin the list.

e Press the leftmouse button and keep itdepressed.

e Move a documentup ordown to change the combine order.

To remove a document from the list:
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e Click ona documentname on the list
e Click the Remove button

Copies:
If you wantto printmore than one copy, change Copies from 1 to the number of copies desired.

Spaces:

This setting is used to change the number of lines that separate the end of one document from the
start of the next.

You will see more spaces if your document has more lines than text. You can check that by viewing
the paragraph marks (View menu, Paragraph Marks)

Include Header:

The default setting. It shows the document name as the title or header as the firstitem on every
documentthatis combined.

Click onthis ifyou don'twantheaders.

Page Breaks
Inserts Page Breaks between the documents.

Print:
Prints your combined documents.

6.14 Print Document Tree

Prints all the document names in the Document Tree.
Documentnames are printed so as to reflect the hierarchical nature of the tree.

To print the tree:
e Choose Print Document Tree from the File menu

Related Topics
Print
Print Margins

6.15 Send as E-Mail Attachment

In InfoRecall itallows you to e-mail the currently open documentas an attachment.

The attachment can be following format:
1. Rich Text Format (.rtf)
2. Portable Document Format (.pdf)

To send an E-mail attachment:

Open a Document

Choose Send as E-Mail Atachment
Choose (.rff) or (.pdf) from the Fly-Out menu

[ ]
[ ]
[ ]
e Type the e-mail address, subjectand you message in youre-mail app and send it.
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Note:

Your e-mail program mustbe computer based like Microsoft Outlook, Mozilla Thunderbird or other
Windows base applications.

Send e-mails does notwork if you use web based e-mail apps like Gmail or Hotmail.

Only one document can be attached. If multiple documents are selected than the firstdocumentin
the Document Tree will be attached.

If multiple documents need to be attached to your e-mail:

Selectthe documents to export

Choose Exportfrom the File menu.

Choose a Exportformat from the Fly-out menu.

Choose a Folderto exportto.

Click OK

Use Windows File Explorer to locate the files and attach them to your e-mail app.

6.16 Import Single File

When you selectImport Single File, a fly out menu will pop up and give you a choice ofimporting
as a:

¢ New Document.
e Prefixto an open Current Document.
e Append to an open Current Document.

You can also selecta File in Windows Explorerand drag itto InfoRecall eitherinto a open
document orinto the Document Tree as a new document.

To Importas New Document:

e Opena InfoRecall File

e Choose Import New Documentfrom the Import Single File fly out menu.
e Selecta File inthe Import File dialog and click Import.

Drag & Drop as New:

e Opena InfoRecall File

e Selecta File in Windows Explorer.

e Dragitinto the InfoRecall Document Tree and drop.

Importand Prefix to a Document:

e Opena InfoRecall File and a document.

e Choose Import Prefix Document from the Import Single File fly outmenu.
e Selecta File inthe Import File dialog and click Import.

Drag & Drop to Prefix:

e Opena InfoRecall File and a documentor create a New Document.

e Selecta File in Windows Explorer.

e Dragitinto the InfoRecall Documentand drop it.

o Make sure thatthe drag arrow points to the beginning of the document.

Importand Append to a Document:
e Opena InfoRecall File and a document.
e Choose Import Append Document from the Import Single File fly out menu.
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e Selecta File in the ImportFile dialog and click Import.

Drag & Drop to Append:

Open a InfoRecall File and a document.

Selecta File in Windows Explorer.

Drag itinto the InfoRecall Documentand drop it.

Make sure thatthe drag arrow points to the end of the document.

Importing a Microsoft Office Word (doc, docx) document:
e Save the documentas Rich Text Format (.rtf) in Microsoft Word.
e Importas above.

Related Topics

Import Multiple Files

Import Delimited Files

How to use Delimited Import

6.17 Import Multiple Files

InfoRecall allows importing of multiple Files atone time. This feature is a greattime saverifyou
need to import numerous Files.

InfoRecall imports the Files, saves them to a document name thatcorresponds to the File name
thatis imported and adds the new document to the Document List.

To Import:

Open the InfoRecall File thatyou wantto importto.
From the File menu, choose Import Multiple Files.
SelectFiles to Import

Click Import.

Drag & Drop:

e Opena InfoRecall File.

e SelectFiles in Windows Explorer.

e Drag them into InfoRecall and drop them into the document tree.

6.18 Import Delimited ASCII File

You canimportdelimited ASCIl textinto InfoRecall.

Before you do so itis important to understand the structure of the database to importso thatyou
can selectthe correct Field Delimiter as well as Field and Record separators.

How to use Delimited Import
Delimited Import Examples

Typical Structures of delimited ASCII Text:

© 1994-2016 Phantech Software Inc.



File Menu 71

Example 1:

"Bobby Knight","Coach of Indiana University since 1971-72, has won 3 titles"

"Dean Smith","Much heralded Coach has certainly underachieved given his talentpool."
"Mike ", "Duke's Coach has had incredible success overthe lastdecade."

Delimited ASCII Import
Impart Parameters
Fil= Mame
H:\rfoRecall Files\nfoRecall\D atahT || File...

Field Delimiter

" Double Quate W

Field Separator It |t
Cormma W [rniprt &1
Record Separator Clomr Fiole
<CRx»<LF> <CR:<LF> v
Cancel
Irmport R ezults

Dacument Mame
Bobby Eright

Document Test

Coach of Indiana University gince 1971-72, hag won 3 HCAS,
title=, 1 MIT title and an Olympic gold medal.

The Field delimiteris a double quote (")
The Field separatoris a comma (,)
The Record separatoris a Carriage Return with a Line Feed (<CR><LF>)

Example 2:

IBM  Lagging for much of the 90's. Microsoft and Intel now dominate.
Intel Corp. The leaderin microprocessordesign and sales.
Microsoft Corp.  Bill Gates has led this company to the pinnacle.

The Field delimiteris (no delimiter)
The Field separatoris a Tab (<Tab>)
The Record separatoris a Carriage Return with a Line Feed (<CR><LF>)

Delimiters and Separators:
Delimiters and Separators can be any character. InffoRecall has the following builtin, no-printable
characters.

<Tab>=Tab
<CR>=Carriage-return
<LF>=Line-feed
<FF>=Form-feed
<Esc>=Escape
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<EOF> =End-of-File (*2)
These can be strung together:

<CR><LF>
<LF><CR>
<CR><CR><LF>

Orinterspersed with printable characters:

<CR><LF>---<CF><LF>
<Tab><Tab>

6.19 How to use Delimited Import

You can testthe import option to see whether you have selected the correct delimiters/separators.
Once you are satisfied thatthey work, you canimportselected records orall records.

To Import Selected Records:

Choose Import Delimited ASCII from the File menu.
Selectthe desired Field delimiter. (Optional).
Selectthe desired Field separator.

Selectthe desired Record separator.

Click Test.

Click Importltto Importto importthe record.

Click Next Record to test more records.

Click Importltto

Repeatforall the records you wantto import.

To Import All Records:

Choose Import Delimited ASCII from the File menu.
Selectthe desired Field delimiter. (Optional).
Selectthe desired Field separator.

Selectthe desired Record separator.

Click Import All.

The record name will be the document name in InfoRecall and the record content will be the text of
the document.

Related Topics
Delimited Import Examples

6.20 Delimited Import Examples

There are three examples included with InfoRecall. They are installed in the same directory that
InfoRecall was installed in.

Choose Import Delimited ASCIl from the File menu to bring up the dialog box.
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Delimited ASCII Import
Impart Parameters
Fil= Mame
H:\rfoRecall Files\nfoRecall\D atahT || File...

Field Delimiter

" Double Quate W

Field Separator It |t
Carnra W Imnport &l
Record Separator Clomr Fiole
<CR»<LF> ¢CR»<LF> W
Cancel
Irmport R ezults

Dacument Mame
Bobby Eright

Document Test

Coach of Indiana University gince 1971-72, hag won 3 HCAS,
title=, 1 MIT title and an Olympic gold medal.

Example 1:
Click on the File... button
Double click on text1.txt

Click on the Field separator Combo boxand select Comma.
Click on the Record separator Combo box and select <CR><LF>
Click Testor Click Import All.

Example 2:

Click Clear Fields

Click on the File... button.

Double click on text2.txt

Click on the Field separator Combo boxand select<Tab>

Click on the Record separator Combo box and select <CR><LF>
Click Testor Click Import All.

Example 3:

Click Clear Fields

Click on the File... button

Double click on text3.txt

Click on the Field separator Combo boxand select<Tab>
Click on the Record separator Combo box and click <CR><LF>
Double click on <CR><LF>and press Ctrl + Insertto copy it

To the right of <CR><LF>type --- and press Shift + Insert.

The Record Separatorlook like this: <CR><LF>---<CR><LF>)
Click Testor Click Import All.

Click on the Field delimiter Combo box and select Double Quote.

73
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6.21 Export Delimited ASCII File

You can exportInfoRecall documents in delimited ASCIl formatso thatthey can be imported into
differentdatabases. Document Formatting will notbe retained.

Before you attemptto exportitis importantto understand the structure the database requires so that
you can selectthe correct Field delimiter and Field and Record separators.

Delimited ASCII Export
E=port Parameters
File Mame
C:AASCI ERport Example. et Files...
Field D elimiter
" Double Cuote W
Field Separator
. Comma W
Recaord Separataor
<CRx<LF> sCHx<LF> W

Cancel

Typical delimiters/separators:
Double Cluates "
Single guotes

Tilde =~

Comrma =,

=Tab= =Tah

=CR= = Carriage-return

=LF= = Line-feed

“CR=«LF= = Carriage-return + Line-feed
s F=<CR= = Line-feed + Carriage-return
=Esce = Escape

<EOF= = End-of-file ~7

The above delimiters/separators are conveniently located in the drop down selectbox for your
use. If your database requires other delimiters/separators you can type them in.

To Export all Documents:

Click the Rootof the File to highlightit.

Choose Export Delimited ASCII File from the File menu.
Selectthe directory to exportto.

Type in a name for the File.

Click Save.

Enter the delimiters/separators.

Click Exportto startthe exportprocedure.

To Export single or multiple Documents:

e Choose Export Delimited ASCII File from the File menu.
o Click the Files... button.

o Selectthe directory youwantto exportto.
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Type in a name for the File.

Click Save.

Enter the delimiters/separators.

Click Exportto startthe export procedure.

6.22 File Information

Every time a File is created or changes are made to one, InfoRecall saves the date and time it
happened. You can check thatinformation by opening a File and choosing File Information from the
File menu.

The below dialog will appear displaying the File information.

File Information

File Mame: Windows Tricks & Tips
File Size: 1,404 530 Bytes - (1.33 ME)
o Mo. of Documents: 79
Date Created: Sunday, Novermnber 03, 2075, 01:4% PM
Date Modified: Sunday, Movember 08, 2015, 07:4% PM

Cancel

Related Topics
Document Information

6.23 Recently Used Documents List

Lists the lastfour documents you've recently opened.
You'll find them at the bottom of the File menunarked 1,2, 3,4
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File Documents Edit Fonts  View Insed

[ new..

E;‘Qpen... Ctrl+0

ﬁ;lnse
Efile Drrawer...

EI Save Ctrl+5

[P Save Al Ctri+M
Export as 2
Export Combined as... 2

D Print Margins...

El Print Preview...

[ Print... Ctrl+P
Print Combined...

Print Document Tree

Send as E-Mail Attachment »
Import Single File k
Import Multiple Files...

Import Delimited ASCI File...
Export Delimited ASCI file...

EI File Information

Schumpeter

Business Plan
Genetics

Laws of Thermodynamics

[N | WK R | N R P

Minirmize to Tray
Exit

To quickly reopen on of these documents:

e Click the name of the document at the bottom of the File menu.
or

e Press the corresponding humber.

Note:
InfoRecall willignore Documents thatno longer exist.

If Swapping Source Folder, you may have a Recently Used Document List from the new swapped
to Source Folder.

InfoRecall will display the Recently Used Documents from the new Source Folder and hide the
Recently Used Documents from old Source Folder.
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6.24 Minimize to Tray

Minimize to Tray will putthe InfoRecall Icon in the System Tray/Taskbar.

o i
N B @
Customize...

This is temporary.

Once you click Exitfrom InfoRecalls System Tray/Taskbar menu the Minimize to Tray is off.

Itis differentfrom Always Minimize to Tray in Preferences from the Tools menu. Always Minimize to
Tray, once setto show the check mark on, will always do this until itis reset. to show the check
mark as off.

If a File ordocumentwas open itwill remain open.

Note:
Ifyou run a second instance of InfoRecall while itis minimized to the System Tray/Taskbar, The
below message will be displayed.

Info

InfeRecall is already Minimized to the Systen Tray/Taskbar.

A Second Instance will again Minimize to the Systern Tray/Taskbar.
Do you want to run a Second Instance of InfoRecall?

Yes Mo

Related Topics
Always Minimize to Tray

6.25 Exit

Ifyou InfoRecall is setto minimize to the System Tray/Taskbar on Exit then exiting will put the
InfoRecall Icon in the System Tray.
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You can setthis in: Tools, Preferences, Customize View, Exitto System Tray.

o HE
N B @
Customize...

If a File or documentwas open itwill remain open.
See below how to change the Exit setting.

To open InfoRecall in the System Tray:
¢ Click on the InfoRecall Icon

or

¢ Rightclick on the InfoRecall Icon

e Choose Open InfoRecall from the menu

To exitInfoRecall from the System Tray:
¢ Rightclick on the InfoRecall Icon
e Choose Exitfrom the menu

Exiting to the System Tray is the default setting. You can change the default setting to exitdirectly.

To change the Exit setting:
e Choose Preferences from the Tools menu

¢ Click on the Customize View tab

e Un-check Exitto System Tray

e Choose Apply

Note:

If you run a second instance of InfoRecall while itis minimized to the System Tray/Taskbar, The
below message will be displayed.

Info

InfoRecall is already Minimized to the Systen Tray/Taskbar.

A Second Instance will again Minimize to the System Tray/Taskbar.
Do you want to run a Second Instance of InfoRecall?

Yes Mo

Related Topics
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Preferences

Auto Save

CompactFile on Closing

Open LastUsed Documenton Start-up

79
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7 Document Menu

7.1 Viewing Documents

A File may have many documents.
.File Documents Edit Fonts View Insert Table Paragraph Search Templates Tools Securty  Window

DE0EEFOREL | DBEDERE S RIE

Computer Software v |Ep5on Stylus Photo RX 500

3 Eddress & Phons Numbers | Basic Cost Standard
4] Basic Cost Standard

([ Bonded Warehouse H%\__\\
[Z1 Raw Materials Inventaory L

:j EEEZ; >Branches are visible

[ Capital |

4-{_7] Compuiter /
(L1 LapT op Computer

(221 Mailing List
2 MIME Encading -
(221 Mirmor Site
[ Listsery
2 Lurking =
(2 Mail Reflactar
(21 Moderatar | Il ———Branches are hidden
-] Mosaic 1
3 MuD

_~Document without Branch

Documents are shown in the Document Tree to the left of InfoRecall.

You can open documents by moving through the Document Tree using the Up Nor Down NZ keys
onyourkeyboard or by clicking the mouse ona Documentin the Tree.

Pressing F 8 will alternately putthe focus on the Document Tree, the Document Name box or the
Editor.

Each Documentis opened as you move the Up Mor Down N2 keys overthe DocumentTree it.

The top mostitem is the Root.. It's also the name of the InfoRecall File.

Under the Rootare the Documents. Each Document can have Branches of other Documents. A
small box to the leftof a Document name with a plus (arrow in Vista) in itindicates there is atleast
one Branch. Click on the plus (arrow) to expand the tree to see the Branches. Click on the minus
(arrow) to collapse the Branches from view.

The Document Tree supports multiple selections for printing or copy/move operations and
Documents can be Dragged under other Documents to form a Branch or from a Branch to the Root
to make a single main Document.
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The Root

The top mostitem is the Root.. It's also the name of the InfoRecall File. Example in the above
graphic.

Clicking on the Root ofthe Document Tree closes all open documents.

Related Topics
View Multiple Documents

7.2  View Multiple Documents

Switches between Single and Multiple document view.
With Single document view only one documentata time can be viewed and edited.

1 Pretetch - Delete Files Tip taken from Microsaft Windows XP Inside Out by Ed Boit and Carl Siechert. Publi
1 Print Spooler

1 Printer taking up RAM
1 Regain Valuable Disk Space with the COME
1 Register DLL

1 Registry

21 Remove Unsigned Drivers

1 SremDich &7

< > Outlook: File/Di...| Permanent file ...|. Regain Valuabl...| Speed up Twe...| Make a Folder ... How ‘.‘\«'ingfws
Ready 73 Documents 21,131 Bytes - (20.63 KB}

The sunkenicon in the View, Document Tabs menu indicates that the Multiple document view is on.

Multiple documents allow you to open more than one document. Every time you click on a
documentin the documenttree it'll come up ontop ofthe previous document. You can cascade
documents, tile them horizontally or vertically.

You can easily navigate between documents by clicking on the Document Tabs atthe bottom if
you have Document Tabs switched on.

Related Topics
Cascade
Horizontal Tile
Vertical Tile
DocumentTabs

7.3 New Document

Creates a new document.
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File Documents Edit Fonts View Insert Table Paragraph 5Search Templates Tools Security Window Help

D20ERPOBeL | DBETERE B EEE 1]

Accounting Terms v H Margins vs Markup |

=423 Accounting Terms \
""" (3 Accelerated Depreciation

----- 3 Assets

""" 2 Basic Cost Standard
----- {2 Capital

----- (2 Efficiency New Document Name
----- 3 Finacial Ratios

----- 23 Margin Formulas

""" 2 New Document Name
----- 2 Raw Materials Inventory

To create a new Document

e To create a new Documentunder the Root (Accounting Terms) click onit. To create a

e Choose New from the Document menu

e Type the Document Name in the box shown above, Your documentname can be up to 40
characters long.

o Hitthe enterkey orclick the Editor and you are ready to entertextin your new document.

InfoRecall willimmediately save the document when you move the cursor from the documentname
boxto the Editor.

In Multiple Documents View:
The new Documentis placed on top ofall the other open documents.

In Single Document View:

The previous document will be closed. If there are changes thatweren'tsaved then InfoRecall will
notify you unless you are in Auto Document Save mode in which case the changes will be saved
automatically.

Identical Document Names:

Same documentnames are notaccepted in a File, butsame documentnames preceded with a
space are accepted. The Sample File shown below has four documents named "Sample
Document". The firstdocumentis preceded by three spaces, the second documentis preceded
by two spaces, the third documentby one space and the fourth document has no preceding space
atall.
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File Docurnents Edit Fonts VYiew Insert Table Paragra

DgnEEedlkbea  DBEE

Appointments & Things to Do vk
» []
4 Example Fil= »
-4 Sample Document 1 sample Doct
o S ample Document

i Sarmple Document Identical Doc

same docum

Warning:
Overwriting an existing document will destroy the previous one and replace it with the new one!

Related Topics
Rename Document
The Document Tree

7.4 Drag & Drop

You canuse Drag & Drop any type offile, text, graphic, pdf, doc or any other file to the InfoRecall
Editor.

Drag & Drop to the Document Tree
e Opena File

Use your File Explorer to find a file
Click onitto selectit

Hold down the left mouse button

Hold down the left mouse button

. Drag the mouse to the InfoRecall Editor

File Documents Edit Fonts View Inset Table Paragraph Search Ter

O20EEFOReE  DREEBERETE®

J Mew Folder v ||
----- BMMﬂ&k
=5

¢ Release the mouse button
The name ofthe Dragged & Dropped file will become the nhame ofthe documentand be display in
the Document Tree.
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Drag & Drop to the Editor

e Opena File

Create a new document

Use your File Explorer to find a file
Click onitto selectit

Hold down the left mouse button

. Drag the mouse anywhere on the InfoRecall Editor

liE

File Documents Edit Fonts View Inset Table Paragraph Search Templates Tools Security W

OO | DBETERERHEE

MNew Folder W |New Document

e Release the mouse button
The textwill be show in the Editor of the new document. Name the new documentand save it.

Note:

xtand .rtfand simple textfiles will drag their textinto the new document other files will leave anicon
thatwhen clicked on will call up the file in its default program.

Experimentto getfamiliar with this feature.

Related Topics
Import Single Files
Insert Object (OLE)

7.5 New from Windows Clipboard

Every time you copy something Windows puts itinto its Clipboard.

New Documentfrom Windows Clipboard lets you create a new Document from contents in the
Clipboard.

This is of particular benefit to people who wantto copy and keep textfrom web pages, e-mails
word documents or from anything else.

Copy anything and this feature will automatically create a new documentin an open InfoRecall File
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and save it.

The Document Name is the first forty (40) characters from the Clipboard Text.

After the Documentis created itis highlighted so you can quickly change the name ofitifyou

choose to do so.

To do so:
e Copy anything from anywhere
e Be sure thatan InfoRecall File is open

e Choose New from Windows Clipboard from the Documents menu (Ctrl+Y)

85

You can also create a Documentfrom the Clipboard while InfoRecall is minimized in the System

Tray/Taskbar

Close Data File

Document Manager...

File Manager...
Mew from Windows Clipboard

Search InfoRecall Files...
Wiew Hit List...

Search Computer...

BackUp/Restore...

Synchronize Data Files...

Calendar...
Calculator...

Tirne Tracker...
Preferences...
About InfoRecall
Exit

Open InfoRecall

To do so:
o Copy anything from anywhere
o Be sure thatan InfoRecall File is open

¢ Rightclick onthe InfoRecall Iconin the System Tray
e Choose New from Windows Clipboard from the menu

Shortcut:
Press Ctrl + G

Related Topics
Cut

Copy
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Paste
7.6 Rename Document
Renaming a documentis easy.
File Documents Edit Fonts View Inset Table Paragraph Search Templates Tools Security Window Help
ODeEfEEf0Reld ODRETEDERFEEE @0k
Example v |Depreciutic-n \ Ari
=-1 Example i \
---- 2 Address & Phone Numbers
----- (3 Budget A reduction in the valuehpf a fixed asset because of wear and t
_____ & Capial products.
""" (3 Computer DEPRECIATION, as part of syerhead in figuring manufacturing
B Depreciction|
_____ (2 Discount As an operating expense, DEPRECIATION must be given con
---- (22 Discounted Cash Flow
..... (3 Effidency Document Name box
To do so:
¢ Choose Rename from the Documents menu
e The currentdocument name will be highlighted in the Document Name box
e Make yourchanges
Shortcut:
e F2
e Make yourchanges
or
e Place yourcursorinthe DocumentName box
e Make yourchanges
The new name will be saved and the changes will be reflected on the document tree.
7.7 Reformatto Plain Text

Do you need formatted textlike Bold, Underline, ltalics, Text Color etc?
If not, reduce the size of your document!

Reformatting to Plain Textcan substantially reduce a document sizes because plain textdoes not
need all thatformatting information.

Reformatting maintains fontand font sizes but strips all Text Formatting, Graphics and Hyperlinks
from a document.

Spaces between paragraphs are maintained only if the text contains paragraph marks.Text often
appears to have spaces when pasting from web pages or other sources when in factthey are there
because oftext place holders ratherthan paragraph marks.

Ifyou don'tneed textformatting in a documentthen use Reformatto Plain Textand see how much
the document shrinks in size.
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Reformat to Plain Text p4

Virtual Memory Settings
Reformat this Document to Plain Text?

| WARNING!
- Reformatting will maintain Font and Font sizes but strip all Text

Formatting, Graphics Tables, Columns and Hyperlinks.

Proceed?

Yes Mo

[ | Do not show this Warning again.

To Reformata Document to Plain Text:

e Opena Document

e Choose Reformat to Plain Text from the Document Menu or Press Ctrl+D
¢ Click Yes inthe Warning Message to proceed

Note
Documentsize is shown in the Status bar.

Warning
Reformatting to Plain Textreduces yourdocumentto plain text! Textformatting such as Bold,
Underline etc as well as Graphics and Hyperlinks will be removed.

Ifyou don'twantto see the Warning dialog in future usage, click on the check box.

To enable the Warning dialog again:

e Choose Preferences from the Tools menu.

o Click the Customize View tab.

¢ Click the Show All Warning Message check box.

A check mark indicates thatall messages are enabled.

Related Topics
View Paragraph Marks
Strip Paragraph Marks
Strip Double Spaces
The Status Bar

7.8 Document Drawer

Document Drawer lets you see all the documents thatare in a File.
ltdisplays the File nhame, the position of the documentin the File and the Document Name.

Click the right mouse button to getthe pop-up menu.
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[1E Document Drawer - Ci\InfoRecall\Data X
Documents
File Marme Mo Docurnent M ame L
15000 Useful Phrases 14 H
Addresz Book 13 H
Internet Terms B4 Hacker
4 Hair of the dog
Harald Miman 4 Harold Miman March 10, 2004
Lawupers - Separation 4 Harold Miman karch 10, 2004 b
InfoRiecall 2014 3 Have a plan
Lease Clauses 3 Header l
tMedical 28 Health Questions
Medical 23 Healthy Habits 'Y'oure Doing 'Wrong
Medical 30 Hearing Aid
Curt's Medical 10 Heart Problams
InfoRecall <& 7 Help
Pazswords a Help and Manual
W Code 174 Help Context
InfoRecall Mew Features 7 Help Feature ok
EFS 10 Help Intruduction
W Code 175 Help T opic with F1
InfoRecall 2013 12 hex editar
InfoRecall 2074 4 hex editar
YC Code 176 Hide Button or ‘Window
YC Code 177 Hide Scrollbar List Control
EPS Strenghts & Weaknesses 12 High C Strengths
EPS Strenghts & Weaknesses 2 High [r Strengths
EPS Strenghts & Weaknesses g High R Strengths Open
EPS Strenghts & ‘Weaknesses [ High 5 Weakness R
W Code 178 Highlight text in a CEdit cantral
W Code 179 Highlighted Selection [Read Text] Duplicates
Jawva Code 14 Hiztom buttonz
Java Code 15 HIT COUNTER Copy
B anner Exchange 4 Hit Counters Move
Jim Ramnsaver 11 Hockey Tohe
MHow You Know 5 Holding of a'wake
Phato Business Flan 24 Home Page Pint List
Jennifer 5 Hame wark
r——— T e v List Font
< >
List Color
Source Folder: C:M\nfoRecalhData Mumber of Files: 127 MNurnber of Documents: 2,351 Cancel
Open:
e Double click on a documentor click the View button.
or

e Choose Open from the Pop-up Menu.

Search:
Search the Document Drawer for the name of a document.
e Click the Search button.

All document names that contain the search word anywhere within the Document Name will be
highlighted. Press F3 for the nextfind.
Search does notsearch for File Names.

Duplicates:

Ifyou have a lotof Files and if you've moved documents around, you might have documents with
the same name in different Files. You can check this by having Documents up and:

¢ Click the Duplicates button.
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Document Drawer does not know whether the contents of documents are actually the same. ltonly
lists documents that have the same name.

Copy:

To copy documents from one File to another have Document Drawer up and sorted if necessary.
Selecta Documentor Documents to be copied

e Click the Copy button

e Chose the File to copy Document(s) to in the File dialog box.

¢ Click the Copy button.

A message boxwill letyou know that the operation was completed and will allow you to update the
listto reflectthe changes.

Document Drawer will not copy a Root Node with Branches. Since you can't see whatthe
Branches are under the RootNode it's better to open the File and copy from there.

Move:

To move documents from one file to another have Document Drawer up and sorted if necessary.
e Selecta Documentor Documents to be moved

¢ Click on the Move button

e Chose the file to move Document(s) to in the file dialog box.

¢ Click the Move button.

A message boxwill letyou know that the operation was completed and will allow you to update the
listto reflectthe changes.

When Moving documents you are deleting them in one file and copying them to another file.
Document Drawer will not Move a Root Node with Branches. Since you can'tsee whatthe
Branches are under the RootNode it's better to open the file and Move from there.

Note:

Document Drawer will not Copy, Move or Delete a Root Node with Branches.

Since you can'tsee whatthe Branches are under the RootNode it's better thatyou open the File
and Copy, Move or Delete from there.

Delete:

e Have DocumentDrawer up and sorted if necessary

Selecta Documentor Documents to be deleted

Click the Delete button

A warning message will ask you if you wantto delete the documents.

Click Yes to delete or No to cancel.

A message boxwill letyou know thatthe operation was completed and will allow you to update the
listto reflectthe changes.

Yourdocuments will be deleted and placed in the Recycle Bin.

Document Drawer will notdelete a Root Node with Branches. Since you can'tsee whatthe
Branches are under the RootNode it's better to open the File and delete from there.

List Color:
Changes the background color of the Document Drawer to any color you chose

List Font:
Changes the list Font, Font Size and Font Colorto any of your choice.

Print List:
Prints the Document Drawer List. Documents are grouped by File Name.
You can printa partial list or the whole list.
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To printa partial list:
e SelectFiles.
e Click the Print List button.

To print the whole list:
¢ Click the Print List button.
InfoRecall tells you how many pages it will take to print the listand asks you whetherto proceed.

Related Topics
Print
Print Margins

Re-size Document Drawer Dialog Window

You can re-size the Document Drawer Dialog to make itlagerorsmaller.

InfoRecall will remember the new size as well as the last position. Every time Hit Listis used it will
startin the lastused position and size.

To Re-size:
e Position the cursoratan edge and when the cursorturns into an arrow press the mouse button
and drag to re-size.

Drag a dialog any position on the screen
e Place the mouse on top of the dialog
e Drag itto where you wantit

Cancel

=

fal

I Re-size North/South
+—+ R-esize East/West

" R-esize North West/South East

7.9 Copy Documents

InfoRecall allows you to copy single or multiple documents from one Data File to another.

To Copy Documents:
e Selecta Documentor Documents to be copied.

e Choose Copy from the Documents menu.

e Choose a Source Folderand a Data File in the dialog thatyou wantto copy the documents to.

¢ Click on the Copy button.

Yourdocumentwill be copied to the selected Data File.

You have the option of overwriting a document of the same name if it exists in the Data File thatyou
wantto copy to.
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Related Topics
Move Document

7.10 Move Documents

InfoRecall allows you to move single or multiple documents from one Data File to another. Moving
documents will copy the selected documents from the open File to another File then delete them
from the open File.

To Move Documents:

e Selecta Documentor Documents to be moved.

e Choose Move from the Documents menu.

e Choose a Source Folderand a Data File in the dialog thatyou wantto move the documents to.
e Click onthe Move button.

Your documentwill be moved to the selected Data File and will be deleted from the open (move

from) Data File.
You have the option of overwriting a document of the same name ifitexists in the Data File thatyou
wantto move to.

Related Topics
Copy Documents

7.11 Browse History

History is the listof documents you've opened.
InfoRecall keeps history of documents you've opened and enables you to to selectone and quickly
jump to itand openitagain.

There are two options for Histories
¢ Filtersame Documents
e Delete History on closing InfoRecall
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Browse History X
MNumber of Documents: 12
File: M ame Document Mame Accessed
Accounting Terms Baszic Cost Standard Apr. 15, 2015 0226 P
Ewcel Spreadshest Formulas Apr. 15,2015 02:26 PM
Interesting [nternet Links Car Price Mew Uzed Apr. 15,2015 02:27 PM
Lease Clauzes Carmmencement Apr. 15, 2015 0225 PM
Medical Health Questions Apr. 158, 20015 02:27 PM
Medical Sunglass Hut Apr. 158, 20015 02:27 PM
Windows Tricks & Tips Show [P Addrezs of Computer Apr. 15, 2015 0227 P
110 Bloor Street LapT op Compuiter Apr 15, 2005 0233 PR Open
Appointments & Things to Do Alternative Medicine Apr. 15,2015 02:33 PM Bemove
Ecology whork Time Apr. 15, 2015 02:33 PM
Scionee & Physios Genstios Epr 15, 2015 0234 FM Rl
Science & Phpsics Laws of Thermodynamicz Apr. 15,2015 02:34 PM List Font
W Lizt Color
< >
Cancel
Filter zame Documents Delete Higtory on clozing Infol ecall

Filter same Documents
e Check Mark on: Filter out documents that are viewed multiple times.
e Check Mark off: Keep history of all documents viewed including documents viewed multiple times

Delete History on closing InfoRecall
e Check Mark on: History will be deleted once InfoRecall is closed
e Check mark off: History will notbe deleted. It will be available the nexttime InfoRecall is run.

Open a Document
e Select a documentand click the Open button or double click it

Remove

Allows you to remove one or more documents from the list. You might wantto remove some ofthe
more dated documents butkeep the newer ones.

¢ Selectsingle or multiple documents in the listto highlight them. The remove button will be enabled
¢ Click the Remove button or press the Del key

© 1994-2016 Phantech Software Inc.



Document Menu 93

MNumber of Documents: 12

File: M ame Document Mame Accessed e
Accounting Terms | Basic Cost Standard Apr. 15, 2015 0226 P
PApr 15,2015 0226 PM

Ewcel Spreadshest

Cornputer

110 Bloor Street LapT op Compuiter Apr 15, 2005 0233 PR Open
Appointments & Things to Do Altemnative Medicine Apr 15,2005 0232 P Bemove
Ecology whork Time Apr. 15, 2015 02:33 PM
Scionee & Physios Genstios Epr 15, 2015 0234 FM Al
Science & Phpsics Laws of Thermodynamicz Apr. 15,2005 0224 P List Font

] Lizt Color
< >

Cancel
Filter zame Documents Delete Higtory on clozing Infol ecall
Remove All

Deletes all documents form History

To the Sort History:
e Click ona Column Header to sortthe items in that column

List Font:
e Changes the list Font, Font Size and Font Color of the Browse History List.

List Color:
e Changes the background color of the Browse History List.

7.12 Delete Documents

This allows you to delete a documentfrom the currently open File. InfoRecall can delete single or
multiple documents.

Foryour safety, the documents are notremoved immediately. The documents retain a shaded icon
with an Xthrough it, indicating that they should be deleted. If documents were deleted by mistake
highlighting them and using Undulate Documents from the Documents menu can recover them.
They will be deleted from the File and moved to the Recycle Bin when the File is closed.. To delete
and remove them immediately, choose Refresh Document Tree from the View menu

You should delete the documents in the Recycle Bin periodically. InfoRecall will notify you when
there are more than 50 documents in the Recycle Bin and offer you the opportunity to empty it.

To delete documents:
e Selecta Documentor Documents to be deleted
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e Choose Delete from the Documents menu
e orpress the Delete key.
e Click yes to delete or No to cancel.

The original document will be grayed outand an X will be placed on the documenticon. Your
document will be deleted and placed in the Recycle Binas soon as you open anotherFile.

Note:
You can undulate a documentone as long as the File is still open and the grayed Xdocumenticon
is still showing.

To do so:
e Click the deleted documentin the documenttree to highlightit.
e Choose Undulate Document from the Documents menu.

Your deleted documentwill be restored. To restore deleted documents from the Recycle Bin click
on Recycle Bin.

Related Topics
Undelate Documents
Recover Deleted Documents

Recycle Bin

7.13 Undelete Documents

Undelete Documents

Because mistakes and accidents canand do happenitis possible thatyou delete one or several
documents that should nothave been deleted atall, losing valuable and sometimes irreplaceable
data.

With InfoRecall you can recoverdeleted documents

When you delete a documentits name will be grayed outand an Xwill be placed on the document
icon.

You can undulate thatdocumentone as long as the File is still open and the grayed Xdocument
icon is still showing.

To do so:
¢ Click the deleted documentin the documenttree to highlightit.
e Choose Undulate from the Documents menu.

Your deleted documentwill be restored.

Related Topics
Delete Documents
Recover Deleted Documents

Recycle Bin

7.14 Recover Deleted Documents

Once yourfile is closed the deleted documentthatis placed in the Recycle Bin.
The Recycle Binis an InfoRecall File and can be found in the Files box with all your other Files.
Documents inthe Recycle Bincan be recovered.
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Example:

You've deleted a document named "Fodor's Restaurant Guide" from the File named International
Foods.

InfoRecall takes the first five characters of the File name from which the document was deleted and
add the Tilde (7) then adds the document name to make up the name in the Recycle Bin.

The deleted documentwas placed into the Recycle Bin as "Inter”Fodor's Restaurant Guide".

To Recoverit:

Choose Open Recycle Bin from the Document menu.

Find and click on the deleted document. ("Inter~Fodor's Restaurant Guide").
Choose Move Document from the Documents menu.

Selecta File in the dialog to move the undeleted documentto.

Click on the Move button.

Yourdocumentis now in the File that that it was delete. Justremove the extra characters to restore
the document name.

Related Topics
Delete Documents
Undelete Documents

Recycle Bin

7.15 Open Recycle Bin

Opens the Recycle Bin forinspection or to undulate deleted documents stored there.
InfoRecall stores all deleted documents in the Recycle Bin to make sure thatif you need to getsome
ofthem back youcando so.

Open Recycle Bin
e Choose Open Recycle Bin from the Documents menu.

Related Topics
Undelete Documents
Empty Recycle Bin

7.16 Empty Recycle Bin

InfoRecall stores all deleted documents in the InfoRecall Recycle Bin to make sure thatif you need
to getsome ofthem back youcando so.

Note:
Documents that contain no textare notstored in the Recycle Bin.

You canopen and view the Recycle Bin the same way you open any other InfoRecall File.

View Recycle Bin
e Choose Open Recycle Bin from the Documents menu.

Remove Deleted Documents:
Ifyou wantto remove only some of the items in the Recycle Bin,
e SelectDocuments
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e Choose Documents menu
e Click Delete

Empty Recycle Bin:
You can empty the Recycle Bin any time you want. This is a good idea as itsaves disk space.
o Choose Empty Recycle Bin from the Documents menu.

If there are more than 50 documents in the Recycle Bin InfoRecall will display the below message
afteryour next Delete.

You have 55 documents in the Recycle Bin.
You should delete files from the Recycle Bin
or emnpty it to save disk space.

Ernpty Recycle Bin now?

o Click the Yes button to proceed.

Warning:
This will empty the File. There is no way to restore any of the documents in the Recycle Bin once it
is empty. Be sure thatyou don'tneed them any more.

Related Topics
Undulate Documents
Open Recycle Bin

7.17 Back/Forward

These features work just like the Back/Forward buttons on a browser. Back goes back in steps to
the very firstopened document. Forward does the reverse.

The Back feature takes you back through previously opened documents until you reach the
very firstdocumentopened.

The Forward feature takes you forward through all the documents previously viewed with the
Back button until you reach the lastdocumentopened.

Shortcut:
Back: Alt + Left
Forward: Alt+Right
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7.18 Refresh Document Tree

Ifyou delete ormove documents and you wantyour documenttree to reflectthe changes that
you've just made then use this feature.

Refresh Document Tree will remove the deleted documents (grayed Xdocumenticons) from the
tree and ifany documents were open itwill reopen them.

To do so:
Choose Refresh Document Tree form the Document menu.

Deleted documents can still be restored from the Recycle Bin if necessary.
Related Topics

Delete Documents
Undulate Documents

7.19 Document Information

Every time a documentis created orchanges are made to one, InfoRecall saves the date and time
ithappened. You can check thatinformation by opening a documentand choosing Document
Information from the Documents Menu.

The below dialog will appear displaying the documentinformation.

Document Information o

File Mame: Windows Tricks Tips
Dacument Name: Virtual Memaory Settings
o Document Size: 31,508 Bytes - (30.76 KB)
Diate Created: Thursday, July 03, 2003, 03:06 AM
Date Modified: Friday, July 10, 2015, 02:53 PM

File Info Cancel

Click the File Info button to getinformation on the File from which the documentis open.

Related Topics
File Information

7.20 Add Favorite Document

Everybody has documents thatare opened or thatare worked on more frequently than others. This
feature allows you to add a documentto a Favorite Documents listthatcan be called to opena
document quickly without having to go through opening a File then opening the document.
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To add a document:
e Opena File

e Click ona documentin the Document Tree

e Choose Add Favorite Documents from the Documents menu

Source Folder: C:h\nfoRecalhData

Open thiz Document

Damain Mame Registrar

Framm this File

Metwark, Solutions

How Windows 7, 64 Support 32 bit Apps

Windows Tricks & Tips

Introduction

Mew K.epwords

Sample File

Remove

To Do List

Appointrments & Things to Do

Remove All

Lizt Font

Ligt Calar

Save

Show Favarite Document dialog when adding favarite documents

0

il &

The Favorite Documentdialog will be displayed every time a documentis added
The added documentis highlighted so you can tell that was the one added. Computer Links was
the documentadded inthe above dialog.

e Click OKto accept
e Click Delete if not wanted

Note:

Un-check the check box to prevent the dialog from being displayed

List Font:

e Changes the list Font, Font Size and Font Color of the Favorite Document List.

List Color:

e Changes the background color of the Favorite Document List.

Related Topics
Open Favorite Documents
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7.21 Open Favorite Document

A quick way to open your mostoften used documents without going through the extra motion of
opening a File and then clicking on a documentto openit. Once documents is added to Favorite
Documents you can use this feature to quickly open them.

To Open a Document:
e Choose Open Favorite Documents from the Documents menu
e Double click on a documentin the dialog list or hitthe Enter key

Source Folder: C:h\nfoRecalData

Open thiz Docurment Fram this File 2
Dromain Mame Registrar Metwork, Solutions ﬁ
How "Windows 7, B4 Support 32 bit Apps Windows Tricks & Tips
|ntroduction Sample File
Mew Kepwords “WwiebSite - Redrock - Google
alDo .:::f .I'-"l. ] ||:|. 't 1= 't:E: :?_!.; Al 10E h:l :|:|
To Do List ppointments & Things to [ Open
Fermove
Remove Al
Ligt Font
Ligt Colar
]
Cancel

Show Favarite Document dialog when adding favarite documents

To Remove Documents from the List:
e Click on one ormore documents in the list
¢ Click the Remove button or press the Del key

To Remove all Documents from the List:
e Click the Remove All button

To Sort the Favorite Documents List:
¢ Click on a Column Headers to sortby the column name.

List Font:
e Changes the list Font, Font Size and Font Color of the Favorite Document List.

List Color:
e Changes the background color of the Favorite Document List.

Note
Trying to open a documentthatno longer exists brings up the below message.
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Source Folder: C:h\nfoRecalhData

Open thiz Document Framm this File

I 'Depreciation Charges'
ToDoLis The Document was not found.

Remove it from the 'Favorite Documents' List?

Open

Remove

Femove All

Lizt Font

Lizt Color

Show Favarite Document dialog when adding favarite documents

il ®

Cancel

To remove the document from the list:
e Click Yes.

Note:

As InfoRecall supports multiple Data locations, favorite documents are applicable to the current
Data location. Every Data location (Source Folder) can have its own Favorite Documents.

The quickestway to use this feature is to add its tool button to the toll bar.

Related Topics
Add Favorite Documents
Customize Buttons
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8 Edit Menu

8.1 Undo

Reversing an Action.

If you perform an action that produces an unwanted result, you can reverse or UNDO the action.
If you delete text, you can restore it with Undo.

Note:
You must choose Undo before performing any other action. If you delete text with the Cut Full Text
or Cut Selected Text menu items then use Paste to restore the text.

Shortcut:
Press Ctrl +Z

8.2 Redo

Reversing an Undo Action.
Ifyou performed an Undo you can reverse or REDO the action.
If you delete text, you can restore it with Undo.

Note:
You mustchoose Redo before performing any other action.

Shortcut:
Press Ctrl +Y

8.3 Cut

Cuts highlighted text. The cuttextis notlost; itis placed into the clipboard and can be pasted back
to this or any other program.

To do so:
e Highlighta word, a sentence, a paragraph or all the textin the document.
e Choose Cutfrom the Edit Menu.

To select multiple lines:
e Place the cursorto the first character at the top of the line
¢ Drag the mouse down to the left of the lines.

Shortcut:

Cut permanently

e Highlighttextto be cut.

e Press the Del or Backspace key.

Cutto Clipboard

© 1994-2016 Phantech Software Inc.



102 InfoRecall

¢ Highlighttextto be cut.
o Press Cirl +X

8.4 Copy

Copies highlighted text to the clipboard. It will be available from the clipboard to be pasted to this or
any other program as needed.

To do so:
e Highlighta word, a sentence, a paragraph or all the textin the document.
e Choose Copy from the Edit Menu.

To select multiple lines:
e Place the cursorto the first character atthe top of the line
¢ Drag the mouse down to the left of the lines.

Shortcut:
e Highlight Textto copy
e PressCtrl+C

8.5 Paste

Use this command to paste the text from the clipboard atthe current cursor location. If the formatting
information is available, this command restores the formatting information properly.

Shortcut:
o Position the cursor where you wantto insertthe copied text.
e Press Ctrl +V

8.6 Paste Special

This function displays the clipboard data in a number of available formats:

Paste Special X

Source:  Unknawn

Data Type
Device Independent Bitmap Paste
Paste Link
Cancel

Native Object Format:

If available this is the firstformatin the listbox. The data in this format can be later edited (by double
clicking the object) using the original application. This data can be embedded into your application
by using the Paste option, oryou can create a link to the original File by using the Paste Link option.
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Formatted Text:
This is one of the textformats. This option offers the most suitable formatifthe data is pasted by
another textoutputapplication as the font and formatting attributes are reproduced accurately.

Unformatted Tex:t
This is another text format. This option pastes the text without retaining the formatting information.

Picture Format:

The data is available in the Picture format. This objectcan be later edited (by double clicking the
object) using the Microsoft's MS Draw application. This formatis preferred over the bitmap and the
device independent bitmap formats.

Device independent and regular bitmap formats:
The data is available in the bitmap formats. The objectcan be later edited (by double clicking the

object) using the Microsoft's MS Draw application. The editor converts these formats into the
Picture format before calling the drawing application.

8.7 Select All

This option is used to select the text of the entire document.

Shortcut:
Press Ctrl + A
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9 Fonts Menu

9.1 Character Formatting

To apply character formatting to a single word, double click the word. To apply character formatting
to several words or a few characters within a word, select the text.

B Eold Ctrl+E
F ltalic Chrl+
L] Underline Chrl+L

D Double Underine  Chil+Shift+D
»=" Superscript
*: Subszcript

ABE Shrikethrough

9.2 Fonts

Change the Fontand Font Size of textin your document.

To do so:

Click OK

The following is Bold

Here is Undetline

And Double Underline

Formatting text

can be useful

Farmatting text g pe gy might be important

Here is Strikethroughtewt

Highlighta word, a sentence, a paragraph or all the textin the document
Choose Fonts from the Fonts menu

Selecta fontand and font size
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Cancel

Arial Unicode MS
Bazkerville Old Face

Bavhavs 93

Eell MT v | |Bold Italic W
Effects Sample
[ ] Strikeout
[ ] Underline S
Colar:
Il Custom W Script:
Westem W

This iz an OpenType font. This same font will be used on both your
prirter and your screen.

Available options:

e Font

Font Style (Regular, Bold, ltalic and Bold ltalic)
FontSize

Effects (Strikethrough and Underline)
FontColor

Individual fonttypes and colors can be chosen for words, sentences or paragraphs or the whole
document.

Related Topics
Character Formatting
Character Spacing

The FontToolbar Buttons

9.3 Character Spacing

Changes the spacing between characters

Character Spacing
Optiong
(@) Expand
() Compress
() Momal
adiustrment | 20 Cancel
To do so:
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9.4

Selectthe textyou wantto expand orcompress.

Choose Character Spacing from the Fonts menu.

Click on Expand or Condense in the Options box.

Specify how much space you wantto expand or compress the textin the Adjustmentbox.

Note:
You might want experiment with the Adjustment numbers to see what affectthey have. Start with the
number 10 and increase.

Selecting Expand or Compress alters the spacing between all selected letters by the same
amount.

Change Case

Changes the case ofthe selected text. Five options are available:

Change Case
Optians
(®) Senterce caze
() lowercaze
(") UPPERCASE
() Title Caze
{JMOGGLE cASE Cancel

Sentence Case:
Changes firstletter of each words after a period to uppercase and the rest of the letters to
lowercase.

Lowercase:
Changes all letters to lowercase.

Uppercase:
Changes all letters to UPPERCASE

Title Case:
Changes the first letters of each word to uppercase.

Example
Your Computer Was Fixed. We Put A New Motherboard Into It.

Toggle Case:
Reverses the case ofall letters, uppercase becomes lowercase and lowercase becomes
uppercase.

Example:
Your Computer Was Fixed. We Put A New Motherboard Into It
yOUR cOMPUTER wAS fIXED.wE pUT a nEW mOTHERBOARD iNTO iT

To change case:
e Highlighta word, a sentence, a paragraph or all the textin the document.
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e Choose Change Case from the Fonts menu.
¢ Click the case option you wanton the dialog box.
e Click OK.

95 Font Color

Changes the font color of a selected letter word, paragraph or text.

Color
Basic colors:
RN A B E
MFMEENEEE
FENEEEENE
FEEEEEnN
AN EEEER
TT L L I
Custom colors:
EEEEEENEN
EEREEFECT T
| Define Custom Colors == |
| 0K || Cancel |

Click on the Define Custom Colors button to getextended colors.

Color
Basic colors:
_ AmEel el 8 B |
H FETFENNR
HERENEENEEN
HENEEEEEN
EEEEEEEN
(A A B 0 InE BD
Custom colors:
HEEEEEEEN
HEENECT
Define Custom Colors =3 ColoriSolid |, BIUEZEI
| 0K || Cancel | | Add to Custom Colors |

107
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9.6

To do so:

Selecta color
Click OK

Highlight Color

Changes the background (highlight) color of text.

Color

Basic colors:

M EE NN
Hl FTEEHNN
EEN N EENEN
HEN EEEEEnN
EEEEEEEN
EEEEETE

Custom colors:

EEEENEN
_ 8 N SR

Define Custom Colars =

Carce

|
B

1N

Click on the Define Custom Colors button to getextended colors.

E

Highlighta word, a sentence, a paragraph or all the textin the document
Choose Font Color from the Fonts menu
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Color

m
a
]
0
%]
=N
=]
I

EEEN 1]
EEENTT

m colors:

=]

Il EEEEEN
TTH EEEET
I TTHENENRE
‘1H HEEENT
‘10 THEEEF

NN EEEEET

H
1TH

Hue: Red: |0
Sat: [0 Green: |0

Define Custom Colors =3 ColoriSolid |- [p Blus: |0

Cancel Add to Custom Colors

To do so:
e Highlighta word, a sentence, a paragraph or all the textin the document.
e Choose Highlight Color from the Font Menu.

e Choose a color from the Colordialog.

¢ Click OK.

You might have to change the fontcolor as well to make itstand out from the highlight color.

9.7 Quick Change Font

Quickly change your currentdocument font to the defaultfontand font size as setin Preferences,
Fonts

There are two ways to change the fonts of a document:

1. Partial: Highlight textto change the font for
2. Total: Change fontfor all the textin the document
Partial

¢ Highlighta word, a sentence, a paragraph in the document
e Choose Quick Change Fontfrom the Fonts menu. Keyboard Shortcut: F9

Total
e Choose Quick Change Fontfrom the Fonts menu. Keyboard Shortcut: F9

Related Topics
Preference, Fonts
Character Formatting
Fonts
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9.8 Quick Change Font Color

Quickly changes your currentdocument font color to the defaultfontcolor as setin Preferences, Fonts

There are two ways to change the font color of a document:

1. Partial: Highlight text to change the font color for
2. Total: Change font color for all the textin the document
Partial

¢ Highlighta word, a sentence, a paragraph in the document
e Choose Quick Change Font Color from the Fonts menu. Keyboard Shortcut: F10

Total
e Choose Quick Change Font Color from the Fonts menu. Keyboard Shortcut: F10

Related Topics
Preference, Fonts
Character Formatting
Fonts
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10 View Menu

10.1 Draft/Page View

Page View

This mode is most useful for displaying advanced editor features such as multiple columns, tables
and frames.

In this view, the textis fitted to reflectan actual paper page. The size of the page is determined by the
Print Margins for the page as setin Print Margins

Whenin Page View the menu will read Draft View indicating that when clicked it will go to Draft View.

Draft View

This mode does notoffer paragraph formatting features and does notdisplay multiple columns,
tables, header/footers.

In this view, the textis fitted to reflectan actual paper page. The size of the page is determined by the
Print Margins for the page as setin Print Margins

DraftView is useful because itdisplays page breaks as well as inserted Page Breaks, Section
Breaks and Column Breaks.

Print Preview in Draft View shows how textwould be printed on a page.

To getback to Full Page View click on Full Page View in the View menu.

Note:
When in Draft View the menu will read Page View indicating that when clicked itwill go to Page View.

Related Topics

Print Margins
Print Preview

10.2 Full Page View

Alternatively displays Full Page View or Actual Page View.

When you click on Full Page View itbecomes Actual Page View. Click onitagain and it'll be back
to Full Page View.

Defaultis Full Page View.

Full Page View

In this view, textis spread across the width of the editor. The width of the editor is determined by the
screen resolution that you computer is setto.

This view does notreflectan actual paper page.

Actual Page View
In this view, the textis fitted to reflectan actual paper page. The size ofthe page is determined by the
Print Margins for the page as setin Print Margins

Note:
A depressed check mark on the menu means Full Page View s turned on.
A flatcheck mark on the menu means Full Page View is turned off and Actual Page View is on.

Related Topics
Print Margins
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10.3 Word Wrap

Word Wrap is a feature that causes the Editor to force all text to fit within the Editor Window.

When you fill one line with text, the Editor automatically wraps textto the nextline.

InfoRecall allows you to turn off the word-wrap feature. This is useful for writing programs and other
types of formatted text where you want complete control over new lines.

To turn Word Wrap On/Off:

e OpenanInfoRecall File

e Opena Document

e Choose Word Wrap from the View menu

Because of the structure of some text, to use Word Wrap might require highlighting text.

Note:

Word Wrap alternately turns on or offas you click oniit.

A depressed check mark on the menu means Word Wrap is turned on.
A flatcheck mark on the menu means Word Wrap is turned off.

The setting is saved.

10.4 Full Screen

Full Screen expands InfoRecall vertically so thatonly the Menu bar is seen atthe top. The
Toolbars and Statusbar are hidden.

To turn Full Screen On/Off:
e Choose Full Screen from the View menu.

Note:

Full Screen alternately turns on or offas you click on it.

A depressed check mark on the menu means this feature is turned on.
A flat check mark on the menu means this features is turned off.

The setting is saved. On starting InfoRecall itis either Full Screen or shows the Toolbarand
Statusbar.

Related Topics
Toolbars
Customize Toolbars

10.5 Boilerplate

Displays the Boilerplate tool bar.
Click on the Titlebarand move itanywhere. You can also putiton the Toolbar.
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Boilerplate Toolb...[ |

+-BHEH

Please View:
Boilerplate Text
Boilerplate Tool Bar
Customize Toolbar

10.6 Document Tree

Shows or Hides the Document Tree and expands the Editor window fully across the width of
InfoRecall.

To Show or Hide Document Tree:

e OpenanInfoRecall File

e Opena Document

e Choose Document Tree from the View menu

Note:

Document Tree alternately Shows or Hides as you click oniit.

A depressed check mark on the menu means Document Tree is showing.
A flatcheck mark on the menu means Document Tree is Hidden.

10.7 Document Tabs

Shows or hides the tabs atthe bottom of the documents. You mustbe in Multiple Documents view.

1 Pretetch - Delete Files Tip taken from Microsaft Windows XP Inside Out by Ed Boit and Carl Siechert. Publi
1 Print Spooler

1 Printer taking up RAM
1 Regain Valuable Disk Space with the COME
1 Register DLL

1 Registry

21 Remove Unsigned Drivers

1 SremDich &7

< > Outlook: File/Di...| Permanent file ...|. Regain Valuabl...| Speed up Twe...| Make a Folder ... How ‘.‘\«'ingfws
Ready 73 Documents 21,131 Bytes - (20.63 KB}

Documenttabs facilitate navigating between documents in Multiple Document view. Justclick on a
documenttab to openits document.
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Drraft View

~ Word Wrap

Toolbars r
~" Full Screen

~* Boilerplate Text Toolbar

E;I Buler

IE Document Tabs
[D Document Tree

[ Maximize Edit Window

=]

=l

Multiple Docurmnents

(4]

Expand Document Tree

]

Collapse Docurnent Tree
Paragraph Marks

Hide Text

< 4 | =

Display Hidden Text

[+3]

Refresh Document Tree F3

{2 Forward to Previously Opened Document

= Backward to Previously Opened Document
i':.:k Zoom...

The sunkenicon atDocument Tabs indicates that the tabs are on.
On the above View Menu, Full Screen, Documents Tabs and Expand Document Tree are all
depressed and therefore these features are turned on.

10.8 Maximize Edit Window

This maximizes the Editor window.by eliminating the Document Title Baras shown below.

To do so:
Choose Maximize Edit Window from the View menu.
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File Documents Edit Fonts View Inset Table Paragraph Search Temnplates Tools Security Windo

OEO0BEFUILR=L  DBRETELEBEBE | R E]

| Example v ;‘ Depreciation

=1 Example
----- [0 Address & Phone Numbers

ocument Title Bar

It will eliminate the Title bar of the Editor, above, thereby expanding its window to maximum size,
shown below.

File Documents Edit Fonts View Inset Table Paragraph Search  Templates Tools  Security  Windo

DE0ERFOR=E DBETELERBHBIE | RG]

‘ Accounting Terms v ﬂ Depreciation

[— - —

=3 Accounting Terms

----- 3 Accelerated Deprediation
----- (3 Accounting Period
----- 3 Accretion

Maximized

It will remain expanded until Maximize Editor Window is chosen once more to bring the Document
Title Barback in view.

10.9 Ruler

Tumns the Ruler on and off. The ruler allows you to setleftand rightindents and tab stops.
| - T = S R A R - S I |-
b 1 1 1 1 1 1 1 1 1 J_‘

P [ AP
T 1 1
\Tah Stop
Indent Markear

To setthe leftindent:
e Place the cursoron the paragraphs you wantto indent.
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e Drag the leftindent marker atthe top of the ruler.
e Drag the leftindent marker atthe bottom of the ruler.

To setthe rightindent:

¢ Place the cursoron the paragraphs you wantto indent.
e Drag the rightindent marker atthe bottom of the ruler.
This will indent the whole paragraph.

Note:
You canalso setindents by using Indent Left, Indent Right and Hanging Indent from the Paragraph
Menu

To settab stops:

¢ Place the cursoron a paragraphs.

e Click on the left of the ruler to setthe firsttab stop.

e Youcansetas many tab stops as youwantby repeating step 2.

You can also drag the tab stops to anotherlocation by placing your cursoron a tab stop and
dragging itleftorrightoryoucan settabs by choosing Set Tab from the Paragraph menu.

Related Topics
Paragraph Indents
SetTab

10.10 Maximize Edit Window

You can expand Info Recalls Editor to hide the Editor Title bar.

To maximize the Edit Window:
Choose Maximize Edit Window from the View menu.

10.11 Multiple Documents

Switches between Single and Multiple document view.
With Single document view only one documentata time can be viewed and edited.

1 Pretetch - Delete Files Tip taken from Microsaft Windows XP Inside Out by Ed Boit and Carl Siechert. Publi
1 Print Spoocler

1 Printer taking up RAM
1 Regain Valuable Disk Space with the COME
1 Register DLL

1 Registry

1 Remove Unsigned Drivers

1 SremDich &7

< > Outlook File/Di...]. Permanent file .| Regain Valuabl. ] Speed up Twe..] Make a Folder ..., How ‘.‘\«'ind,gliws
Ready 73 Documents 21,131 Bytes - (20.63 KB}

The sunkenicon in the View, Document Tabs menu indicates that the Multiple document view is on.

Multiple documents allow you to open more than one document. Every time you click on a
documentin the documenttree it'll come up ontop ofthe previous document. You can cascade
documents, tile them horizontally or vertically.
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You can easily navigate between documents by clicking on the Document Tabs atthe bottom if
you have Document Tabs switched on.

Related Topics
Cascade
Horizontal Tile
Vertical Tile
DocumentTabs

10.12 Expand/Colapse Document Tree

The Document Tree is hierarchical;itlets you organize items and sub items in a hierarchical tree
structure. Each item can be a Main Document with Branch Documents. Branch Documents can also
have Branch Documents.

Expand the Tree:

On the right the Tree is expanded showing all Documents and their Branch Documents. Click on the
Minus sign (arrows in Vista) to the left of the Documents to collapse the Tree.

Collapse the Tree:

On the leftthe Tree is collapsed hiding all Branches. The Plus sign (arrows in Vista) to the left of the
Documents indicate thatthere are Branches. Click on them to expand the Tree.

0 I

File Documents Edit Fonts Wiew Insert Table Parage File Documents Edit Fonts View Insert Table Parac

OD0ERgOLeR | DBEE OD0BRSOEaE | DBEE

Sample File v Sample File v
=3 Sample File | &0 Sample File
-3 A Starting Document | -3 A Starting Document
-1 Document Tree =1 Document Tree
----- 1 DON'T START WITH SAMPLE FOLDER! —[:I This is a Branch
----- [ Hyperlinks “[22 This is & Branch of a Branch
""" [ Information and its use | -1 DON'T START WITH SAMPLE FOLDER!
-1 Searching with InfoRecall | [ Hyperlinks
-1 The Editer | || 3 information and its use
----- 1 Workspace Manager =+ Searching with InfoRecall

[:I Multimedia Search
-1 Searching InfoRecall Folders

(21 More about the Editor
----- [0 Werkspace Manager

10.13 Paragraph Marks

Displays all the paragraph marks in the document. (T)

While you view or edita document on the screen you don't see the carriage returns (Paragraph
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Marks) thatare being used to delimitlines and paragraphs.

To view them:
e Choose Paragraph Marks from the Paragraph menu.

To hide them:
e Choose Paragraph Marks from the Paragraph menu.

10.14 Hide Text

Use this option to hide a word, a sentence or blocks of text.

To Hide Text:
¢ Highlighta block of text.
e Choose Hide Textfrom the View menu.

To view Hidden Text:
e Choose Hidden Text from the View menu.
The hidden text will be displayed with a dotted underline

To re-display Hidden Text:

e Choose Display Hidden Text from the View menu..

¢ Highlightthe block of text that was hidden.

e Choose Hide Textfrom the View menu.

The dotted underline will be removed and the text will be visible again.

Note:
A depressed check mark on the menu means this features are turned on.
A flat check mark on the menu means these features are turned off.

Related Topics
Display Hidden Text

10.15 Dispaly Hidden Text

InfoRecall allows you to hide textin a document. Turning this feature on displays all hidden text.

To view Hidden Text:
e Choose Display Hidden Text from the View menu.

Note:
A depressed check mark on the menu means this features are turned on.
A flatcheck mark on the menu means these features are turned off.

Related Topics
Hide Text
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10.16 Zoom

Youcan"zoom in" to geta close-up view of your documents or"zoom out" to see more of the

Documentata reduced size.

Loom
Options

Zoom Percent [20t0 5001 100 (&

Cancel

X

To Zoom:
e Choose Zoom from the View menu

e Change to the zoom setting you want (from 20 to 500%)

¢ Click OK

Single Document Mode

Zoom affects all documents the currently openfile.

Multiple Document Mode

Zoom affects only the currently open documents.

Zoom settings are notsaved.

119
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11 Hyperlinks

11.1 Hyperlinks

InfoRecall lets you create many differenttypes of Hyperlinks from text as well as graphic images.
Hyperlinks allow instantlinking to other bodies of information like Textin an InfoRecall document,
InfoRecall document to document, e-Mail, the Internet, any type of file and programs.

Insert Hyperlink X |

Type of HyperLink
Teut Link Texd to Text in this Document

e —— d/)

Dac 1 Link to an InfoRecall Document in this File
Doc 2 Linkto an InfoRecall Document in another File

Files

Program Link to a Program
Folder Link to a Computer File Folder
E-Mail Link to an E-Mail Address
Web Link to a Web Site

Save

Cancel

Note:
Clicked the wrong hyperlink button? No problem, simply click on the correct Hyperlink button and
carry on.

Link to Text

Pop-Up Text

Link to Document

Link to File/Document
Link to other Files

Link to Program

Link to a File Folder
Link to Web Site

Link to E-mail Address
Hyperlink Color Scheme
Deleting a Hyperlink
Link from anImage

When passing the cursor over a hyperlink text the cursor will turn into a hand.
Click onitand the link will take you link destination.
Hvperlink text

Hyperlink information is written as hidden text to the documentwhere the hyperlinks are made. This
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information can be seen by viewing Hidden Text.

To view hidden hyperlink text:
Choose Hidden Textfrom the View Menu. The Check Mark will be depressed indicating that the
selection was made.

To hide hyperlink text again:
Choose Hidden Textfrom the View Menu. The Check Mark will be flatindicating thatitis off.

Deleting textthat has hidden hyperlinks will make any hyperlinks pointing to itinoperative.

11.2 Hypertext

Hyperextis a word or phrase marked with a double underline that, when clicked by a user, jumps
to another topic in the document. The jumping-off pointcan be any word or phrase ora block of text.

Note:
Clicked the wrong hyperlink button? No problem, simply click on the correct Hyperlink button and

carry on.

To Create a Hypertext Link:

Highlighta word ortextoranimage in a documentto make a hypertextlink from.
Choose Hyperlink from the Insert menu.

Click the Textbutton. The below dialog will show.

Highlight another word or textin the same document.

Hyperlink from Text to Text P4 |

Link to Text on this page

From: [nfarmation iz Power
Text To: Strong searching tools

Fop-Up o

Do 1
Doc 2
Files
Proagram
Folder
E -t ail

Save

Cancel

Wwieh

e Click Save to create the link.

The Dialog above show a Hypertext link from the words "Information is power" to the words "Strong
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searching tool".

The link textis tizcolor and double underlined. The cursorturns into a hand when you pass overit.
Clicking on it will jump to the linked word or text.

Moving the Dialog box:

You can move the dialog boxto any position in the workspace. To do so:

e Press the leftmouse button on the Title bar of the dialog box

¢ Drag the dialog boxto do a new position.

InfoRecall will remember the position of the dialog box and put it there the next time you use it.

Note:
To see the Hyperlink Cursor (the hand) be sure thatithas a Check mark beside itin the View menu.

Related Topics
Bookmark

11.3 Hyperlink Pop-Up Text

A pop-up is a window that"pops up" on top of InfoRecall. Itis automatically sized to fitthe textin it
and the pop-up fontand font size will be the same as the documentin which the hyperlink exists.

A pop-up will stay ontop ofa document. You can open another documentin the same File and the
pop-up will remain on top until you remove itby clicking on it.

Pop-ups are generally used for definitions, tips and notes or other text that might further explain a
word or some text. You don'twantto have this textas a part of the main documentbut pop itup
when further clarification is warranted.

Note:
Clicked the wrong hyperlink button? No problem, simply click on the correct Hyperlink button and
carry on.

A pop-up is a window that "pops up" with hidden text on top of a
InfoRecall document.

Pop-ups are generally used for definitions, tips, notes and hints that
might further clarify the meaning a word, some text or a parapgraph
without interfering with the text in the document. Just click on the link
and up pops the hidden text.

Click on ther pop-up window to make it disappear.

y

The pop-up window shown above is is yellow and the textis black. Text colorand background
color can be changed to any color. See Hyperlink Pop-up Colors

Making a pop-up involves three steps:
1. Decide which partofthe textneeds a pop-up
2. Inserting a hyperlink to it
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3. Creating the pop-up text.

To Create a Pop-Up:

o Highlightthe word ortextoranimage ina documentto attach a pop-up to.
e Choose Hyperlink from the Insert menu.

¢ Click the Pop-Up button and the pop-up texteditor will be displayed.

Popup Text Editor (Max 1024 Characters) *

A pop-up ig a window that "pops up'' with hidden text on top of a InfoRecal
docurment,

Fop-ups are generally used for definitions, tipz, notes and hintz that might further
clarify the meaning a word, zome bext or a paraparaph withaout interfering with
the test in the document. Just click on the link and up pops the hidden test.--

Click on ther pop-up window to make it dizappear.

Cancel

e Type or paste textinto the pop-up text editor (maximum 1024 characters)
¢ Click OKto create the link.

The link text is

&

Click on it with the hand cursor and the text will pop up.

To View a Pop-Up:
o Click onthe hyperlink with hand cursor.

To Move a Pop-Up Window:
o Press the left mouse button on the pop-up window and drag itto a new position.

To Remove the Pop-Up Window:
¢ Click anywhere on the pop-up window.

Note:
To see the Hyperlink Cursor (the hand) be sure thatithas a Check mark beside itin the View menu.

Related Topics
EditPop-Up Text
Change Pop-Up Colors
Delete Pop-Up
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11.4 Edit Hyperlink Pop-Up Text

You can editthe Pop-Up text.
To Edit Pop-up Text:
Press the right mouse button.

Make modifications.
Click OK.

Delete Hyperlink.
Edit Popup Text. 1%

Highlightthe Pop-Up hyperlink from right to left.

Choose EditPop-Up Textfrom the Pop-Up menu.

Popup Text Editor (Max 1024 Characters)

docurment.

A pop-up ig a window that “'pops up' with hidden text on top of a InfoRecall

Pop-ups are generally uzed for definitions, tips, notesz and hintz that might further
clarify the meaning a word, zome best or a parapgraph withaout interfering with
the test in the document. Just chck on the link and up pops the hidden test.--

Click an ther pop-up windaow ta make it dizappear.

Cancel

Editing a Pop-Up Hyperlink:

You can'tjustdouble click on a link because InfoRecall recognizes itas a hyperlink and wants to
establish the link. So, position the cursor behind the hyperlink, press the left mouse button and drag
itover the text or position the cursor behind the hyperlink, depress the shift key and while the shift
key is depressed press the left arrow key until the hyperlink word is fully highlighted. Be careful not

to go beyond the hyperlink word..

Related Topics
Insert Hyperlink POP-UP
Hyperlink Pop-Up Colors
Hyperlink Delete
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11.5 Hyperlink Pop-Up Colors

You can change the color of the background and text for the hyperlink Pop-Up window.

Hyperlink Popup Color

Test & Backaround Colors

Thiz iz the Caolar of your Test and B ackground
Thiz iz the Caolar of pour Text and B ackground
Thiz iz the Caolar of pour Text and B ackground
Thiz iz the Caolar of pour Test and B ackground
Thiz iz the Calar of pour Test and B ackground
Thig iz the Color of your Tesxt and B ackground
Thig iz the Color of your Tesxt and B ackground
Thisz iz the Color of your Tesxt and B ackground
Thiz iz the Caolar of your Test and B ackground
Thiz iz the Caolar of pour Text and B ackground
Thiz iz the Caolar of pour Text and B ackground
Thig iz the Color of vour Tesxt and B ackaround

Blkg Colar...

Text Calor....

Ok

Cancel

X

To change the Background Color:

e Choose Hyperlink Pop-Up Colors from the Insert menu.

e Click the Bkg Color button.
e Choose a basic orcustom background color..

To change the Text Color:

e Choose Hyperlink Pop-Up Colors from the Insert menu.

e Click the Text Color button.
e Choose a basic or custom text color.

The window on the left will reflect your color selection.

When satisfied with your color selection:
e Click the OK button.

Related Topics
Insert Hyperlink Pop-Up Text

11.6 Hyperlink to a Document

You can establish a hyperlink to another documentin the same InfoRecall File.

Note:

125

Clicked the wrong hyperlink button? No problem, simply click on the correct Hyperlink button and

carry on.

To do so:
e Opena Document
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Highlighta word ortextoranimage ina document.

Choose Hyperlink from the Insert menu.

Click the Doc 1 button.

Open another Documentin the same Document Tree. See the conformation From: To..

Hyperink to an InfoRecall Document X |

Link ta an InfoRecall Document

From: Cagh Flow
To: Balance Sheet

Fop-Up o/o

Doc 2

Text

Files
Proagram
Folder

E-Mail

Save
Wwieh

Cancel

e Click Save to create the link.

This example show a Hyperlink from the Document"Discounted Cash Flow" to "Proforma Balance
Sheet" in the same InfoRecall File.

The jump-offtextis L= color and double underlined.

Clicking onitwill jump to the linked document.

Moving the Dialog box:

You can move the dialog box to any position in the workspace. To do so:

o Press the left mouse button on the Title bar of the dialog box

e Drag the dialog boxto do a new position.

InfoRecall will remember the position of the dialog box and put it there the next time you use it.

11.7 Hyperlink to a File/Document

You can establish a hyperlink to a documentin another InfoRecall File.

Note:
Clicked the wrong hyperlink button? No problem, simply click on the correct Hyperlink button and
carry on.

To link to a Document in another File:
¢ Highlighta word ortextoranimage in the document.
e Choose Hyperlink from the Insert menu.
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e Click the Doc 2 button. See the below dialog.

Chooze a File

Legal Contractsz

b ajestic

bl arla

Medical

kdetro Wide Painting
Micrazaft Office 2013
Metwork, Solutions

Mew Trip

o o Koo

Qkzana Web Sitez

FPazswords

Perzonal Prafile Sheet

Phantech

Phaoto Buzsineszs Plan

Photography

Flb4

Drmmr mrmrmiimm 0 mrmelmm Blmbmm |l

Choosze a Document

24 Bitz of Calor

Buy Digital Phaotos
Canon EQS 10 Mark 1
Contact Source

Date Source

Digital Phaoto Apps

Errorz

Glozzany of Basic Photo Terms
Glogzany of Digital Photo Terms
Okzan'a wehsite [FTP]
Qk.zana's Web Counter

Phaze One

PhotalnPress

Photozhop, Levelz
Photozhop, Sharpening

Tip - Flazh & Outdoor Paortraits

fafmrdn Fme Tk

&

Cancel

e Click on a File in the Choose a File list.

e Click ona Documentin the Choose a Document list.

¢ Click OK. See the confirmation dialog.

127
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Hyperlink to File/Docurnent P4 |

Link. ta an InfoR ecall Document in another File

From: Photo Business Plan'Buzsinesz Plan
Text To: PhotographysDigital Photo &pps

Fop-Up o/o

Do 1
Doc 2
Files
Proagram
Folder
E -t ail

-

Cancel

Click Save to create the link.

The example above shows a link from the InfoRecall File "Photo Business" and the Document
"business plan" to another InfoRecall File called "Photography" and a Documentin that File called
"Digital Photo Apps".. _

The jump-offtextis Lecolor and double underlined

Clicking onitwill jump to the File and documentlinked to.

11.8 Hyperlink to other Files

You can make a hyperlink to other Files and InfoRecall will activate the program thatis associated
with the Files extension and load the File.

Note:
Clicked the wrong hyperlink button? No problem, simply click on the correct Hyperlink button and
carry on.

To do so:

Highlighta word ortextoranimage ina document.
e Choose Hyperlink from the Insert menu.

¢ Click the Files button.

e Selecta File and click on a File to link to.
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o ~ T « NEW MAIN (C:) » AppFolders » F-Excel v | o Search F-Excel 0

Organize « Mew folder Bz - (7]
| AppFolders A Name B Date modified ™

7 F-Adobe home-mortgage-calculatorxls 3/24/2014 3:21

1 F-CD-DVD @ Loan Calc Extra Paynebtsxlt 10/24,/2006 1:0

Margins.xlsx 1/17/2015 1:20

J F-Excel ON Land Transfer Taxxlsx 6/9/2013 10:06

F-Flash Personal-monthly-budget (2)xls 3/1/2013 1:28 ¢

F-Graphics | Personal-monthly-budget.xls 11/24/2014 11:

F-Microsoft :TE Reno Business.xls A4/472014 1046

F-PDF Reno Business.ulsx 6/9/2013 11:41

F-Programing Sales Margins.xlsx 20472014 4:32 1

F-Register @ Simple Loan Calcxlt /1172010 1:32

Simple Loan Calel.xlsx 1/12/2010 408

i FScan Travel Expense Calcl xdsx 7/30/2013 5:10
i F-System Tools Weight loss tracker! xlsx 7/2/2013 11:37

- F-Tools v £ >

File name: | Personal-monthly-budget.xls v ‘ |AEE Files (*.%] ¥ |

‘ COpen ‘ | Cancel |

¢ Click Open. The confirmation dialog will show your link.

Link to other Files

From: Buzinesz Plan
Text To: C:MappFolders'F-Escel\Perzonal-monthiy-budget. <1z

Fop-Up f

Doc 1
Doc 2
Files
Proagram
Folder
E -t ail

o

Cancel

e Click Save to create the link.

The example shows the creation ofa Hyperlink to a file called Personal-monthly-budgetxls. When
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you click on this Hyperlink, once itis created, InfoRecall will open Personal-monthly-budgetxls in
Microsoft Excel.
Ifanother program is registered to the file extension "xIs" then InfoRecall will open thatprogram.

The jump-offtextis Lhus calor and double underlined
Clicking on it will activate the program the File Type is registered to and open the file linked to.

11.9 Hyperlink to a Program

You can make a Hyperlink from your document to activate another program.

Note:
Clicked the wrong hyperlink button? No problem, simply click on the correct Hyperlink button and
carry on.

To do so:

¢ Highlighta word ortextoranimage in a document.
e Choose Hyperlink from the Insert menu.

¢ Click the Program button.

¢ Selecta File and click on a Program File to link to.

[
@ @ = 1 ., « Program Files » Microsoft Office 13 » root » officeld v & Search officel3

Organize New folder = -

A Name

i Favorites
B Desktop @ ONENOTEM.EXE

i§ Downloads &5 ORGCHART.EXE
[F OUTLOOK.EXE
[ PDFREFLOW.EXE
@ SkyDrive [27] perfboost.exe
[ POWERPNT.EXE
14 Homegroup m PPTICO.EXE
l‘] protocolhandler.exe
1% This PC BH SCAMPST.EXE
j Desktop SELFCERT.EXE
| Documents €, SETLANG.EXE
& Downloads (5] VPREVIEW.EXE
U Music ) WINWORD.EXE
=] Pictures [ Wordconv.exe
[l SGH-I747M [ WORDICON.EXE
B Videos XLICONS.EXE

5. MFW MAIN (0 S

5] Recent places

Mo preview available.

File name: |WINWORD.EXE v| |Program Files (.exe)

o ]|

e Click Open. The confirmation dialog will show your link.
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HyperLink to a Program * |

Link to a Program

From: Business Plan
Text To: C:hProgram Fileshbdicrosaft Office 15%oothoffice By INWORD. EXE

Fop-Up O/o

Doc 1
Doc 2
Files
Falder
E-td ail

Save

“Wieb
Cancel

e Click Save to create the link.

The example above will create a hyperlink to run Microsoft Word.

The jump-offtextis =———————————r—
Clicking onitwill activate the program linked to.

11.10 Hyperlink to a File Folder

You can make a Hyperlink from your document to a computer file folder.

Note:
Clicked the wrong hyperlink button? No problem, simply click on the correct Hyperlink button and
carry on.

To do so:

Highlighta word ortext oranimage ina document.
Choose Hyperlink from the Insert menu.

Click the Folder button.

Selecta Folder
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Link to a File Folder

InfoRecall X6 Install ~
Intel

FNRT_Data

Local Publish

M5O Cache

Office Layouts

L v )

] OnelriveTernp
PerfLogs

4 Program Files

I Adobe

& Alien Skin
Application Verifier
ASUS
Athentech

Avanquest
CCleaner
Code Compare

Commaon Files

L A~ .~ A~ A v

Camniled Driver Nick (Sameun ¥
< >

Make Mew Folder | | Ok | | Cancel

¢ Click OK, The confirmation dialog will show your link.
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HyperLink to a File Folder P4 |

Link to a File Folder

From: Buginezs Plan
Tent To: C:hnfoRecall Files

Fop-Up o/o

Doc 1
Doc 2
Files

Proagram

E-Mail

Save
Wwieh

Cancel

¢ Click Save to create the link.
The example above will create a hyperlink to Program Files.

The jump-offtextis Liiscolor and double undedined
Clicking onitwill activate File Explorer pointing to C:\\Program Files.

11.11 Hyperlink to a n E-mail Address

You can create a hyperlink to your e-mail program.
If textis highlighted thatdoes notcontain @, the editbox will be blank when displayed. You can then type the e-mail

Note:
Clicked the wrong hyperlink button? No problem, simply click on the correct Hyperlink button and
carry on.

To link to a typed e-Mail address:

e Type ane-mail address (support@phantech.com)ina document.

Highlight the e-mail address.

Choose Hyperlink from the Insert menu.

Click on the E-Mail button. The confirmation dialog will show the e-mail address.
Click OKto acceptorchange the e-Mail address and then click OK.

Click Save to create the link.
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HyperLink to E-Mail P4 |

Accept or Change E-Mail Address

supportiEphantech. com
Teut

Fop-Up /o
Do 1 o
Doc 2

Files

Proagram
Folder
E -t ail

-

Cancel

To link to an e-Mail from any text orimage:

e Highlightany textorimage ina document.

Choose Hyperlink from the Insert menu.

Click on the E-Mail button. The confirmation dialog will not show an e-Mail address.
Change the text shown to a proper e-Mail address

Click Save to create the link.

Important:
The e-Mail Address mustinclude @
The e-Mail Address mustinclude a Top level domain like .com, .net, .ca etc...

The jump-offtextis thig color and double underlined

Clicking onitwill activate your default e-mail program, open a new e-mail message and insert the
e-mail address inthe Send To box.

Related Topics
Send To

11.12 Hyperlink to a Web Site

It's easy to create hyperlink jumps between InfoRecall and the World Wide Web.

Note:
Clicked the wrong hyperlink button? No problem, simply click on the correct Hyperlink button and
carry on.

To link to a typed Web Site URL:

o Type a URL (www.InfoRecall.com)ina document.

e Highlightthe URL in the document.

e Choose Hyperlink from the Insert menu.

o Click the Web button. The confirmation dialog will show your link.
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¢ Click Save to acceptorchange the Web Site URL and then click OK.

HyperLink to the Internet

Accept or Change “Wehb Site URL

. phantech. com
Teut

Fop-Up
Do 1
Doc 2
Files
Proagram
Folder
E -t ail
Web

To link to a Web Site URL from any text orimage:
e Highlightany textorimage ina document.
Choose Hyperlink from the Insert menu.

Save

Cancel

Click on the Web button. The confirmation dialog will show the text highlighted.

[ )
e Change the textshown and type a proper Web Site URL.
o Click Save to create the link.

Important:
The Web Address should start with www. or http:// or https://
The Web Address mustinclude a Top level domain like .com, .net, .ca efc...

The jump-offtextis thiscolor and double underlined

Clicking on it will activate your default browser and connectyou to the Web Site linked to.

11.13 Hyperlink to Images

Hyperlinks can also created from Images, Graphics and Pictures

To Hyperlink an Image:
e Click on the Image to selectit

. -
e Choose Hyperlink from the Insert menu.
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e Click ona Type of Hyperlink.
¢ Link to you chosentarget.

Related Topics
Link to Text

Pop-Up Text

Link to Document

Link to File/Document
Link to other Files

Link to Program

Link to a File Folder
Link to Web Site

Link to E-mail Address
Hyperlink Color Scheme
Deleting a Hyperlink

11.14 Hyperlink Delete

You can notdelete a hyperlink the way you delete a regularword! You must follow the below steps.
InfoRecall writes hyperlink information to the document as hidden text. If you delete the hyperlink
word as ifitwere a regular word then the hidden text would remain; The hyperlink information would
notbe deleted.

To Delete a Hyperlink:

¢ Highlighta hyperlink from right to left.

¢ Press the right mouse button.

e Choose Delete Hyperlink from Pop-up menu.

Delete Hyperlink,
Edit Popup Text.. %

Note:

You can'tjustdouble click on a link because InfoRecall recognizes itas a hyperlink and wants to
establish the link. So, position the cursor behind the hyperlink, press the left mouse button and drag
itover the text or position the cursor behind the hyperlink, depress the shift key and while the shift
key is depressed press the left arrow key until the hyperlink word is fully highlighted. Be careful not
to go beyond the hyperlink word..

11.15 Hyperlink Color Scheme

Because ofthe many differentlinks InfoRecall offers, each link is assigned a different color.
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Hypertext Jump Site Processes
Popup Link

Hyperlink to a Document [nteresting Internet Siies

Hyperlink to a Folder/Document See this adicle for more

Hyperlink to other Files he Sales Projection Spread Sheet

Hyperlink to a Program Link to any exe file
Hyperlink to a File Folder Check a Folder in Windows Fils Explorer
Hyperlink to an e-mail address support@phantech.com
Hyperlink to a Web Site www phantech com

Related Topics
Hyperlink Jump Codes

11.16 Hyperlink Jump Codes

The Hyperlink Jump Codes are the codes that allow the hyperlinks to jump from link to link.

These codes are embedded into an InfoRecall documentand are normally hidden from view. The can
be viewed.

To view Hyperlink Jump Codes:
e Selecta documentthathas hyperlinks
e Choose Hidden Textfrom the View menu

Below are the various jump codes, indicating unchanged, changed and new jump codes

Type of Hyperlink Old Jump Code MNew Jump Code Change
Hypertext Link (1:00000000: 01:00000000: same
Popup Text 02:00000000: (02:00000000: same
Hyperlink to a Document 00:00000000: 00:00000000: same

Hyperlink to a Folder/Document 08:00000000: 09:00000000: changed

Hyperlink to other Files|  03:00000000: 03:00000000-

Hyperlink to a Program 04:00000000: 05:00000000: changed

Hyperink o a File Folder| — new | 03.00000000:
Hyperlink to an e-mail address 07-00000000: 08:00000000: changed
Hyperlink to a Web Site 06:00000000: 07:00000000: changed

The jump codes that have changed are:
Hyperlink to a File/Document

Hyperlink to a Program

Hyperlink to an e-mail address

Hyperlink to a Web Site

For earlier version of InfoRecall, the jump codes thathave been affected need to be changed.

e To do so:
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Choose Search InfoRecall File from the Search menu

Type a jump code(Web Site) 06:00000000:

Click Search

Double click the first hitin the Hit List

Choose Hidden Textfrom the View menu

Changethe 6toa 7

Press the F3 key to get the next hit

Choose Hidden Textfrom the View menu if necessary

Changethe 6toa 7

Keep doing that until all 06:00000000: have been changed to 07:00000000:
Do the same thing with 04:00000000: to 05:00000000: - 08:00000000: to 09:00000000: - 07:00000000: to
08:00000000:

Important:

Change Jump Codes in the following order:
1. 08:00000000: to 09:00000000:

2. 07:00000000: to 08:00000000:

3. 06:00000000: to 07:00000000:

You can also change the jump codes one ata time as needed.
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12 Insert Menu

12.1 Object (OLE)

OLE ObjectLinking & Embedding. This feature allows you to insertan objectinto your document
thatwas created in another application thatalso supports OLE.

This might vary from spreadsheetworksheets to word processor documents to html Files. The type
of objectyou caninsertis only limited by the amount of programs you have that support OLE.

To create a new embedded object:

o Position the cursorina document.

e Choose Objectfrom the Insert menu.

¢ Click the type of objectyou wantto create in the Objectlist, .

Insert Object X

Object Type

Microzsoft PowerPoint Macro-Enabled Slide ..n.
Micrazaft PovwerPaoint Prezentation

kicrozoft PowerPoint Shide .
Microgoft Wword 2.0 Document EE
Micrazaft Wward 6.0 - 7.0 Docurment

Mizrozoft Wward 6.0 - 7.0 Picture
kicrazaft Wward 97 - 2003 Docurnent

kicrozoft Word D ocument

Mizrozoft Ward Macro-E nabled Document
Microzoft Word Macro-Enabled Template
kicrozaft Wwiard Picture

Microzoft \wWord Template

Openllocument Prezentation W
Description

Inzert a new Microzoft wWord Document object into your
docurment,

Cancel

e Click OK. This will launch the application.
o Create the desired object using this application.
e Eithersave itorchoose Update in the application.

The objectwill be inserted into the InfoRecall document.
Double click the objectto editit.

Example: A Documentin Microsoft Word

e OpenanInfoRecall File

e Choose New from the Documentmenu to create a new document

Name it: Ole Document

Choose Objectfrom the Insert menu

In the Insert Objectdialog, scroll down and click on Microsoft Word Document
Click OK
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This will open Microsoft Word with a blank document.

o Work on the documentin Winword.
The below shows an example. The information will immediately be transferred to your InfoRecall

document.
LK WorkSheet
B EH S 0= Document in TerDbject - Word bl o R o [ 4
HOME IMSERT DESIGN PAGE LAY REFERENC MAILINGS REVIEW VIEW Mitro Pro curtis@phantech.com -
1 HEADING

To take advantage of this template's
headings by using heading styles, or i
Intense Quote. These styles comein
your ideas.

Go ahead and get started.

Title

1 HEADING

To take advantage of this template’s design, use the Styles gallery on the Home tab. You can format your
headings by using heading styles, or highlight important text using other styles, like Emphasis and
Intense Quote. These styles come in formatted to look great and work together to help communicate
your ideas.

PAGE1OF1 6O0WORDS [

e When done choose Update in Excel as shown below.

To modify your Document

e Double click on the objectin InfoRecall
o Make your modifications

e Choose Save in Microsoft Word

12.2 Edit Object (OLE)

This feature is used to launch the application thatthe embedded objectwas created with so thatit
canbe edited.

You canalso double click on the objectto launchitd native application.

12.3 Picture

Inserts a graphic image into an InfoRecall document.

To insert a picture:

Position the cursor where you want the insertion.
Choose Picture from the Insert menu.

Click the File where the picture is.

Click the picture.

Click the Insert button.
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Graphic images supported:

Windows Bitmap (bmp, dib

Windows MetaFile (wmf)

JPEG File Interface (jpg)

Graphics Interface (gif-GIF87a, GIF89a non transparent)
PC Paintbrush (pcx)

Targa (iga)

Tagged Image File (tif)

You caninserta picture in the middle oftextand have the textwrap around it.

3 et magnis dis parturient montes, nascetur ridiculus mus. Cluis:
igequat eu, nonummy ac, nulla Yestibulumn auctor fringilla mass

estie sit amet, nibh. Morbi ullarr
bibendum sapien felis non :
iger euismaod ipsum quis metu
Etiarn gquam ligula, adipiscing
ilis tortor. Fusce venenatis
etuer placerat, mi mas
vida, ipsum lacus ornare leo,
=ctus viverra C vulputate. Vivar

t eu, luctus quis, ante. F'ellentesque nec magna. Etiam vel eros
: emsmnd.

To do so:

e Place the cursorin the textwhere you wantto insert the picture.
Choose Text Frame from the Insert menu.

Click the mouse button inside the frame to selectit.

Choose Picture from the Insert menu.

Click the picture.

Click the Insertbutton.

To move the picture or re-size ityou have to move or re-size the Text Frame.

Related Topics
Edit Picture Size
Insert Text Frame

12.4 Linked Picture

Inserts a graphic image into an InfoRecall documentthatis linked to the graphic image on your
media.

The advantage ofa Linked Image is thatany changes made to the image are mirrored in the
image in InfoRecall.

To insert a linked graphic image:
o Position the cursor where you want the insertion.
e Choose Link Picture from the Insert menu.
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¢ Click the File where the picture is.
o Click the picture. (either .jpg or .bmp or .wmf)
e Click the Open button.

12.5 Edit Picture Size

Use this command to change the width and height of a picture. T his function also allows you to
specify the alignment of the picture relative to the base line of the text.

To to do:

Click on the Graphic Image

Choose Adjust Picture Size from the Insert Menu
Change the Height

Change the Width

Click OK

Edit Picture

Aligrment Size
) Top

() Middle

(®) Bottom

() Baseline offset

Height [inches] (1R

Width [ihches] | 252

Cancel

Note:

You can also change the picture size by simply clicking on a picture and pulling its sizing tabs

using the mouse.

Related Topics

Insert Picture

12.6 Date/Time

You caninsertthe date ortime in the Document Name Box oranywhere in your Document. Just
locate the cursor where you wantthe date to be inserted, either in the Document Name Box or the
Documentand InfoRecall will insert the Date/Time just where your cursor is.

The date and time formats shown in the Insert Date/Time dialog reflect your Regional Settings. You
can change these settings by clicking the Start button, click on Settings and choose Control Panel.
In the Control Panel click on the Regional Settings icon and change the date and time settings.
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Insert Date/Tirme X

Available Formats

I2T2MA
278
03/27A15
03/27/2015 -
15/03427 -
2015-03-27
27-tar-15

Friday, 27 March, 205
27 Karch, 2015
11:58:40 Ak

11:58:40

| nzert

Cancel

The Date and Time shown are actual Date/Times.

To inserta Date/Time in the Document Name Box:
e Position the cursorin the Document Name Box.

e Choose Insert Time/Date from the Insert menu.

e Click a date ortime format from the list.

e Click the Insertbutton or double click on a format.

Note:

The Date/Time will be inserted and the Document Name will become the Date/Time. Ifa
Document Name exists then InfoRecall will inserta space and the Date/Time after the document
name.

To replace the Document Name with a Date/Time:
¢ Highlightthe DocumentName.

e Choose Insert Time/Date from the Insert menu.

e Click a date ortime format from the list.

e Click the Insertbutton or double click on a format.
To inserta Date/Time in the Document:

o Position the cursorin the documentto where you want the insertion.

e Choose Insert Time/Date from the Insert menu.

e Click a date ortime format from the list.

e Click the Insertbutton or double click on a format.

Note:

The Date/Time formatyou choose will be saved and the cursor bar will be on that format the next
time you use choose Insert Date/Time.

Related Topics
Calendar
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12.7 Character

In addition to letters, numbers, and punctuation marks shown on the keyboard, many fonts include
symbols, and other special marks. You can insert other characters thatyour font provides.
InfoRecall uses the Microsofts CHARMAP.EXE for the character selection. CHARMAP .EXE is
distributed with Microsoft Windows and is usually in the Windows Directory.

iy Character Map = =

N Sl%[&| " [ ([)]|*|+].,]- flof1(213|4|~
5|6 B[9|:|;|<|=|>|?|@|A|B|C|D|E|F|G|H
1] LIMN[O|P|[Q|R|S|T|U[VIW|X|Y|Z|]|\
(™ _| " |la|blc|d|le|f|lg|h|i|lj|k|[]l|m|n|o|p
glris|tju|v|iw/ x|y|lz|{]|] ~ i |C|E|H|¥
E: ©2|a|=|-|=| [ |x]|2[F " |ulT NE
o|n|%|%|%|é|A|A|A|A|AIA|E|C|E|E|E|E|T]|I
i|T|P|N|O|O|O|O|O|x|@|0U|(0|0|0|Y|p|R| a3
d|ld|d|d|e|g|le|é|é|é|i|i|T|T|d|n|o|o|d|b
6l+|e|b|a|G|a|y|b|V|AlalA|l&d|A|g|C|e|Cle].,

Characters to copy : I Select Copy

[ ] Advanced view
| U=0021: Exclamation Mark

To insert symbols:

Place the cursor where you want the insertion to take.
Choose Insert Character from the Insert menu.

Click a font from the Font box.

Click a character.

Click the Selectbutton.

Click the Copy button.

Click the Close button.

12.8 TextBorder

Puta borderaround a letter, word or a sentence.

To Inserta border:
e Highlighta letter a word, a sentence or some text.
e Choose TextBorderfrom the Insert Menu.
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To remove a border:
e Highlightthe bordered text.
e Choose TextBorderfrom the Insert Menu.

Related Topics
Paragraph Border & Shading

12.9 Text Frame

This function is used to embed a frame into text. The new frame is inserted at the current text
position. The original textwraps around the new frame as shown below.

UL AR LS TSIl Qg Lainididig 1eqeiiiniy ayicei g v
to agree on the design of the premises and the store front within 14 d
tturned in full without deductions.

~conditional upan ) . the Tenant and Lal
ecuted lease This function is used within 14 days of a
jays ofthe to embed a frame into | acceptance ofthis
ons. text. The new frame is

inserted at the current
hants that on text position. The commencement o
g requirernents of original text wraps the City of Harnilto)
15 affecting the around the new frame premises and if ar
fthe lease. Inthe : event that the tenal

ants ofthe City of Harnilton and other authorities having jurisdiction, t

kN

To insert a text frame:
o Position the cursor where you want the frame.
e Choose Insert Text Frame from the Insert menu.

To insert text into the frame:
e Click the mouse button inside the frame to select the frame.
o Type the textatthe cursor position.

To size the frame:

¢ Click the mouse button inside the frame to selectit.

e Move the cursorjustoutside the frame, until itturns into a double arrow.
o Press the leftmouse button and keep itdepressed.

e Re-size the frame.

To move the frame:

e Click the mouse button inside the frame to selectit.

¢ Move the cursor outside the frame until it turns into a cross.
o Press the leftmouse button and keep itdepressed.

e Move the frame to the new location.

To delete the frame:

e Click the mouse button inside the frame to selectit.
e Press Delete

e Click Yes.
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Note:
This option is available in the Page View only.

12.10 Drawing Object

This function is used to embed a drawing objectinto text. The new objectis inserted atthe current
text position and overlays on top of the text.

Drawing Objects are:
1. Square

2. Rectangle

3. Line

Drawing Object

Ohject Type

(®) Text Box

'Z::Z' Fectangle
(I Line Cancel

To insert a Drawing Object:

o Position the cursor where you wantthe object.

e Choose Insert Drawing Objectfrom the Insert menu.
e Selecta Square, Rectangle or Line to insert.

To size a Line:
¢ Click on the Line to selectit.
¢ Press the leftmouse button and drag itto the right to make the Line longer.

To move a Line:
¢ Click on the Line to selectit.
¢ Press the leftmouse button and drag the Line up or down

To angle a Line:

e Click on the Line to selectit.

e Locate the cursor ateither end of the Line.

¢ Press the leftmouse button and drag the Line up or down to any angle.

To inserttextinto a Square or Rectangle object:
¢ Click the mouse button inside the objectto selectit.
e Type the textatthe cursor position.

To size an object:
¢ Click the mouse button inside the objectto selectit.

¢ Move the cursoroutside the object until a plus shaped cursorappears.
e Press the leftmouse button and keep itdepressed.

¢ Move the objectto the new location.

To move an object:
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Click the mouse button inside the objectto selectit.

Move the cursorjustoutside the objectuntil a plus shaped cursorappears.
Press the left mouse button and keep itdepressed.

Move the objectto the new location.

To delete an object:

¢ Click the mouse button inside the objectto selectit.
e Press Delete

e Click Yes.

Note
This option is available in the Page View only.

Related Topics
Modify Drawing Object

12.11 Modify Drawing Object

You can modify the appearance of drawing objects thatwere inserted into a document.

Modify Drawing Object b

Line Attributes Fill &ttributes

Thickness 20

Draw Line or Border [ | Transparent
Line

Calar.__ (@) Solid Line Calar...
() Datted Line
Cancel

Line Attributes are:

e Type and thickness ofborder (None, Solid or Dotted)
o Type ofline (Solid or Dotted)

e The borderorline color

Fill Attributes are:
e The background colorofa TextBoxor Rectangle

To change attributes:

¢ Click the mouse button inside a drawing objectto selectit.
e Choose Modify Drawing Objectfrom the Insert menu

e Change the Line or Fill attributes

¢ Click OK

Related Topics
Insert Drawing Object
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12.12 Bullets

This option allows you to insertbullets into a paragraph. The paragraph with the bullet propenty is
displayed with a bullet on the left margin. The paragraph textis indented toward the right.

Bullets and Numbering

Bullets | Numbering

+ A | ] A

Lnone> — —
+ — | ] —
D — 1-:1- — }- — v —
D — o:o — }- — v —
oK Cancel

To insert bullets:
Highlighta paragraph.

Choose InsertBullets and Numbering from the Insert menu.

[ ]

[ ]

¢ Click the Bullets tab

e Click a type of Bullet.

e Click OK

To delete bullets:

Place your cursor where the unwanted bulletis.

Click the Bullets tab.
Click None.
Click OK

Note:
Bullets can only be seenin Page View.

12.13 Numbering

Choose InsertBullets and Numbering from the Insert menu.

This option allows you to insert numbering into a paragraph. The paragraph with the numbering
property is displayed with a number on the left margin. The paragraph textis indented toward the

right.
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Bullets and Numbering

Bullets | Mumbering

-A_ L] a L]
Znone> — —
I L] 1 L]
I i —

To insert numbering:

Highlighta paragraph.

Choose InsertBullets and Numbering from the Insert menu.
Click on the Numbering tab.

Click a type of numbering.

Click OK

To delete numbering:

e Place your cursor where the unwanted Numberis.
Choose Insert Bullets and Numbering from the Insert menu
Click on the Numbering tab.

Click None.

Click OK.

Note:
Numbering can only be seenin Page View.

12.14 Page Number

This function is used to embed the current page number in the document.
The page number string is inserted atthe current cursor position.
This string is displayed in gray.

12.15 Bookmark

A bookmark is a word or a location ina documentthatyou can quickly jump to.

Bookmarks are Document specific.

149
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Bookmarks

Bookmark Names

anaIEZini
ot

arganization
Add

Delete

Cancel

To add a Bookmark:

e Place the cursoron a word or a position in the document..
e Choose Bookmark form the Insert Menu.

o Click on the firstbox and type a hame for the Bookmark.
¢ Click Add.

Note:

Bookmark names mustbegin with a letter and can contain numbers. You can'tinclude spacesina
bookmark name. However, you can use the underscore character to separate words forexample,
"First_heading."

To go to a specific bookmark:

e Choose Bookmark from the Insert menu.
e Click ona Bookmark name.

e Click Go To.

To Delete a Bookmark

e Choose Bookmark from the Insert menu.
e Click ona Bookmark name.

e Click Delete

Related Topics
Hypertext

12.16 Breaks

Page Break:
Use this function to create a hard page break before the currentline. A solid horizontal line
indicates a hard page break. (Shortcut key: Ctrl+Enter)

To delete a hard page break, position the cursoron the page break line, and hitthe delete key.
Section Break:

This function creates a new section. A double line indicates the section break. The text for the new
section begins after the section break line.
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To delete a section break, position the cursor on the section break line, and hitthe delete key.

Column Break:

Use this feature to place the texton the next text column. This function is valid in Page View only.
Further, this option is valid only for the section containing multiple columns. A line with a dotand
dash pattern indicates the column break.

Note:
These breaks canonly bee seenin Draft View

To Delete Breaks:

e Choose DraftView form the View Menu.
e Position the cursor on the break line.

o Hitthe delete key.

12.17 Columns

Columns are one of two or more vertical sections of a page separated by a rule orblank space like
those used in newspaperor magazine articles

Columns >
Options Orientation
Murnber of Caolurnns 1 (®) Portrait
Space between Colurmnz |50 () Landscape
Text Flow

Start Section on Mew Page (®) Default

() Right-ta-Laft
[ ] Restar Page Mumber at . ]

() Left-to-Right Cancel

You need a page full oftextto properly use columns.

The above columns were created with the sewttings shown in the above dialog.

Columns pd
Optionz Crientation
Number af Columnz 1 (®) Portrait
Space between Colurmne | .50 () Landscape
Text Flow

Start Section on New Page (®) Defaul

(") Right-ta-Left
[ ] Restart Page Mumnber at ]

':___:' LEft'tD'nght Cancel

To insert columns:
e Choose SelectAll from the Editmenu or press Ctrl+A to highlight your text
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Choose Columns from the Insert menu.
Type the number of columns in the Columns.
Type the space between columns.

Click the Portraitor Landscape option.

Click Start Section on New Page ifdesired.
Selectthe textflow if desired.

Click OK

Restart page numbers if page numbers have beeninserted.

You caninserta Column Break to force text onto the nexttextcolumn.

Note:
This option is available in the Page View only.

Related Topics

Insert Breaks
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13 Table

13.1 Overview

Working with tables

Tables letyou organize data in rows and columns of cells. Tables can contain textor graphics and can
be formatted. You can use tables to presentlists, schedules, financial data, comparisons, and
summaries.

The help topics are:
Create Table

Insert Row

Insert Column

Split Cell

Merge Cells
Delete Cells

Table Row Alignment
Cell Border

Cell Border Color
Cell Fill Color

Cell Fill Shading
Show Grid Lines

Note:
Tables canonly be seenin Page View mode.

13.2 Create Table

Youcaninserta newtable in the document.

This option is available only in the Page View. In the Draft View, the table structure is notvisible.

MNew Table

Optiong

MNumber of Rows: 3

Mumber of Columns: | 2

To create a new table:

e Choose Create Table from the Table menu.

e Type the number of Rows and Columns you need.
e Click OK.

The editor initially creates the width of the editor cells of equal width. You can change the cell width
by dragging the cell borders using the mouse.

To do so:
¢ Position the mouse on an edge until the cursor changes to a cross hair
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¢ Press the leftmouse button
e Drag the edge leftorright to re-size the table borders

Related Topics
Insert Row
Insert Column

Split Cell

Merge Cells
Delete Cells

Table Row Alignment
Cell Border

Cell Border Color
Cell Fill Color

Cell Fill Shading
Show Grid Lines

13.3 Insert Row

Use this option to inserta new row before the currenttable row.
Inserta new Row either above an existing row (Precede Row) or atthe end of the table (Append
Row)

To Inserta Row above an existing one:
e Place the cursorin the row below the one to be inserted
e Choose Insert Row Above from the Insert Row Fly-out menu

To Insert a Row at the end of the table:
e Place yourcursorin any row
e Choose Add Row to Bottom from the Insert Row Fly-out menu

The new table row will have the same number of columns as the currenttable row.

13.4 Insert Column

Inserta Columninto an existing Table.
Inserta new Column either before an existing row (Precede Column) or atthe end of the table
(Append Column)

To Inserta Column before an existing one:
e Place the cursorin the column before where the insertion should take place
e Choose Insert Column Leftfrom the Insert Column Fly-out menu.

To Insert a Column atthe end of the table:
e Place yourcursorinany column
e Choose Add Column to End from the Insert Column Fly-out menu
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The inserted Column will have the same attributes and the same number of rows as the existing
Table.

13.5 Row Alignment

Use this option to align (justify) the whole table or selected table rows in a document.

Row Alignment
(®) Left Justified
() Certered
() Right Justified
&l Bows in the T able Cemed

To position all rows in a table:

o Place your cursoranywhere in the Table.

Choose Row Alignment from the Table menu.
Click the Left, Center or Right Justified radio button.
Click the All Rows inthe Table check box ON.
Click OK.

The whole table will move either left, center orright.

To position selected cell in a table:

Place your cursorin a row.

Choose Row Alignment from the Table menu.
Click the Left, Center or Right Justified radio button.
Click the All Rows in the Table check box OFF.
Click OK.

Only the selected row will move either left, center or right.

13.6 Split Cell

Use this option to splitthe currenttable cell into two cells of equal width. The entire text of the
original cell is assigned to the first cell. The second cell is created empty.

To do so:
e Place the cursorin the row you wantto split.
e Choose SplitCell from the Table menu.

This will splitthe row into two cells each half the size of the regular row.

13.7 Merge Cells

Use this option to merge together the highlighted cells.

To do so:
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o Highlightthe cells to merge.
e Choose Merge Cells from the Table menu.

The width of the resulting cells is equal to the sum of all merged cells. If the highlighted cells span
more than one table row, this operation creates multiple merged cells each within its row.

13.8 Delete Cells

Use this option to delete the selected cells from the table.

Delete Table Cells

Optionz

(@) Delete Cells

() Delete Columing

() Delete Rows Catcel

To delete a Table Cell:

e Place yourcursorin the cell to delete.

e Choose Delete Cells from the Table menu.
e Click the Delete Cells radio button.

e Click OK.

To delete a Table Column:

Place your cursorin the column to delete.
Choose Delete Cells from the Table menu.
Click the Delete Columns radio button.
Click OK.

To delete a Table Row:

Place your cursorin the row to delete.
Choose Delete Cells from the Table menu.
Click the Delete Rows radio button.

Click OK.

13.9 Cell Border

Use this option to create the borders for the Table orfor selected cells.

Cell Border
Range Border 'width
() &l Cells Top 0
(®) Selected Cells
() Columnz Baottom |10
() Rows Left 10

Cell Text Margin |60 Right 10

Cancel

To create borders for the Table:
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Place your cursoranywhere in the Table.

Choose Cell Shading from the Table menu.

Type a number for the Border Width; Top, Bottom, Leftand Right.
Click OK.

To create a border fora Table Row:

Place your cursorina Row.

e Choose Cell Border from the Table menu.

e Type a number forthe Border Width; Top, Bottom, Leftand Right.
e Click OK.

To create a border fora Table Column:

Place your cursor anywhere in the Table Column.

e Choose Cell Border from the Table menu.

e Type a number forthe Border Width. Do so for Top, Bottom, Leftand Right.
e Click OK.

Note:
A border width of 2 will show borders but might not printthem. A border width of 10 would probably
be better for printing.

13.10 Cell Border Color

Setthe border colors fortable cells.

Cell Border Color
Range Barder Calar
'::;:' All Cellz Top... Battarn...
(@) Selected Cell: :
() Columns Left... Right... ok
|:.-.:| H
) Rows Al Cancel
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Color

m
a
]
0
%]
=N
=]
I

EEENTT
Il EEEEEN
TTH EEEET
I TTHENENRE
‘1H HEEENT

EEEN 1]
‘10 THEEEF

m colors:

=]

NN EEEEET

Define Custom Colars =3

| 0K || Cancel |

4
Hue: Red: EI
Sat: EI Green: EI
ColoriSolid Lum: EI Blue: EI

Add to Custom Colors |

Border colorcan be set for:
1. AllCells

2. Selected Cells

3. Rows

4. Columns

To setborder colors:

¢ Putthe cursorin the Table cell whose borders you wantto color (anywhere for all cells).
e Choose Cell Border Color from the Table Menu.

¢ Click on the border button to color (Top, Bottom, Left, Rightor All)

e Choose a color from the Color Dialog and click OK.

¢ Click OK.

Every table cell can have a border of a different color.

Note:

Before setting table cell colors you should setthe Table border width.

13.11 Cell Color

Use this option to fill color the selected Table Cells.
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Cell Color
R ange
() &)l Cells
(®) Selected el
() Columns
O Raws
Color
Basic colors:
HTE NN
HM TETFENEN
EREEEENEEN
ENEEEEEN
EEEEEEEN
EEENETE
Custom colors:
4
HEEEEEEEN welisd]  Redld |
HEEEEET T
Sat:EI Green:EI
Define Custom Colors =3 ColoriSolid Lum:EI EIUEZEI
| 0K || Cancel | | Add to Custom Colors |

To setcell color:

Place your cursor anywhere in the Table
Choose Cell Fill Color from the Table menu
Click the All Cells or Selected Cells radio button
Click the Color button

Choose a Colorand click OK

Click OK.

159
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13.12 Cell Shading

Use this option to fill shade the selected Table Cells.

Cell Shading
Range
) A0 Cells () Columng
(® Selected Cell: () Rows

Cancel

Shading Percentage % |10

To shade All Cells:

Place your cursor anywhere in the Table.
Choose Cell Fill Shading from the Table menu.
Click the All Cells radio button.

Type the percentage shading desired.

Click OK.

To shade Selected Cells:

Highlight the cells to be shaded or place your cursorin a cell.

[ ]

e Choose Cell Fill Shading from the Table menu.
e Click the Selected Cells radio button.

e Type the percentage shading desired.

e Click OK.

To shade Columns:

Place your cursor in the column to be shaded.
Choose Cell Fill Shading from the Table menu.
Click the Columns radio button.

Type the percentage shading desired.

Click OK.

To Shade Rows:

Place your cursor in the row to be shaded.
Choose Cell Fill Shading from the Table menu.
Click on the Row radio button.

Type the percentage shading desired.

Click OK.

13.13 Show Grid Lines

Use this option to enable ordisable the display of the table grid lines. The table grid lines are for
display purpose only; they are notdrawn when printing to a printer unless borders have been

created around the cells.

To do so:
¢ Place your cursoranywhere in the Editor.
e Choose Show Grid Lines from the Table menu.
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The Table Grid Lines are either disabled or enabled depending on whether they are shown or not.

Related Topics
Cell Border
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141

14.2

Paragraph Menu

Paragraph Alignment

You can position the cursor anywhere on a line or block oftext and setall paragraph formats for the
currentline or paragraph. You can also highlighta block oflines using.

Mouse: Position the cursor atthe beginning of the block and depress the left button. While the left
button is depressed, drag the mouse to the lastline of the block and release the mouse.
Keystroke: Position the cursor atthe beginning of the block and depress the shiftkey. Now, use the
arrow keys to position the caret on the last character of the block and release the shiftkey.
Normally, you can use any position key in combination with the shift key to advance or shrink the
highlighted area.

Paragraph Alignments are: Left, Center, Right, Justify

Align Left (Normal):

Aligns the textleftand resets all paragraph formats for the current paragraph orforall lines ina
highlighted block of text to the right.

¢ Position the cursoron the line or paragraph to align.

¢ Click the Align Leftbutton or select Align Left from the Paragraph menu.

Align Center:

Centers all lines in the currentparagraph orall lines in a highlighted block of text.
¢ Position the cursoron the line or paragraph to align.

e Choose Center from the Paragraph menu.

Align Right:

Right Aligns all lines in the current paragraph or all lines in a highlighted block of text.
¢ Position the cursoron the line or paragraph to align.

e Choose Align Right from the Paragraph menu.

Justify:

Use this selection to justify the texton both leftand right margins.
¢ Position the cursoron the line or paragraph to align.

e Choose Justify from the Paragraph menu.

Double Line Spacing

Use this selection to double-space all lines in the current paragraph or all lines in a highlighted
block oftext. A double spaced paragraph has a blank line between each textline.

To double space text:
¢ Position the cursoron a line ora paragraph.
e Choose Double Line Spacing from the Paragraph menu.
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14.3 Indents

Paragraph Indents are: Left, Right, hanging

Indent Left:
Use this selection to create a leftindentation for all lines in the currently highlighted block of text.

To apply:
e Place the cursoron the paragraphs you wantto indent.
e Choose Indent Leftfrom the Paragraph menu.

Indent Right:
Use this selection to create a rightindentation for all lines in the current paragraph orforall lines ina
highlighted block of text.

To apply:
e Place the cursoron the paragraphs you wantto indent.
e Choose IndentRightfrom the Paragraph menu.

Hanging Indent:
Use this selection to create a hanging indentation for all highlighted paragraphs in the document.
Hanging Indentation indents all lines after the firstline in a paragraph to the right.

To apply:
e Place the cursoron the paragraphs you wantto indent.
e Choose Hanging Indentfrom the Paragraph menu

Note:
The successive use ofthese option increases the amount of indentation.
You canalso indenta paragraph using the Ruler.

Related Topics
Ruler

14.4 Paragraph Border & Shading

Paragraph Border & Shading allows you to create borders around the paragraphs and specify
shading for the paragraph. The example below shows a Thick Frame Border Top, Bottom, Letft,
Rightand Shading of 10%.

Paragraph Border & Shading X
Sides Type
Top [ ] Double Frame
Baottom Thick Frame
Right Shading % |10 Cor]
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[The top line of the border is placed beneath the top of the first line. The bottom line of the border is placed above the bottom
of the last line. Create a blank line at the top and bottom if you need additional clearance at the top or bottom. The left line

of the border is placed before the left indentation for the paragraph. Therefore, the left side may not be visible for the paragraph
with no left indentation. The right line of the border is placed after the right indentation. Therefore, the right side may not be
|visib|e for the paragraph where the right margin extends up to or beyond the width of the wind.

You candraw all four sides ofthe border, or you can draw only the selected sides. Additional two
options allow you to selectthick and double lined borders. The shading is specified as a
percentage value.

When two or more contiguous paragraphs have identical paragraph formatting parameters, a
single borderis drawn to enclose all such contiguous paragraphs.

The top line of the borderis placed beneath the top of the firstline. The bottom line of the borderis
placed above the bottom of the lastline. Create a blank line atthe top and bottom if you need
additional clearance atthe top or bottom. The leftline ofthe borderis placed before the left
indentation for the paragraph. Therefore, the left side may notbe visible for the paragraph with no
leftindentation. The rightline ofthe borderis placed after the rightindentation. Therefore, the right
side may notbe visible for the paragraph where the right margin extends up to or beyond the width
of the wind.

To make a border:
e Place the cursorona paragraph.

e Choose Paragraph Borderand Shading from the Paragraph menu.

¢ Click the sides you wantthe borderto be drawn on.

e Single Frame is Default. Click Double Frame or Thick Frame if needed.

e Type the amount of shading in the Shading box.

e Click OK.

Note:

A single borderis drawn if Double Frame or Thick Frame are left unchecked.

To reverse the border or eliminate the shading, follow the above justuncheck all checked boxes.
Type a zero (0) in the shading box to undo the shading.
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14.5 Paragraph Background Color

This option allows you to color the background of a paragraph as shown below.

Color

E

Basic colors:

-
o

EREE
"TTIL Bl

Custom colors:

il HEEEENEN
T EEEEA
“IH THENER

Im EEEENT
1n THEEEF

| Define Custom Colors ==

| OK || Cancel |

To do so:

e Place the cursoron a paragraph.
e Choose Paragraph Color from the Paragraph menu.
e Click a color.
e Click OK.

This option allows you to setspacing before and after a paragraph as well as line spacing.

Settings are:

e Space before a paragraph
e Space aftera paragraph

e Line spaces

Line Spacing is:

e Single (single lines)
e 15Lines (11/2lines)

e Double (Double lines)

14.6 Line and Paragraph Spacing

165
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o Atleast (Specify the space betweenlines. 20 Points equal approximately 2 lines, 30 points 3
lines and so forth)

o Exactly (Specify the space betweenlines. 20 Points equal approximately 2 lines, 30 points 3
lines and so forth)

e Multiple (1.0is 1line, 2.0is 2lines, 3.0is 3 lines and so forth)

Note:
Spaces before and Spaces after Paragraph musthave a value of zero or greater.

Line and Paragraph Spacing “
Options
Space before Paragraph 1]
Space after Paragraph 2 _
s

Line Spacing | W

Single Cancel

1.5 Lines

Af least

E nacty

Fultiple

To setParagraph Spacing:

o Position the cursorona paragraph or highlighta paragraph.

e Choose Line and Paragraph Spacing from the Paragraph menu.
e Type a numberinthe Space Before Paragraph box.

o Type a numberinthe Space After Paragraph box.

o Selectthe Line Spaces from the drop-down box.

To setlLine Spacing:

o Position the cursorona paragraph or highlighta paragraph.

e Choose Line and Paragraph Spacing from the Paragraph menu.
o Selectthe Line Spaces from the drop-down box.

14.7 Set and Clear Tabs

InfoRecall supports left, right, center and decimal tab stop. The tab stops can be setfor the current
paragraph orall lines in a highlighted block of text.

Tab Position
Tab position in lnches |8 W
Tab Type Tab Leader
(@) Left (@) Mone
) Right ) Dots
':;:;:' Center l::::l Hypheng
() Decimal ) Underling Cancel

To seta tab:
¢ Position the cursoron a line ora paragraph.
e Choose SetTab from the Paragraph menu.
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Type a tab stop positionininches orcentimeters.
Click Left, Right, Center or Decimal.

Click None, Dots, Hyphens or Underline.

Click OK.

To clear a tab:

Position the cursoron a line ora paragraph.

e Choose Clear Tab from the Paragraph menu.

¢ Click the tab to clear. The listholds all tabs ininches.
e Click the Clear button.

To clear all tabs:
e Position the cursoron the a line ora paragraph.
e Choose ClearAll Tab from the Paragraph menu

14.8 Strip Paragraph Marks

When pasting text copied from various sources into InfoRecall, the resulting paragraph formatting is
often wrong.

Paragraph marks (), where there shouldn’tbe any, break up the flow of sentences and make the
textlook outof place.
Also, words are sometimes separated by double or multiple spaces.

Strip Paragraph Marks strips the paragraph marks and multiple spaces to make your sentences
and paragraphs look rightagain.

To do so:

¢ Highlighta paragraph

e Choose Strip Paragraph Marks from the Paragraph menu
o Highlight other paragraphs and repeat

Note:
Strip Paragraph Marks performs a double function. It strips the paragraph marks from a paragraph
and reduces double spaces to a single spaces.

Related Topics
View Paragraph Marks
Strip Extra Spaces

14.9 Strip Extra Spaces

When pasting textinto InfoRecall thatis copied from various Internet sources the resulting
sentences often have words that are separated by a more than one space.

You can strip the unwanted spaces to single spaces between words.
To do so:

¢ Highlight the textto strip
e Choose Strip Extra Spaces from the Paragraph menu
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Strip Extra Spaces does notstrip Paragraph Marks or any other character. It only reduces multiple

spaces to single spaces between words.

Related Topics
View Paragraph Marks
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15 Search Menu

15.1 Search Document Tree

There are two ways to find a Documentin the Document Tree.
1. Approximate matches

2. Exactmatch (Match Whole Word Only).

The defaultis the approximate match.

Search Document Tree

Find what: Find Next

[ Match whole word onty

To search the Tree:

e Choose Search Document Tree from the Search menu.
o Type the search criteria into the dialog box.

e Check off Match Whole Word Only for an exact match.

e Click Find Next

Note:
Search Document Tree is not case sensitive, The Search Criteria can be a partial name or a full
name if you're looking for an exact match. InfoRecall will find the name and display the document.

Shortcut:

o Click anywhere on the Document List.

e Press a letter key.

InfoRecall will display the first document that starts with that letter.

15.2 Search InfoRecall Files

InfoRecall ties all Files and Documents together through its powerful search engine. With InfoRecall
you can quickly find a word, a group of words, numbers, phrases and dates.
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Search InfoRecall Files x

Search Tupe Search Key 1

) Marmal enterprize W

() Fuzzy Search Key 2 O

@ And buziness W ‘
ar Search Options Search Keys

U IF Mot File Index W

) Humb Search Document Mames Laad Search Keys

L ARETRe [ Match Whols ‘ward Orly

(i Dates First b atch each Document Save Search Keys

[ 5earch Current File Orly Cancel

Searching enables you to find any information, atany time, regardless of what InfoRecall File itwas
saved to. InfoRecall looks for the search key(s) in both the document names as well as in the
documenttextin Files located in the current Data Folder.

InfoRecall can do Normal, Exact, Fuzzy and Boolean (AND, OR, IF NOT) searches.

To make searches even faster, InfoRecall allows you to build and use File Indexes. An index
search is the fastestway to search for something in Files thatyou have grouped as anindex.

You can also save all the search keys that were used and keptin the Search Keys Listand load
them nexttime to use them overagain.

Default Search Settings are:
Default Search Type
1. Normal

Default Search Options
1. Search DocumentNames
2. Firstmatch each Document

Note:

InfoRecall remembers the Search Options of your last search and sets them thatway on your next
search. InfoRecall will temporarily switch the Search Current File Only Setting offifa search is
performed without a File being open.

To Search:
You can highlighta word or a phrase in an InfoRecall documentand it will display as the search
parameterin Search Key 1in the Search dialog. No typing necessary!

Choose Search InfoRecall Files from the Search menu

Type the search parameterin Search Key 1 and Search Key 2

Click Search Document Names to display document names that match the search criteria
Click Match Whole Word Only to search for an exact match

Click First Match each Document Only for a faster search

Click Search Current File Only to search to the currently open File only

To search grouped Files only click the arrow to the right of the Select File Index drop-down box

to selecta group
e Click the Search button
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Note:
First Match each Document Only finds the first match of your search key in each document then
goes to the nextdocument. This speeds up your search.

The HitList will appear after you click the Search Button and will add the hits as they occur. The Hits
are shown in the context of about 80 characters to give you a better feel of what the hits look like.
The Hit Listwill also show you how many Files have been searched, the accumulated File size and
the total number of hits.

Viewing Hits:

Double click on a Hitor press the Enter key or click on the View Hit button.

The HitList will disappear and InfoRecall will open the File and the document where the hit
occurred and highlightit.

Viewing the Hits again:
Choose View Hit List the search menu to access it.
The HitList for the currentsearch can be accessed as many times as you wantto.

Related Topics

Hit List

Search Types & Options
Build File Index

Using File Index

Search Keys List

Using Search Keys

Save Keys

Load Keys
LTD Search

15.3 Search Types & Options

The search engine in InfoRecall is very powerful and flexible. It supports many differenttypes of
searches like Normal, Exact, Fuzzy and Boolean (AND, OR, IF NOT) searches.

To make searches even faster, InfoRecall allows you to build and use File Indexes. Anindex
search is the fastestway to find something, because itbypasses all other Files and searches only
those Files thatare inthe index.

Related Topics
Normal

Fuzzy

Boolean (AND, OR, IF NOT)
Numbers

Dates

Using File Index
File Index

Search Keys List
Using Search Keys
Save Search Keys
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Load Search Keys
15.4 Normal Search

This type searches fora word, a phrase ora single block oftextin a File. This is the mostcommon
of the search types and uses a single search key. Itfinds all occurrences ofthe search key ina
File. Ifthe search key is a word, InfoRecall will look for it either as a whole word oras a part
contained within another word.

To Search Normal:

e Click Normal search option.

e Type the searchword or phrase in the Search Key 1.
¢ Click the Search button.

Note:
To limitthe search to whole words only, select Match Whole Words Only.

15.5 Fuzzy Search

Fuzzy searching is a word search that compares two words for a similar phonetic sound match. The
typical use fora Fuzzy Searchis to find a name or a word when the exactspelling is not known. The
match returned from the search is a phonetic representation of the word being searched for.

To do a Fuzzy Search:

e Click Fuzzy option.

e Type the search word or phrase in Search Key 1.
¢ Click the Search button.

15.6 Boolean (AND, OR, IF NOT) Search

When you connectyour search terms with the words "AND","OR" "IF NOT" you are asking InfoRecall
to combine your search terms in specific ways to narrow or broaden your search. These words are
called Boolean Operators.

And:

This type searches your Files using two search keys. Both search keys mustbe found for the
search to be successful. Forexample, suppose you are a manager and would like to isolate all
documents thatmention SALES and WIDGETS together. Do the following:

Leave Normal search option on.

Type SALES in Search Key 1

Click And option. Type WIDGETS in Search Key 2.
Click the Search button.

Or:

This type searches your Files using two search keys. Only one search key mustbe found for the
search to be successful. Suppose you are in Real Estate and you wantto find all documents
pertaining to some features ofa property, say a Swimming pool or Sauna. You do the following:

Leave the Normal search option on.
Type Swimming poolin Search Key 1.
Click Or option.

Type Sauna in Search Key 2.
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e Click the Search button.

If Not:

This type searches your Files using two search keys. The search is successful if the first search
key is found in a documentthatdoes notcontain the second search Key. Forexample, imagine that
you are a Sales person who maintains InfoRecall Files containing all California retailers who sell
your Widgets or similar competitive products. You wantto call all retailers in Los Angeles except
those who already carry your product. To produce this contactlist, do the following:

Leave the Normal search option on.
Type Los Angeles in Search key 1.
Click If Notoption.

Type Widgets in Search key 2.
Click the Search button.

15.7 Numbers Search

With InfoRecall you can search Files that contain numbers.

Fourtypes of searches are supported:
1. Single numbers (=)
2. Greaterthan (>)
3. Lessthan (<)
4. Between numbers

You can search for a number with the Normal search however if the numberincludes a comma ora
space delimiters, signs and decimal points then the Normal search will notfind it.

Examples:

Search for $17,500:

e Leave Normal search option on.
e Type =17500in Search Key 1.

e Click Numbers option

¢ Click the Search button

Search for less than 500:

e Leave Normal search option on.
e Type <500in Search Key 1.

e Click Numbers option

¢ Click the Search button.

Search for greater than 500:

e Leave Normal search option on.
e Type >500in Search Key 1.

e Click Numbers option

¢ Click the Search button.

Find all numbers between 100 and 5500:
e Leave Normal search option on.
e Type 100in Search Key 1.
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e Click Numbers option
e Type 5500in Search Key 2.
¢ Click the Search button.

Numeric formats caninclude comma and space delimiters, signs and decimal points (forinstance
$17,500.00 will be recognized as 17500.

15.8 Dates Search

As a manager, a certain meeting requires thatyou bring a copy ofall notes and memos dated
February 1, 2001 through March 31, 2002 to the meeting.

Do the following:

e Leave Normal search option on.

Type February/1/2001 in Search Key 1.
Click Date option.

Type Mar./31/2002 in Search Key 2..
Click the Search button.

Note: (The earliestdate mustgo first)

Date formats conform to the Windows international default. English month names are also
supported (either three letter abbreviation or complete month name).

Date formats are interchangeable. InfoRecall will interpret 2/2/2000 the same as Feb. 2, 2000 or
February 2,2000.

Date Formats

013152000 01-31-2000 31-Jan-2000 [ Jan 31, 2000 Jan/31/2000
31 Jaruary 2000 | Jan 31 2000 31 Jan 2000 [ Jan 31. 2000 Jan 31, 2000
Jarmary 31 2000 | Januwary 31, 2000 | 31-1-2000 2000-01-31 200041431

Month/Day order as setby Control Panel, Regional Settings, Date.
Year should be as 2000, four digits should be used for the year.

15.9 Search Keys List

InfoRecall keeps a listof Search Keys during a search session for both Search Key 1 and Search
Key 2. This enables you to use them again and again without having to type them anew every time
youdo a search. ltalso keeps you informed as to what Search Keys you have used in the current
search session. Every time you perform a search the Search Keys are putinto the list. To see the
listjustclick on the down arrow at the right side ofthe Search Keys fields.

The Search Key Listis temporary for as long as you have InfoRecall active the Search Key will be
in the list, when you exit InfoRecall the Search Keys are deleted and the list will be empty.
However, you can save the Search Keys; so thatthey will be available to you any time you perform
a search.

This is an extremely useful feature if you repeatedly conduct searches that use the same Search
Keys.
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Search InfoRecall Files
Search Type Search Key 1
) Mormal average age of buzi
: B average age of business mem
i) Fuzzy lary's phone number
Laser Surgery
(@ And wirtual control
o warking zimulation
ar Search Options
(1 Mot File Index W
& (s Search Docurnent Mames
o HHIRELE [ Match Whols ward Drly
(I Dates Firzt Match each Docurnent
[ ] 5earch Current File Orly

Load Search Keps

Save Search Keps

LCancel

There are three ways to make a list:

Type & Save

e Type a Search Key inthe Search Key field
e Click the Save Search Key button

e Type a name in the Save dialog

¢ Click Save

Collect & Save

Make all the searches you need
e Click the Save Search Key button
e Type a name inthe Save dialog
e Click Save

Manual

¢ Activate a texteditor.

e Type a SearchKey and press ENTER.

e Type another Search Key and press ENTER.
e Repeatuntil you have finished your list.

e Save

e Modify the listas above

Note:

Do notchange directory. The Search Key mustbe in the directory shown to be useful.

The Search Key files are in the in the same Directory Folder as your Data Files.

The search words for Search Key 2, if used, are automatically saved along with the search words

for Search Key 1.

Whether one File ortwo Files are made depends on whether there were keywords in one orboth

the keyword fields.

File extension for Search Key 1 is: key
File extension for Search Key 2 is: kex
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Related Topics
Using the Search Keys

15.10 Using the Search Keys

Whether you have loaded a Search Key Listor you have been accumulating Search Keys through
a search, the Search Keys are always available for use.

Using a Search Key listenables you to use Search Keys again and again without having to type
them anew every time you do a search.

To Load Search Keys:

¢ Click Load Search Keys button.

¢ Click a key name in the Open Search Key dialog.
e Click Open

The Search Keys are now loaded into the Search Keys drop-down boxes.
InfoRecall automatically loads the search words for Search Key 2 along with Search Key 1ifsome
were used when the search keys were saved.

Search InfoRecall Files pod
Search Tupe Search Fep 1
(I Marmal
) average age of buziness mem
() Fuzzy larmy's phione nurmber
Lazer Surgery ®
® fnd wirtial control
o working gimulation
or Search Options Search keys
() If Nat File Inde= W
. Search Document Mames Load Search Keys
) Mumbers
[ Match whole Word Orly
(I Dates First M atch each Document Save Search Keps
[ 5earch Current File Dby Cancel

To use them:

¢ Click the down arrow on the Search Key Drop-down box
¢ Click on a Search Key.

e Perform yoursearch.

Related Topics
Search Key List

15.11 Build Search Index

Anindex search is the fastestway to search only those Files thatare appropriate to your search.
With an Index Search, InfoRecall does nothave to search through all of your Files to find whatyou
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are looking for but only searches those Files thatare material to your search.

This feature becomes quite importantwhen you have a great number of Files, some of whom are
related.
Before you cando anindex search, you mustfirstbuild an index.

Building an Index:

[ata Filez Files for Index Existing Indexes
Photo Business Plan S 110 Bloor Street Business
Phatagraph 3 Pk Customers
Prograriming S amples Motes Link, Lawyers
nmin Promations for InfoRecall YC Code
{ i Real Estate
Recycle Bin
Fecycle File
Fequs
Rent a Cader
Resellers _
Sales Letter
Sample File
Save

Science & Phpsics Dielete

Sergey "

[N JN

Cancel

e Choose Build Search Index from the Search menu

e Click New

e Selectone ormore Files in the InfoRecall Files Listfor yourindex

e Click the arrow -->to move the selected InfoRecall Files to the Files for Index list
e Click Save

e Type a name foryourIndexin the Save As dialog box

e Click Save

The Indexis now saved and shown in the Existing Indexes List
The Index will be available for your use nexttime you perform a search

Viewing an Index:

[ata Files Files for Index Existing Indexes

110 Bloor Steet - Harald Miman Business
130 Carlton Lawwers - Separation Cuztomers

15000 Useful Phraszes Legal Contracts av

2007 ukon Denali

Eth Gebirgs Division

A Serap File

3|
Accounting Terms
[

Address Book

Air Guns BB

Allstream

Appaintrients & Things to Do
Atoric Mail Sender

Banrer Exchange Save
BB Air Gun
Buginess Delete
Cars v

[l PRI, gy

Cancel

© 1994-2016 Phantech Software Inc.



178 InfoRecall

You can view the contents of an Index

e Choose Build Search Index from the Search menu

e Click onanIndexin the Existing Indexes List

The contents of the Index will be listed in the Files for Index List

Adding to an Index:

Choose Build Search Index from the Search menu

Click onan Indexin the Existing Indexes List

The contents of the Index will be listed in the Files for Index List
Selectone or more Files in the InfoRecall Files List

Click the -> button to add the File to the Files for Index List
Click Save

Deleting from an Index:

Choose Build Search Index from the Search menu

Click onan Indexin the Existing Indexes List

The contents of the Index will be listed in the Files for Index List
Selectone or more Files in the InfoRecall Files List

Click the <- button to remove the File from the Files for Index List
Click Save

Deleting an Index:

e Choose Build Search Index from the Search menu
e Click onanIndexin the Existing Indexes Listbox

o Click Delete or press the Del key

Note:
The Indexfiles are in the in the appropriate Source Folder. Each Source Folder can have its own
Index.

Related Topics
Using File Index

15.12 Using File Index

An Index search is the fastest way to search multiple Files because Search won't waste time
searching all your Files. It only searches Files thatwere grouped as an Index. This is very useful if
you have several sets ofrelated Files.

The File Index drop-down box in the Search Files dialog box lists all the indexes thatwere
previously builtby you. It offers a quick way to selectanindex for a search. The top of the File Index
boxis word "No Index" meaning thatno index is selected.
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Search InfoRecall Files oo
Search Type Search Key 1
@ Normal loupi W
() Fuzay Search Key 2 O
() &nd ®
ar Search Options Search Keys
U IF Mot File: |nd=x | v
o Business Load Search Keys
() Mumbers ELL
ile Index
() Dates Lavwyers Save Search Keps
- W[ Code
Bl LI | S Oy LCancel

How to use an Index:

Normal or Fuzzy Search
e Choose Search InfoRecall Files form the Search menu.
e Type a search words into Search Key 1

e Click a Search Type (Normal, Fuzzy)

e Click the arrow ofthe Index drop-down box.

e Click anIndex.

e Click the Search button.

Boolean Search

Choose Search InfoRecall Files form the Search menu.
Type a search words into Search Key 1

Click a Search Type (And, Or, If Not, Numbers, Dates)
Type a search words into Search Key 2

Click the arrow of the Index drop-down box.

Click an Index.

Click the Search button.

Note:
The selected File Index name will show on top of the Index drop-down box To deselectanindex
simply choose anotherindex or click on the word "No Index"

Related Topics
Build a File Index

15.13 Next Hit F3

After Search InfoRecall Files was performed and hits were made, choosing this menu item will take
you to the next hit.

Shortcut:
F3
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15.14 Previous Hit

After Search InfoRecall Files was performed and hits were made, choosing this menu item will take
you to the previous hit.

Shortcut:
F4

15.15 View Hit List

The HitListis always shown when performing a search.

The Hit List will show all the hits found as well as the File and Documentthat the hitis associated
with.

Hits are shown in the context ofabout 100 characters to give you a better feel of what the hits look
like. First shown are 50 characters then the >>Hit followed by another 50 characters.

The search was for "state" in the below example. Since "Match Whole Word only" wasn'tused,
every word that contains "state" was considered a hitand putinto the Hit List.

If Include Document Name was selected then If a Hit matches a Document Name, the Hit List will
show the phrase: - Document Name - in the Hits column.

E Hit List - Source Folder: C:\infoRecallData X
Hits
File Mame Document Name Hits &~
InfoRecall \Web Site Diselaimer Statemnent Phantech Software Inc Disclaimer 3> Statement  To the user Phantech Software does
Information [sicher] Aeroplan ance: 273,91910 Aeroplan Number: 515 025 9971 »>Statement Date: May 7, 201010 ~@HEE" )
Jennifer Orientation include  Company history  Company Mission >> statement  The goals of the company  Their compe
Jennifer Qrientation ontributed to it's success. The companys mission »>statement is of particular importance because it
Jennifer Rethorical Device ther wards it required  na answer. & rhetorical > > statement iz one that requires no reply because th
Jennifer Rethorical Device the truth or an answer but wizhes only to make a »>statement for effect. For instance: [How do you i
Jennifer Rethorical Device eit They are flooded daily with thousands of >3 statements demanding agreement or acceptance which
Jim Ramesauer Job Duties entz Account administration  Rewview custodian >>statements  Reconciling year end statements  Fil
Jim Ramsauer Job Duties view custodian statements  Reconciling vear end »>statements Filing  ~"WE@HE%28)-+|=-TeCfht ‘
Lavwers - Separation Lingwer to letter from Epstein - June 24 L'l check it out, To provide credit card >>statements for the last bwo years is crazy. Whatey
Legal Contracts Employment Agreement the entire agreement between the parties and no > > statement, promises., of inducement made by any par
Medical APRICOT SEEDS 00000000  disclaimer I This »>statement &/or products have not been approved by
Microzoft Office 2013 OutLoak 2013 MSFT*MICROSOFTSTORE on your credit card billing » »statementD 10 Note: If wour order containg do
Mow You Know 1946 Saviet Policy ign  Ministers yesterday [July 10) ta defiver a >>statement on the Soviet Union's policy toward Gem

Phata Business Plan Letter 2 - Increase your Income ngs and Meetings and Phatos For &nnual Financial »>Statements  As \Well As Industial Photography.
Phato Buginess Plan Letter 3 - lrvin Poglums ngs and Mestings and Photos For Annual Financial »> Statements As well Az Industrial Phatography.
Pt Upgrade February 16, 2006 d by credit card, the charge will sppear an pour »>statement as "cardquerny. com'' lc e )
Programming S amples Motes Links  § disk spanning 0 add. Allyouneedtodo iz add & switch case »>statement for the C4_NEW_DISKETTE and CX_NE...
Resellers Sales Agreement ty of sales shall be provided with the  monthly > statement. Individually identifiable information
Stories Jews e the world Los Angeles. said Mahathir has uzed anti- srael » > statements in the past to prove he's tough on the
Stories There is a revolution brewing arby.  Often the event is followed by a shocked »» statement from the person near you followed by a g Open
The School of Hard Knocks Chapter 7 andingly from it.  Mote the sweeping, positive »>statements of the young person.  Mote the cautio
The School of Hard Knocks Chapter 7 the young person. Mote the cautious, specific »>statements of the person wha has ived long in thi Hew Search
The School of Hard Knocks Chapter 7 progress from the sweeping, positive, wholesale »»statements we have not proved, to the cautious, sp LOT Search
The School of Hard Enocks Chapter 7 ts we have not praved, to the cautious, specific > »statements we have proved.  Tuning the Stings o
YC Code Comma Inserter nCount;  intnPosiion=0; A the if >>statements tell the computerw /¢ heret Stop Search
WC Code Searching a Substring "Within a Sting replace operations can be combined into a single » >statement: phrase.replace(phrase find(sought -
WC Code Startup in minmized mode ‘g marimized state, and we modify the Showtwindow » > statement to use 5W_M&XIMIZE, we observe . Eoptinue
‘Words & Terms Resile eile]  Pullout from an agreement, contract, > s statement, ete. "The landlord cannot resile from R
Wwiniters Style Guide Other Moung Brokers too. Legg Mason \Wood Walk iz prepaning a »»statement. Awoid - stockbrokers Fuiman Selz k. =
YanZi Zeng Towhom It May Concern tacts, websites, email corespondence. financial > > statements, etc. Up to date, the total number of w Print List
YanZi Zeng TowWhom It May Concem-Rew/ritten websites, email corespondence, and financial »» statements. The number of words translated from Ch

hd Ligt Font
< >

List Color
‘ CAlnfoRecalhDatahyillin vang. dat | Mumber of Files: 128 Total Files Size: 126,558 Kb Mumber of Hits: 53 LCancel

The HitList for the currentsearch can be accessed as many times as you wantto.
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Hits are keptin memory so thatyou can see them anytime you want to without having to perform the
same search overagain.

Hits are retained until another search is made.

InfoRecall remembers the lastdocument viewed and will highlightit nexttime you access the Hit
List so that you will know where you have left off.

Right click the right mouse button to getthe pop-up menu.

To Access the Hit List:
e Choose View Hit List the search menu.

Viewing Hits:

e Double click a hitor press Enter.

or

e Choose Open from the Pop-up Menu.

The HitList will disappear and InfoRecall will open the File and the document where the hit
occurred and highlightit.

To Sort Hit List:
e Click ona Column Header to sortthe items in that column.

Print Hit List:
Prints the Hit List.

Prints a list of Hits as shown in the Hit List. You can printa partial list or the whole list.

To printa partial list:
e SelectFiles.
e Click the Print List button.

To print the whole list:
¢ Click the Print List button.
InfoRecall tells you how many pages it will take to printthe listand asks you whether to proceed.

Related Topics
Print

Print Margins

Re-size Hit List Dialog Window

You canre-size the Hit List Dialog to make itlagerorsmaller.

InfoRecall will remember the new size as well as the last position. Every time Hit Listis used it will
startin the lastused position and size.

To Re-size:
o Position the cursoratan edge and when the cursor turns into an arrow press the mouse button
and drag to re-size.

Drag a dialog any position on the screen
¢ Place the mouse ontop ofthe dialog
e Drag itto where you wantit
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Cancel

=

|

I Re-size North/South
+—+ R-esize East/West

" R-esize North West/South East

Related Topics

Print Hit List
Hit List Font
Hit List Color

Stop/End &Continue Search

LTD Search

15.16 Print Hit List

Prints a list of hits as shown in the Hit List. You can printa partial list or the whole list.

To printa partial list:
e SelectFiles.
e Click the Print List button.

To print the whole list:
¢ Click the Print List button.
InfoRecall tells you how many pages it will take to printthe listand asks you whether to proceed.

The printout will look like this:

Search Directory: ChnfoRecall
Search Word: Business
Hits: 33

Clients--=Buildings
the aperation of the business. These assets usually include land

Clients-->VWWorld Flowers Company
In the business of arranging flowers for bithdays, parties, weddings

sample--=Flexible Budget
A business BUDGET predicated upon the variability of costs,

Note:
The firstthree lines are the Data Folder where the Files are located on your Hard Drive, the search

word, the number of hits followed by the File name, the documentname and a line of the document
text showing the hitin context of the document.
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15.17 Save Hit List

Saves the HitListto a textfile thatcan be opened with Notepad orany other editor.

To save the Hit List:

¢ Click the Save Listbutton

e Selecta Folderto printto in the Save indialog
e Type a name for the save in the File name box
¢ Click Save

The Save List will look like this:

=l Hit List for -state-.txt - Notepad
File Edit Format WView Help

Harch B2, 2813 18:14:58 AM
Search Folder: H:%ZInfoRecall Files‘\InfoRecall\Data®,
Search Word: state

Hits: 174

File Mame-->Document MName
»»Hit (58 characters preceding Hit, 58 characters following Hit)

118 Bloor Street 1985--:RAeroplan
ance: 273,919 # Aeroplan Number: 515 @25 997 # >>5tatement Date: M

156888 Useful Phrases-->A
inably perwverse  abounding happiness  abridged »»statement  abrog

15888 Useful Phrases--»B
aneful impression  banished silence  barbarous »>statecraft  bare

15888 Useful Phrases--»C
coaxing eloguence  coercive enactment  cogent »>statement  coher

15888 Useful Phrases--»D
olate opinions discordant sounds discredited »>statement discr

15888 Useful Phrases-->H
habitual deference  hackneyed »»statement  hairbreadth difference

15888 Useful Phrases-->»I
ent amenities  innocuous desuetude [desuetude = »>state of disuse

Note:
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The firstthree lines are the Date, the Data Folder where the Files are located on your Hard Drive,
the search word, the number of hits followed by the File name, the documentname and a line of the
document text showing the hitin context of the document.

To open the saved Hit List
e Locate the saved Hit List with your File Explorer
e Double click onitto openit

15.18 Hit List Fonts & Color

Hit List Fonts:
Allows you to change the fonts, the font color as well as font size in the Hit List.

Hit List Color:
Allow you to change the Hit Listbackground color. When you click the List Color button, the color
dialog box will present you with all the colors you need. Choose one you like.

Note:
The listdoes notre-size itselfto a larger fontso keep the font size smaller so thatyou can see the
listclearly.

15.19 Stop, End & Continue Search

Clicking this button stops your search.

After you stop a Search:
e Restartyoursearch any time by clicking on the Continue button.
e End yoursearch by clicking the End Search button.

15.20 LTD Search

LTD (Limited) Search, limits searches to the results shown in the Hit List.

Use the LTD Search feature to search for more specific words within your original search results.
The results ofa LTD Search are a subsetof your original results.
LTD Search targets search results very specifically and weeds outresults you don't need.

To do so:

With the Hit Listdisplayed

e Click LTD Search

e Type yoursearchword

e Choose yoursearch options
o Click Search

When using LTD Search, InfoRecall saves the search results shown in the Hit Listto a temporary file
then limits the search to the file names previously shown in the Hit List.

Related Topics
Search InfoRecall Files
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Hit List

Search Types & Options
Build File Index

Using File Index

Search Keys List

Using Search Keys

Save Keys
Load Keys

15.21 Search Document

This feature will locate a word a phrase or a block oftextin the documentthatis currently displayed.

Search Document
Find *hat:
Direction
Y
[ Match whale waord orly Ersm thie: bop
[ | Match caze ) Do Cermee]
To search:

e Choose Search Document from the Search menu.
e Type yourword or phrase in the Find dialog box
e Click Find Next

Search Options:

Match whole word only
Match case

Search from the Top
Search Up

Search Down

gD =

Related Topics
Search & Replace
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15.22 Search & Replace

You canreplace any occurrence of a word or phrase with another word or phrase orblank space.

Replace
Find what:

Replace with:

Replace
[ ] Match whaole word anlp Feplace in e
[ | Match case U SElectil:lln R
; (LY
Yerify each replace @ whale file Cancel

To Search & Replace:

Choose Search & Replace from the Search menu.

Type the word or phrase to replace in the Find Whatbox.
Type the replacementword or phrase in the Replace with box.
Click an option.

Click Find Next.

Click Replace or Replace All.

Options:

1. Match whole word only.

2. Match case.

3. Verify eachreplace.

4. Replace in Selection or Whole File.

Related Topics
Search Document

15.23 Go to aLine Number

Takes youto a certain line ina document.

GoTo
Line

Line Mumber

Cancel

To use this feature:

e Choose Go to Line Number from the Search menu.
e Type the line numberthatyouwantto go to.

e Click OK

The cursor will be positioned atthe beginning of the line you have chosen.
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16 Global Search

16.1 Global Search

The purpose of Global Searchiis to help you to quickly find a word, a group of words, blocks of text,
numbers, phrases ordates from hundreds or thousands of files on your Computer, UBS Flash Drive,

CD's or Network.

E Global Search X
Files View Print
Dirive List Type of Search Search
= C\ Hard Drive - (®) Search for Test in Files [ A
- Search... I
(&) D:\ CD Drive () Search for Files - ' ‘
=3 BN Hard Drive Continue
=3 H:\ Hard Dri
N Han r.|\re File Types Stop e
=3 7\ Hard Drive
v * bt v Mew Search List Font
List Color
Loak In
Cove bt Browse... Cancel
File Mame Hits )
Search for Text in Files X
Search Type Search Kep 1
enterprize W
Search Key 2 O
) ind ®
or Search Options Search Keys
1F Mot File Index
Load Search Keys
() Mumbers
— [t atch whole ‘word Only
") Dates [ First Match each File Save Search Keys
Cancel
v
1 Folder: Files: [ Hits:
A

Two types of searches can be made:

1. SearchforTextin Files
2. Searchfora File

Both searches can use File Names or Wildcard search criteria.

Nothing stays hidden with Global Search!

To Re-size:
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e Position the cursoratan edge and when the cursorturns into an arrow press the mouse button

and drag to re-size.

Drag a dialog any position on the screen
e Place the mouse on top of the dialog

e Drag itto where you wantit

a

]

I Re-size North/South
+—+ R-esize East/West

" R-esize North West/South East

Related Topics
Search for Textin Files
Search for Files

Viewing the Hits

Copy Files
Move Files

Delete Files
Printing the Hit List

16.2 Wildcard File Types

Global Search uses the asterisk (*) as a wildcard characters in searches. File Types can be used
singly orin combination with each other orin combination with wildcard File Types.

When more than one File Types is used they mustbe separated by a semicolon (;).

Wildcard File Type Examples:

File Type Operation
sample.txt Search only txt files with the name of sample
sample.” Search all files with the name of sample, regardless of type

sample.txt; sample doc; sample. sam

Search all txt, doc and sam files with the name of sample

* tut

Search all txt files regardless of name

*txt; Fdoc T sam; . wpd

Search all txt, doc, sam and wpd files regardless of name

*sam.tut

Search only txt files with that start with sam (sam? 2777 tat)

Fgam.txt,"sam. doc; T sam. wpd

Search only txt, doc, wpd files that start with sam (sam?77 77 1xt)

sam®.*

Search all files regardless of type, that start with sam (sam??777.7)

*sam.”

search all files regardless of type, that end with sam (?7777sam.™)

3 * +

sam-.

Search all files regardless of type, where sam occurrs anywhere (79 7sam??.7)

Global Search allows greatflexibility with File Types.
Combine any number or sort of File types to achieve the greatest chance of success the firsttime.

Note:
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File Types are separated by a semicolon when searching for or through multiple file types,
Example: *.txt;*.doc;*.dat

16.3 Changing File Types

Searching all types of Files blindly is very time consuming. It's more efficientand a lotfaster to
choose the types of Files to search by their File extension. Forinstances searching through Files
for text without specifying the File type would search notonly search through text Files such as
ixt, .doc, .wri butalso through .exe Files and all others as well.

File Types

H
* &l ped

* azcini. bat

* brap:® gif * jpg.* phig.*.tga:® pox
* dat;® dbf;” dbt;* ndx

—{* daoc;® dack:* wri -
* hitrn htrnl

* mdb

* mpF mp3 mpd ey
* pdf

..... bt
*lz e

* Ziporar arct lzh

To change File Types:

e Selecta File Type ortype one in the File Type drop-down box.
or

o type one or more file types

Note:
File Types are separated by a semicolon when searching for or through multiple file types,

Example: *.txt;*.doc;*.dat

Related Topics
Search for Textin Files
Search for Files

16.4 Using "Look In" to Search

You don'thave to search through the complete drive to find whatyou need. If you know what Folder
the Files you wantto search are in then use Look Into choose the Folder.

You canchoose to Look Ina Folderregardless of how many Drives are selected. Choose a
different Folder for each of your Drives.

Lok In
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Browse For Folder

Select Folder to Look In

» Visual Studic 2010 2
g Wizard 1
* a System Reserved (G:)
4[5, Local Disk (H:) |
» SRECYCLE.BIM
110 Bloor Streeet
g 130 Carlton
» Al Photgraphy

Adobe Text Layers
AVG Business

4 BarChart2
Birthdays

* C++ File Download

g C++ File Version

Collect Mew Install Files
Config.Msi
*[@ Documents and Settings

Downloaded Fonts

* Downloads W

Make Mew Folder Cancel

To do so:

Selecta Drive.

Click the arrow to the right of the Look In box.
Double click on a folder.

Click OK

16.5 Stopping, Continuing and Starting a New Search

Stopping a Search:
You can stop the search atany time by clicking on the Stop button. Your hits will be preserved and
will be available for viewing.

Continue a Search:

You can continue the search by clicking on the Continue button. You can continue the search with
either the same File extensions or you can choose new File extensions to widen or restrict your
search. The search will continue from the directory itwas in when you clicked Stop.
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You can also continue your search from a different directory and still preserve the hits accumulated
so far.

Starting a New Search:

To starta new search click the New Search button. This will clear all previous finds. The starting
directory will once more be the rootdirectory. You will loose all previous hits when you click the
New Search button!

16.6 Search for Text in Files

Global Search searches all the chosen File types on a specified hard disk, diskette, CD or Network
for Textin Files.. You can search each media, all media atonce, oryou can selecta directory to
search and selectdifferent File types for each media. You can stop the search, restartitorstarta
new search. The search is dynamic. It shows the hits as they happen and keeps you informed on
how many Files ithas searched, the kilobytes of Files processed and the number of hits.

To perform this search:

Choose Global Search from the Search menu

Click the drive(s) to search in the Drive Listbox

Click Search for Textin Files in the Type of Search box

Click the File Types in the Files Types box ortype itin the box
Search your Hard Drive orclick Browse and selecta Folderto search
Click Search

Note:
Typical File types are *.t&xtor *.doc. You can also use File type combinations like: *.txt;*.doc;*.wri or
wildcard types. File extensions mustbe separated by a semicolon (;).

When the Search dialog appears:

Type the search parameterin Search Key 1 and Search Key 2.
Click Match Whole Word Only to search for an exact match.

Click First Match each Document Only for a faster search.

Click a search type (Normal, Fuzzy, And, Or, If Not, Numbers, Dates).
Click Search.

Note:
First Match each Document Only finds the first match of your search key in each File then goes to
the nextFile.

Related Topics

Normal search

Fuzzy search

Boolean (AND, OR, IF NOT) search

Numbers search

Dates search

Wildcard File Types

Changing File Types

Using Look Into Search

Stopping, Continuing and Starting a New Search

Viewing the Hits
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16.7 Search for Files

Global Search searches all the chosen File types on a specified hard disk, diskette, CD or
Network. You can search each media, all media atonce, you can selecta directory to search and
selectdifferent File types for each media. You can stop the search, restartit or starta new search.
The search is dynamic. lt shows the hits as they happen and keeps you informed on how many
Files ithas searched through, the kilobytes of Files processed and the number of hits.

To perform this search:

e Choose Global Search from the Search menu.

Click the drive(s) to search in the Drive Listbox.

Click Search for Files in the Type of Search box..

Click the File Types in the Files Types boxortype itin the box.
Search your Hard Drive orclick Browse and selecta Folderto search.
Click Search.

Note:
Typical File types are *.txtor *.doc. You can also use File type combinations like: *.txt;*.doc;*.wri or
wildcard types. File extensions mustbe separated by a semicolon (;).

Related Topics

Wildcard File Types

Changing File Types

Using Look Into Search

Stopping, Continuing and Starting a New Search

Viewing the Hits
16.8 Viewing the Hits

Ifyou've searched for Files then the list will show you only the File names that meetthe search
criteria.

Ifyou've searched through Files for words or a phrase then the list will show the File name the hit
was found in and the hits as below.

Hits are shown in the context of about 100 characters to give you a better feel of what the hits look
like. First shown are 50 characters then the >>Hit followed by another 50 characters.
The search was for "enterprise" in the below example and four drives were searched.

Click the right mouse button for the pop-pp menu.
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Global Search

Files View Print

Drrive List

CA Hard Drive

(%) D:\ CD Drive

Filz Types

Look In
C:A doc;”. docx: i

Type of Search
®) Search for Text in Files

(_J Search for Files

= daoc;* docs;* wi

Search

Cornpleted

v New Search List Forit
List Color

Browse... Earicel

File Marne

ChProgram Files (x86)\Wicrosoft Visual Studio 8WC#Specifications. ..

Hits
the source file. The example: #define >>Enterprise #if Professional || E

ChAProgram Files (xBB)\WMicrosoft Visual Studio 8WCHESpecifications. ..

#define Enterprise #if Professional || >>Enterprised #define Advanced.

H\DocOrganizer\BarChat\FeleaselDocumentshSelling.doc

ing is bath a logical and an emotional >>enterprise, both left- and right-

H\DocOrganizer\BarChat\FeleasetDocumentshSelling.doc

ang1033trchidbch Selling is a simple »>enterprise. Our collective che

H\DocOrganizet\BarChat\FeleaselDocumentsiSelling.doc

We knowthat selling is a skill-based »>entarprise, and that the mostir

H\DocOrganizer\BarChat\FeleaselDocumentshSelling.doc

e\'87the warl d's leading provider of >>enterprise resource planning (E

HnfoRecall Files\DocOrganizer BarChaRelease\Documents\S. .

ing is both a logical and an emotional >>enterprise, both left- and right-

HInfoRecall Files\DocOrganizer\BarChartRelease\Documentsi3...

ang1033trchidbch Selling is a simple »>enterprise. Our collective che

HhnfoRecall Files\DocOrganizerBarCharRelease\Documentsis...

W'e know that selling is a skill-hased >>enterprise.

HInfoRecall Files\DocOrganizer\BarChartRelease\Documentsi3...

HAOLD_DRINVE_EY1 30 Carlton'Approvals\Repart Form.doc

HAOLD_DRMNE_EYI 30 CarltordApprovals\Report Form.doc

HANOLD_DRINVE_EYI 30 Carlton'Approvals\Report Form.doc

HAOLD_DREMNE_E\DocOrganizedBarChartReleaset\DocumentsiSe. ..

el'87the worl d's leading Open
Forlock »3 ———
P x4 & Fd & £ Bob Cummine
I B F Fortid Move Files...
ing is bath a logical and a Delete Files i:uth left- and right-

HAOLD_DRINE_EYDocOrganizedBarChartRelease\DocumentsiSe...

ang1033trchidbch Selling

HAOLD_DRINVE_EYDocOrganizerd\BarChartRelease\DocumentsiSe. ..

YWe know that selling is a Eenamelbile

;:rﬁdthatthe most ir

HAOLD_DREMNE_E\DocOrganizedBarChartReleaset\DocumentsiSe. .

e\'87the worl d's leading p

HAOLD_DRIVE_EYnfoRecall Files\DocOrganizenBarChartReleas..

HAOLD_DRMNE_EYnfoRecall Files\DocOrganizerBarChatReleas...

HAOLD_DRIMNVE_EYnfoRecall Files\DocOrganizenBarChartFeleas...

HAOLD_DRINME_EYnfoRecall Files\DocOrganizenBarChartReleas..

243130 Carlton\Approvals\Report Form.doc

24130 Carlton'\Approvals\Repart Form.doc

24130 Carlton\Approvals\Report Form.doc

View File
ing is bath a logical and a o poth left- and right-
ang1033trchidbch Selling  Print Hit List
W'e know that selling i.s a List Font ind that the most ir
e\'87the warl d's leading g List Color
Fartlock >3
P Ilx 41 & Fg Exit
0 4 | Fomlock >>Enterprises td ¥4 7 — Title by

PAFETEMNSION Fikdetrn PaintinrtindCont Anmt (2% dne:
£

naties rarrdnn nn sroarata bisiness srenternrises Therefoes the e ¥
>

|Z:\VE CodehC++ Colar FindertCalor Grabber\ColourGrabber 2. docx

| Files: 457 |Kb: 133,447 | Hits: 38

To sort the Hit List:

e Click ona Column Header to sortthe items in that column.

To view a Hit:
e Double click on a hit
or

e Choose Open from the View menu or the Pop-up Menu.

The type of viewer that will be used to view a hitdepends on the File extensions (.doc, .docx, .wri)

and is determined by Windows default settings.

In the case of .doc this could be Microsoft Word for Windows if you have itinstalled or Word Pad.

To the Sort the Hit List:

e Click ona Column Header to sortthe items in that column.

Print Hit List:
Prints the Hit List.
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Prints a list of Hits as shown in the Hit List. You can printa partial list or the whole list.

To printa partial list:
e SelectFiles.
e Click the Print List button.

To print the whole list:
¢ Click the Print List button.
InfoRecall tells you how many pages it will take to printthe listand asks you whether to proceed.

Related Topics
Print

Print Margins

Re-size Hit List Dialog Window

You canre-size the Hit List Dialog to make itlagerorsmaller.

InfoRecall will remember the new size as well as the last position. Every time Hit Listis used it will
startin the lastused position and size.

To Re-size:
¢ Position the cursoratan edge and when the cursor turns into an arrow press the mouse button
and drag to re-size.

Drag a dialog any position on the screen
e Place the mouse ontop ofthe dialog
e Drag itto where you wantit

A

|

I Re-size North/South
+—* R-esize East/West

" R-esize North West/South East

16.9 Copy Files
You can Copy one or more files shown on the Hit List. from your Drives to another folder ordrive.

To do so:

e SelectFiles.

e Choose Copy Files from the File menu

e Selecta file on a drive to copy to in the Browse for Folder dialog
¢ Click the OK button

The selected file(s) will be copied to your chosen file folder.
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16.10 Move Files

You can Move one or more files shown on the Hit List. from your Drives to another folder or drive.

To do so:

e SelectFiles.

e Choose Move Files from the File menu

Selecta file on a drive to move to in the Browse for Folder dialog
Click the OK button

The selected file(s) will be moved to your chosen file folder and deleted from the original file folder.

16.11 Delete Files

You can Delete one or more files shown on the Hit List. from your Drives.

To do so:

e SelectFiles.

e Choose Delete Files from the File menu
e Click Yes on the Delete Files dialog

The file(s) will be deleted from your Drive and removed from the Hit List.

16.12 Rename File

You can Rename a files shown on the Hit List. from your Drives.

To do so:

e Selecta Files.

e Choose Rename File from the File menu or from the pop-up menu

¢ Change the name of the file in the dialog box. Change only the name, leave the file extension as it
is.

¢ Click OKon the Delete Files dialog

Rename File ak

Waforld Lnlock. pdf

Cancel

The file will be renamed on your computer and show the chances on the Hit List.

16.13 Printing the Hit List

Prints a list of hits as shown in the Hit List. You can printa partial list or the whole list.
To printa partial list:

e SelectFiles.

e Choose Print Hit List from the Print Menu

To print the whole list:
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e Choose PrintHit List from the Print Menu

16.14 List Fonts and List Color

List Fonts:
Allows you to change the fonts, the font color as well as font size in the Hit List.

List Color:
Allow you to change the Hit Listbackground color. When you click the List Color button, the color
dialog box will present you with all the colors you need. Choose one you like.

Note:
The listdoes notre-size itselfto a larger fontso keep the font size smaller so thatyou can see the

listclearly.
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17 Templates Menu

17.1 Foreword

Templates

The term template, when used in the context of InfoRecall, refers to a "fill-in-the-blanks" dialog to create
standardized data for an InfoRecall document.

This is often desirable when more than one person enters the same information and a uniform look is
needed.

Address Template

Compary Mame  |'Western Food Products

Contact Mame  |Jahn Wesley Jr.

Address 1 123 Haward Street
Address 2 Dept. 14

City. State, Zip Saranac Lake, WY 12933
Coauntry 1154,

Phone 2135657425

Fax 213 563-89E3

E-mail jrajiEestfoodproduct. com

“Web Address hitp: v westfoodproducts. com

Cancel

Templates are limited only by the users imagination.
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Company Mame

Address Template

Contact M ame Set Dialog Caption
Address 1 Set Dialog Font k
&ddress 2 Right-justify Labels = :
Clu, Shele. T Use label text _
EEVTE) Add Label :
P Add Edit field J
R Add Graphic
E -mail
Modify [tem
YWeb Address g o
Delete ltem Drel

Cancel

Okay

A template can be of any size and contain labels, editfields, graphics and your choice of fonts.

Note:

When Use label textis checked, itis bestto use a monospaced font like Courier New in
InfoRecall so thatthe labels and text from the textfields line up properly.

Other, non-proportional fonts will not show text aligned when this feature is used.

Monospaced Fonts you might have
Courier

Courier New

Fixedsys

Lucida Console

Terminal

Use label text
The textbelow is from a template using label text with InfoRecall setto Arial

Western Food Products
John Wesley Jr.

Company Name:
Contact Name:

Address 1: 123 Haward Street

Address 2: Department 14

City: State: Zip: Saranac Lake, NY 12983
Country: USA

Phone: 213 569-7425

Fax: 213 569-8963

E-mail: wij@westfoodproduct

Web Address: http-/iwww westfoodproduct

The textbelow is from a template using label text with InfoRecall setto a monospaced font like
Courier New
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Company Name:
Contact Name:
Lddre=ss 1:
Lddre=ss 2:

City: State: Zip:
Country:

Phone:

Fax:

E-mail:

Wekb Address:

17.2 New Template

HWestern Food Products

John Wesley Jr.

123 Haward Street
Department 14

Saranac Lake, NY 12583
osh

213 565-T7425

213 565-85%&63
jwjlwestfoodproduct
http://www.westfoodproduct

199

When you choose New from Template menu you will be presented with an empty template dialog
box. Youcan add Labels, Text Boxes and Graphics to a template.

To getthe Template menu:

o Press the right mouse button

Example Template:

Dialog Template

Set Dialog Capticn
Set Dialog Font
Right-justify Labels
Use label text

Add Label
Add Edit field
Add Graphic

Maedify Item

Delete ltermn [e

Ok.ay | Cance

Lets create an example address template to illustrate the design process.
e Choose New from the Templates menu.
An empty dialog box with two buttons (Okay, Cancel) will come up.

How to Re-size a Template:
Place the cursor on the rightedge of the dialog box for width resizing. or on the bottom edge ofthe
dialog box for height resizing. When the cursor turns into arrows, press the left Mouse button and

drag the dialog boxdown or left.

Re-size the Template:

o Re-size the template to suite you.
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1)
2)
3)
4)
5)
6)
7)

Name the Template:

Click the right mouse button to getthe pop-up menus.
e Choose SetDialog Caption from the pop-up menu.
o Type:Telephone Message in the Textfor Caption box.

¢ Click OK

Add ltems

Click OK

Date/Time
From:
Company:
To:
Regarding:
telephone:
Message:

Re-size ltems:

Click the right mouse button to getthe pop-up menus.
Choose Add Label from the pop-up menu.
Type:Name inthe Textfor Label box

Click the right mouse button to getthe pop-up menus again.
Choose Add EditField from the pop-up menu.
RepeatAdd Label and Textfield for:

Click on a ltem eithera Label or Textbox. You'll see a frame around it. Position the cursor on the

rightedge, press the left mouse key and drag the edge to the right.

Re-size the Text Boxes:

Your Template should now look like this:

D ated Tirme:
From:
Company:
Ta

R egarding:
Telephone:

Meszage:

Click on the Name Textbox
e Re-size itto do about 1/4 aninch (.64 cm) from the edge.
¢ Do the same with all the other Textboxes.

¢ Re-size the Textboxes to look like the Template below.

Telephone Message

Cancel
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Save the Template:

e Click the Okay button to save the Template
e Type Address in the File name box.

¢ Click Save.

The template will be saved to your Data Folder and itwill be added as Address to your Templates
menu. Click onitto bring itup for use.

17.3 Set Dialog Caption

This sets the name in the title bar of the template.

Telephone Message

D ate Tirme:
Frarm:
Company: Set the dialog caption
To
Reqarding: Text for caption
Telephone Messagd
Telephone:
Mezzage: DK —

| Okay | | Cancel

To name your template:

Right click the mouse on the template to bring up the menu.
e Click Set Dialog Caption from the menu.

e Type the caption in the Set the Dialog caption text box.

e Click OK.

The name will appear in the title bar of the template.

Note:
The name given the dialog caption will also be the name that will be added to the Template menu.
Clicking on that name in the Template menu will bring it up for use.
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17.4 Set Dialog Font

Choose a fontfor your template.

D atedTime:

Frarm:
Company:
Ta
Regarding:
Telephone:

Mezzage:

To do so:

Click OK.

Note:

Telephone Message

Font
Font: Font style: Size:
MS Sans Serf Regular 2 QK
b = E!.'l 5 Serif Feq ula.r 20 Cancel
M3 Sertt Lifigue 12
Wiyriad Arabic Bold
Myriad Hebrew Hald O&bgue
Myriad Pro
Sample
AaBby'yez
Script:
Westem W

Right click the mouse on the template to bring up the menu.
Click SetDialog Fontfrom the menu.
Click a fontand font size and font formatting from the Font dialog.

This is for the template only. InfoRecall will use the default font of your document when using the
template, regardless of the fontyou choose forit.
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17.5 Right Justify Labels

Aligns the textin the labels to the right.

Telephone Message

Set Dialog Caption
D ateTirne:

Set Dialeg Font

From: Right-justify Labels |

Campany: Use label text @
To
Add Label |
Regarding: e
Add Edit field
Telephore: [
Add Graphi
M ezzage:; e
Modify ltem
Delete ltem Del
To do so:

¢ Rightclick the mouse on the template to bring up the menu.
o Click Right Justify Labels from the menu.

The nexttime you place the Label control the label text will be aligned to the right.

17.6 Use Label Text

Labels are controls that hold static textto describe a process or describe whathas to be typed into
a textcontrol. You can use the text from these labels in InfoRecall along with the rest of the
information from the template.

Telephone Message

Set Dialeg Caption

Date/Time:

Set Dialeg Font
E:l:;.any- Right-justify Labels
To Use label text
Fegarding: Add Label
Telephone: Add Edit field
Message: Add Graphic

Modify [tem

ITE'—' Delete ltem Del
To do so:
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¢ Rightclick the mouse on the template to bring up the menu.
e Click Use label textimage from the dialog.

Note:

WhenUse label textis checked, itis bestto use a proportional fontlike Courier New in InfoRecall
so thatthe labels and text from the textfields line up properly. Other, non-proportional fonts will not
show textaligned when this feature is used.

Use label text
The textbelow is from a template using label text with InfoRecall setto Arial

Company Name: Western Food Products
Contact Name: John Wesley Jr.

Address 1: 123 Haward Street
Address 2: Department 14

City: State: Zip: Saranac Lake, NY 12983
Country: USA

Phone: 213 569-7425

Fax: 213 569-8963

E-mail: wij@westfoodproduct

Web Address: http-/iwww westfoodproduct

The textbelow is from a template using label text with InfoRecall setto a proportional fontlike
Courier New

Company MName: Western Food Products
Contact Name: John Wesley Jr.

Lddress 1: 123 Haward Street

hddress 2: Department 14

City: State: Zip: Saranac Lake, NY 12583
Country: osa

Fhone: 213 585-7425

Fax: 213 5&85-85963

E-mail: Jjwjlwestfoodproduct

Web Address: http://www.westfoodproduct

Related Topics
SetDialog Font

17.7 Add Label

Labels are controls that hold static textto describe a process or describe whathas to be typed into
a text control. You'll use labels to describe textfields. The can be placed anywhere within your
template, either to the right, the leftabove or below the textfield.
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DrateTirme:
From:
Compaty:
To:

R egarding:
Telephone:

Mezzage:

To add a label:

Telephone Message

Add a label

T et for label

Compatiy

o | [ caen |

| Ok.ay | Cancel

¢ Rightclick the mouse on the template to bring up the menu.

¢ Click Add Label

from the dialog.

e Type the label descriptionin the Textfor Label field.
Alabel will be placed on you dialog. The label will be placed atthe top of the template orbelow an

existing one.

Moving a Label:
Click on the label to highlight it.

¢ Position the cursorin the middle of the label.
e Press the leftmouse button and keep depressed.
e Drag the label to where you wantto positionit (Up, Down, Left, Right).

Resizing a Label:

Click on the label to highlight it.

e Position the cursoron the right or leftedge.
o Press the leftmouse button and keep depressed.
e Drag the edge to resize it.
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17.8 Add Edit Field

The Editfield is the main control of a template. This choice allows you to add them.

Telephone Message

Date/Tirme:
From: 1 T
Compary: ! Set Dialog Caption
Tar Set Dialog Font
Fegarding: Right-justify Labels
Telephone: Uze label text
Message: Add Label
Add Edit field
Okay Add Graphic %
Moedify Item
Delete ltem Del

To add a Edit Field:

¢ Rightclick the mouse on the template to bring up the menu.

o Click Add Edit Field from the dialog.

The Edit Field will be placed atthe top ofthe template or below an existing one.

Moving a Edit Field:

Click on theEdit Field to highlight it

o Position the cursorin the middle ofthe Edit Field

e Press the left mouse button and keep depressed

e Drag the EditField to where you wantto position it (Up, Down, Left, Right)

Resizing a Edit Field:

Click on a EditField to highlightit.

Pace your cursoron the rightedge.

Press the left mouse button and keep depressed.
Drag the edge to the right to re-size it horizontally.
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17.9 Add Graphic

You canadd a graphic image to your template.

Telephone Message

Drate/Time:

From:
Campaty: Choose bitmap file

To Look in: Data v @ T
R egarding:

Telephone:

Mezzage:

TheQuickFox.bmp

File name: * bmp
Files of type: | Bitmap files (" bmp) b
[ ]| Open as read-only

To Add a Graphic:

Right click the mouse on the template to bring up the menu.
Click Add Graphic from the menu.

Choose a Folderand selecta graphic image.

Click OK.

Moving Graphics:

¢ Click on the graphic image to highlightit.

o Press the leftmouse button and keep depressed.

e Drag the image to where you wantto position it (Up, Down, Left, Right).

Resizing Graphics:

Click on the graphic image to highlight it.

e Position the cursoron the right or leftedge.

e Press the leftmouse button and keep depressed.
e Drag the image to where you wantto position it.

207

-3 mv

Cancel
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17.10 Modify Item

Allows you to change oradd textto an existing label or text control.

Telephone Message

D atedTirne:

Frarm:

::Dmpaﬂj,li -
T

Fegarding:
Telephorne: Mndify label

hMeszane:
Text faor label

To do so:

e Click onanitem. Fourblack squares will appear on the corners of the item.
Right click the mouse to bring up the menu.

Choose Modify from the menu.

Change oradd textto the control.

Click OK.
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17.11 Delete Item

Deletes an item from the template.

Telephone Message

DatedTime: | ;
k Set Dialog Caption
Fram:
Set Dialog Font
Company: _ o
T Right-justify Labels
o
Uze label text
R egarding:
Telephone: Add Label
Message: Add Edit field
Add Graphic
|— Medify ltem l
Delete ltem Del I}
To do so:

e Click onanitem. Fourblack squares will appear on the comers of the item.
¢ Rightclick the mouse to bring up the menu.
e Click Delete ltem.

17.12 Modify Template

You can modify an existing template.

To do so:
e Choose Modify from the Templates menu.
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[iE Modify Template Ed
T )« InfoRecall » Data v & Search Data 0
Organize » MNew folder H > I @
' ~ =
0 Favorites I_dﬁ'nddress.tpl |
dlnfurmatinn.tpl
B Desktop dphune Message.tpl
- Libraries
3 Documents
J‘-‘ Music
k=| Pictures
i@ Homegroup
% Curtis 9
File name: | Address.tpl w| | Temnplate File (.tpl) W

¢ Click a template from the Files dialog box.

Telephone Message

D ate/Time: Set Dialog Caption
Frarm: Set Dlialog Font
Compary: Right-justify Labels
Tar Uze label text
Regarding:

Add Label
Telephone: .

Add Edit field
Meszage:

Add Graphic

" oke Modify ftemn
Delete ltem

Del [}

o Make modification (add, modify, delete, re-size or move items).

¢ Click Okay.
The modification will be saved.

17.13 Delete Template

Deletes a template from the menu and from the folder.

To delete a template:
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e Choose Delete from the Templates menu.

1B Delete Template

T , < InfoRecall » Data

Organize = Mew folder

L]

- Favorites =] Address.tpl
|_] Information tpl

B Desktop JF‘the Message.tpl

3 Libraries
3 Documents
J? Music
k=| Pictures
E Videos

“‘a‘ Homegroup
A Curtis

W

File name: | Information.tpl

¢ Click a template from the Files dialog box.
e Click Delete

Search Data 0
- O @
Ternplate File (.tpl) v

The template will be deleted from your folder and from the Templates menu.

17.14 Last Template

InfoRecall remembers the lasttemplate used.

You mightyou use the same template overand over.

So, rather than having to selectitfrom the Templates menu every time you need it:

You can:

e Choose Last Template from the Template menu

or
e Press Ctrl+K
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Tempﬁs Tools Window Help

[El et
| [E]§ Modify...
[ m Delete...

. |E|] Last Template Ctrl+K

1 Template Help

Address Template

e T

Information Template
Telephone Message

You can also place the tool button on the toolbar and click itand InfoRecall will display the
template foryou.

Note:
You must have used the template for InfoRecall to rememberit. Canceling a template will not trigger

a recall.

17.15 Use Templates

When a template has been designed and saved, the name given it either through the Set Dialog
Caption or the Save option will be the name assigned to the template in the Template menu.

Tempﬁs Tools Window Help

[Ell eve
| [E]§ Modify...
[ m Delete...

. |E|] Last Template Ctrl+K

1 Ternplate Help

Address Template

T T

Information Template
Telephone Message

To use a template:
e Click ona name inthe Template menu.

Doing this will display the template and have itready for your use.

Related Topics
Display the Last Template Used
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18 Tools Menu

18.1 Swap Source Folders

InfoRecall Data Files can be in many different Source Folders either on the same computer or across
a network.
Defaultinstallation will be as follows:

For 32 bit Windows
InfoRecall will be installed in C:\Program Files\InfoRecall. The data files will be in C:\\Program Files

\InfoRecall\Data.

For 64 bit Windows
InfoRecall will be installed in C:\Program Files(x86)\InfoRecall. The data files will be in C:\Users

\InfoRecall\Data.

Data folders have to be swapped to access data in different folders.
Once the Data Folders is swapped, InfoRecall will use thatfolder as its default Data Folder and look

for data files there.

Arailable Source Folders

Drive Source Folder
C:h Frogram Files [«B6]4 nfoRecalhD ata

\ Program Files [#86]4 nfoR ecalhProjects
F:h Wark, Material
H:4 Shared ltems Folder

.

&dd

Custom Source Folder
R emove

Cancel

The above shows the Swap Source Folders dialog. Four different Source Folders are shown; two on
the same drive and two on differentdrives. To work on data in one ofthe Source Folders justclick on
an available Source Folderand click the Swap button.

To use multiple Source Folders and quickly switch (Swap) between them, they need to be added to
the listfirst.

To Swap Source Folders
e Choose Swap Source Folders from the Tools menu.
e Double click on a Source Folderor hitthe Enter key
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InfoRecall

To Add Source Folders
e Choose Swap Source Folders from the Tools menu.
¢ Click the Add button.
e Selecta new Source Folder from the Browse for Folder dialog as shown below.

Browse For Folder

Select Mew Source Folder

. Intel

M50 Cache

, PerflLogs

. Program Files

, Application Verifier

. Commeon Files

. Compiled Driver Disk (Samsung)

. EPSON

| FastPictureViewer

N5

. 115 Express

| Internet Explorer

. Microsoft

. Microsoft Help Viewer

. Microsoft Mouse and Keyboard Cente
. Microsoft Office 13

. Microsoft SOL Server

. Microsoft SCOL Server Compact Editior

>

'

Make Mew Folder Cancel

You can also add a Source Folder by typing itin the Custom Source Folder box and Clicking the Add

button.

You can add as many Source Folders as you need.

To Remove Data Folders
e Choose Swap Source Folders from the Tools menu
e Click ona Source Folder in the list.

¢ Click the Remove button or press the Del key

Related Topics
Swap Custom Source Folders

Swap Source Folders Password
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18.2 Swap Custom Source Folders

The network administrator has two options to restrictadding source folders to swap:

Custom Only
Choosing this will hide file folders from users, only custom written file paths can be used.

Disable Swap Source Folders
Here, the network administrator can add Source Folders for the userand then disable the Swap
Source Folderdialog so thatusers can'tsee it.

Note:
Before these options can be used you mustchoose a setting in Preferences from the Tools menu!

To use Custom Only:

Choose Preferences from the Tools menu

Click on the Swap Folder Password

Type a password

Retype the password

Choose either Custom Only or Disable

Click Apply and click Cancel

Choose Swap Source Folders from the Tools menu

Anailable Source Folders

Drive Source Folder

C:h Frogram Files [«86)4 nfoRecalhData
Ch Program Files [#86]4 nfoR ecalsProjects
F:* Whark, M aterial

Shared Itemsz Faolder

.

Add
Custom Source Folder
Remove
H:%Shared Falder
Cancel

Click the cursor in the Custom edit field

Type your custom source folder for InfoRecall data
Click Add

Click Swap to swap data source folders.

Note:
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When setto Custom Source Folder Only, clicking the Add button will notdisplay the Browse for
Folderdialog. You mustadd Source Folder by manually typing the Source Folderin the Custom
Source Folderbox.

Ifa typed Source Folderdoes notexista warning message will be displayed when the Add button
is clicked.

To Disable Swap Folders:

e Choose Swap Source Folders from the Tools menu
e Add a Source Folder for InfoRecall data

e Choose Disable Swap Folders in Preferences as outlined above
e Click Add

o Click Swap to swap data source folders.

e Choose Preferences from the Tools menu

e Click on the Swap Folder Password

e Type a password

e Retype the password

e Choose Disable Swap Folders

e Click Apply and click Cancel

Note:
Disabling Swap Source Folders will hide the Swap Source Folder dialog from user.
Users can not Add or Swap Source Folders.

Related Topics
Swap Source Folders
Swap Source Folders Password

18.3 Synchronize Files

Synchronizing Files is very useful if you work on the same Files on more than one computer or
travel with a UBS Flash Drive.

Synchronize Files was primarily made to synchronize InfoRecall data Files butall types of Files
can be synchronized!

Your computer keeps track of the date and time a File was last modified.

Synchronize Files feature scans your Source and Targetfolders for Files and compares their last
modified time and date.

All the Files thathave a earlier lastmodified time and date as candidates for synchronization and
are shown in the list.

ltremoves the headache associated with the synchronization of Files from one computer to another
whetheritis your Laptop orcomputers on yourlocal network.
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Synchronize Files
File Folders
- | CMInfoR ecallhD ata Falder Stnedl
Source Folder: | L - S——— *
Target Folder: | Z:MnfoRecalD atay Folder... ‘
- List Fort
File Types: |DAT InfoRecall D ata Files ] Add..
Lizt Color Cancel
Scanned: 129 Files in Source Folder, 129 Files in Target Folder. 25 Files need Synchranizing.

Senchranize this File File Date  Time “with this File Filz Datz  Time ~
Z:MntoRecalhDatakwriters Style Guide. dat 05/01/14 10:04:38 C:hnfaRecalD ata\wiiters Style Guide.dat 05/15/14 13:56:41
ZhnfoR ecal\Datahwiords that Sel dat 08/MA410:04:38 ¢ CnfoRecal\D ataYwords that Sell.dat 05/15/14 13:56:48
ZhnfoRecal\Data\wiebsites to Check. dat 04/14/14 09:52:48 | C\InfoRecal\D ata\websites to Check.dat 05/15/14 13:56:54
ZhInfoRecal\DatahT ravel dat 05/MA1410:04:38 | C\InfoRecal\D atahTravel. dat 05/15/14 13:56:28
Z:MnfoRecalhDatahTime Biling Assistant dat 05/01/14 10:04:38 C:hInfoRecalhD ata\Time Billing Asziztant. dat 0541514 13:56:32
Z4nfoR ecall\DatatShones. dat 05/MA4710:04:38  ; CinfoRecalsD atahStories dat 05/15/14 13:56:34
Z:MnfoRecalhDatahs peaking. dat 05/01/14 10:04:338 C:infoRecaltD atass peaking. dat 05415/14 13:56:39
Z:MnfoRecalhDatahs amsung Galagy S3.dat 05/01/14 10:04:338 C:tnfoRecaltD atass amsung Galawy 53.dat 05/415/14 13:56:26
Z:MnfoRecalhDataks ample File.dat 0510414 14:.04:59 C:\InfoRecal D ata\5 ample File.dat 0541514 13.57.07
ZhnfoRecal\DatahSales Letter.dat 05/MA410:0438  ; CnfoRecalhD atah5 ales Letter dat 05/15/14 13:56:53
ZMnfoRecal\Data'Feal Estate. dat 05/MA1410:04:38 | CMnfoRecal\D ata'Feal Estate. dat 05/15/14 135725
ZMntoRecalhData\Physics.dat 05/01/14 10:04:38 C:hnfaRecalD ata'Physics. dat 0541514135712
ZMnfoRecal\Data'Photo Business Plan.dat 05/MA1410:04:38  § C\InfoRecal\D ata'Photo Buginess Plan.dat 05/15/14 13:56:21
ZhnfoRecal\Data\Personal Profile Sheet dat 05/MA1410:04:38  § C:\nfoRecal\D atavPersonal Profile Sheet dat 05/15/14 135730
ZMnfoR ecalhD atahPasswords. dat 05/13/141231:54  § C\InfoRecalhD ata\Passwords.dat 05/15/14 13:57:37
ZMnfoRecal\DatatMow ou Enow.dat 05/MA410:04:38  ; CinfoRecalhD atasNov vou Know, dat 05/15/14 13:57:43
ZMnfoRecali\Data'Medical dat 051414 161857 | ChInfoRecalhD ata\Medical dat 05/15/14 13:57:45
Z:MnfoRecalhDatatLegal Contracts.dat 05/01/14 10:04:37 C:tnfoRecaltD atatLegal Contracts. dat 05415/14 135618
Z:MnfoRecal\Data' njury Service.dat 05/01/14 10:04:37 C:AnfoRecalD ata\Injury Service.dat 05/415/14 135615
ZhnfoRecal\DatatnfoRecall 2015.dat 05/14/14 18:05:41 CinfoRecalsD atahinfoRecal 2015.dat 05/15/14 11:55:43
el ek [ WEVELT N EPEY N Y IR EYY OFEN1 M4 400427 Ced lwkaD [N WECEUN N EEPN N Y PR Y NEMEMA12FERED 7

Synchronize Progress

All the Files whose last modified time and date differ from each other will be displayed in the

Synchronize Data Files listbox.

To Sortthe Synchronize List:
e Click ona Column Header to sortthe items in that column.

To Synchronize InfoRecall Files:

Choose Synchronize Data Files from the Tools menu.
Click the Folder button to choose the Source Folder.
Click the Folder button to choose the TargetFolder.
DAT InfoRecall Files is the default File Type.

Click the Scan button.

All the Files comprising a data setwill be synchronized automatically when synchronizing

InfoRecall data files.

To Synchronize other Files

ofthe File Extension

Click the Folder button to choose the Source Folder.
Click the Folder button to choose the TargetFolder.
DAT InfoRecall Files is the default File Type.

Click the Scan button.

Selecta file type from the File Types drop-down box ortype one. Like isd or sat. Justthe letters
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InfoRecall

File Falders

Source Folder, | C:MrfoRecalldatat

Target Folder: |Z:"-.InfDH ecalldatat,

File Types: | (RS alee st R R

) ** Al Files

Files AW Audio Video Interleave

BAk. Backup Files

Synchronize |BAT DOS Batch File

BrF Bitmap Image File

CAB Microzoft Cabinet

CPF C++ Source File

DAT InfoRecall Data Files

DLL Donamic Link Libram

DOC Microzoft word

DOCk Microzoft Word

D05 Batch File

DOT Microzoft Word Template

ExE Executable File

FLA Adobe Flazh Movie Maker

FL* Flazh Video

GIF Garphic Interchange Format

HTH Hypertest Markup Language File
HTHML Hupertest Markup Language File
|CO Microzoft lcon Image

IMI "indowes Configuration Files

JPG JPEG - Jaint Photographic B xperts Group
LOG Application log file

MID Muzical Ingtrument Digital Interface
MO Qluicktime M ovie

kP3 Digital Audio Encoding

kP4 Portable Media Plaper

PG Audio and Yideo Compression
PDOF Adobe Partable Document Farmat
PHG Portable Netwark Graphic

% | Add.

=Date Time

Synchronize Progress

To Synchronize one or more Files:
e SelectFiles to synchronize.
¢ Click the Sync Selectbutton.

To synchronize all the Files in the list.
¢ Click the Sync All button.

Add File Types

¢ Click the Add button

e Add File Types to the documentopen in NotePad
e Save

List Fonts & List Color
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e Change the fonts, the fontcolor as well as font size of the list.
e Change the Listbackground color.

Note:
The listdoes notre-size itselfto a larger fontso keep the font size smaller so thatyou can see the
listclearly.

18.4 Rebuild Document

Forthose times when a document gets corrupted and you can'topen itanymore, Rebuild mightbe
a way to getback the mostimportant part of it, the text. Rebuild will not getback any graphics that
mighthave been embedded in the document or any of the formatting that was there. It will only
attemptto recoverthe document's text portion.

It will establish a new document with the same name with the word REBUILT added to the
documentname. Forinstance if you recovera documentnamed "Test Document" InfoRecall will
establisha newdocumentnamed "Test Document REBUILT".

If the text still exists in the corrupted document InfoRecall will try to rebuild it. Ifit's a large document it
will take some time, as InfoRecall will examine every letter and every word to rebuild it.

If the corrupted documentdoesn'topen anymore you mightwantto choose the delete option in the
rebuild dialog box.

To rebuild a document:

Open the File with the corrupted document(s) in it.

Choose Rebuild from the Tools menu

Choose Rebuild Document from the Fly-out menu.

Click a documentto be rebuiltin the in the listbox.

Click the Delete old Document check boxifyou wantto delete it.
Click the Rebuild button.

Click the Yes button in the Warning dialog to proceed.

Note:
Click the Stop button to cancel the process atany time.
The progress barin the status bar atthe bottom will let you how far the process has gone.
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Accaunting Termz

ABC
Accelerated Depreciation

Accounting Period
Arccretion
Arnartizatian ==
Agzety #
Auditing

Bad Deht Ratio

Baze Rate

B azic Cost Standard
Bonded “Warshouse
Bookz

Budget

Capital

Drepreciation

Digoaunt

Digoounted Cazh Flow
E fficiency

Fived Costs

Flexible Budget
[rventory

kdargin Formulaz -
Operating Fatio
Prafarma Balance Sheet

[ ] Delete old document

Note:

You mighthave documents that are not corrupted butwhose size for some reason is quite large
even though the documentdoes not have any formatting or graphics. This can happen when you
paste text from other programs where some of the formatting is transferred to the InfoRecall
document. Using Rebuild is a greatway to clean up these documents and make them substantially
smaller.

Warning:
This will rebuild only the Text portion of your Document! All Character Formatting, Graphics, Tables,
Columns and Hyperlinks lost.
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Rebuwid Document >

Accounting Period
Rebuild this Document?

I WARNING!
g All Character Formatting, Graphics, Tables, Columns and Hyperlinks will be lost!

The Rebuilt Document Name will be: Accounting Period_REBLILT
The name can be changed after it is rebuilt.

Proceed?

fes Mo

[ ] Do not show this warning again.

The rebuiltdocument will be added to the document tree with  REBUILT added to the name.

Note:
There is no substitute for backing up your Files. InfoRecall provides an excellent Backup Utility that
makes iteasy to back up and restore Files.

Ifyou don'twantto see the Waring dialog in future usage, click on the check box.

To enable the Warning dialog again:

e Choose Preferences from the Tools menu.

¢ Click the Customize View tab.

o Click the Show All Warning Message check box.

A check mark indicates thatall messages are enabled.

Related Topics
Backup/Restore

18.5 Rebuild Data File

Windows is a precarious operating system. ltcan crash any time and often does, seemingly without
cause. This can produce problems with your data.

An InfoRecall data setis made up of 3 Files.

1. The Data Filer (.dat). This holds the main data

2. The IndexFile (.idx). This holds the index of the data in the .datfile.

3. The Tree File (.tre). This File holds all the names of documents in the data file.

It's possible when a crash occurs that one of the Files that make up a data setis notclosed
properly thereby creating problems.

Generally, when there are problems, they seem to manifestthemselves in the tree (.tre) File first.
You might still be able to open the File when this happens but the documents may well be in the
wrong order or notshow atall.

Rebuild Data File actually rebuilds the tree file (.tre) from within the data File.
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If Rebuild Data File does notmake your documents visible you mightwantto try CompactFiles.
If thatdoes notwork either then the Files will have to be rebuilt manually.

Unless the data has been deleted in some way, itis probably still in the data (.dat) file.
Openitwith your word processorand copy/paste the data anew.

To Rebuild a File's Data
e Choose Rebuild from the Tool menu.

e Choose Rebuild Data File form the Fly-out menu.

¢ Click a data file (.dat) to rebuild from the Files Dialog.

e Click Yes on the Warning dialog to proceed.

Note:

InfoRecall will inform you when the job is completed.

The existing tree (.tre) file will be renamed YourFile_OLD .tre and will be kept.

You can delete thatfile manually orreuse itby deleting or renaming the new .tre file and renaming
the _OLD..tre file to the original .tre file.

Rebuild Data File pod

Accounting Terms.dat
Rebuild this File?

WARMING!
I Rebuild will not maintain Branches under Documents in the Data Tree!
All Branches will become separate Documents! Re-making the Branches can be done

manualby.

A new Data Tree file (tre) will be created.
The old one will be renamed: Accounting Terms_OLD tre

You can delete that file or rename it and use it again.

Proceed?

Yes Mo

[ | Do not show this Warning again.

Warning:

This will rebuild the Data File. It will not rebuild the Document Branches in our Tree!
All Branches will become separate Documents!

Rebuilding of Branches can be done manually.

Ifyou don'twantto see the Waring dialog in future usage, click on the check box.

To enable the Warning dialog again:

¢ Choose Preferences from the Tools menu.

¢ Click the Customize View tab.

¢ Click the Show All Warning Message check box.
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A check mark indicates thatall messages are enabled.

18.6 Compact Files

InfoRecall writes blocks of text to its database in blocks of 2705 bytes. Your disk drive allocates
data in blocks 0f 4096 bytes so the 2705 bytes will use 4096 bytes on your disk drive.
If the documentyou save has textless than 4096 bytes it will always be 4096 on your hard drive.

Forexample if your documentsize is 15,943 bytes it will be 16,384 bytes on your hard drive. Exactly
4 blocks 0f4096 bytes.

A, database does notadjust automatically when text, formatting or pictures are removed from a
documentorifdocuments are deleted.

CompactFiles can squeeze the contents of documents smaller by reclaiming space thatwasn't
automatically adjusted for various reasons.

Yourfiles will have a smaller footprinton your hard drive and will load fasterand use less RAM
when loaded.

Alotofdisk space can be saved by periodically compacting the InfoRecall Files.
You canselecta single or multiple Files to compact.

The bestway to keep InfoRecall Files as small as possible is to Automatically CompactFiles On
Closing thatis every time you close a File oropen another File or exit InfoRecall.

To compact Files:

e Choose CompactFiles from the Tools menu.
Choose CompactFiles from the Fly-out menu.
SelectFiles to compact.

Click OK.

A baron the status bar will keep you informed as to progress.
InfoRecall writes to a Compact Log File every time you compacta File thattells you how much
space you saved along with other information.

To view the Log File:
e Choose View CompactLog from the Tools menu

New compacting information will be appended to the log File. You should purge the File every so
often.

To Purge CompactLog
e Choose Purge CompactLog from the Tools menu
Purging the log will erase all previous entries.

Automatically Compact Files On Closing
The bestway to keep yourfiles as compactas possible is to compactthem every time a file is
closed.

To do so:
e Choose Preferences from the Tools menu.
e Click on the Save tab.
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e Click on the Automatically CompactFiles On Closing check box. A check mark indicates that this
option has been selected..\
No log file will be written when compacting files on closing.

Related Topics
Automatically CompactFiles On Closing

18.7 Spell Check

InfoRecall checks for spelling errors using a standard dictionary and a users dictionary. If a word
cannotbe found, the word is either misspelled orit's notin the dictionary. You can correct the word if
itis misspelled, oradd itto the dictionary. InfoRecall uses two dictionaries forit's spell checker. A
standard dictionary which contains about 100,000 words and a users dictionary which contains all
the words thatwere added.

You can call Spell Check to check a single word, or to check all words in a highlighted textor to
check the entire document. You may also add the incorrectword to the user dictionary, orignore
the incorrectword, ortype in a replacementword. Spell Time remembers a user action foran
incorrectword, so thatany subsequent occurrence of the same word is automatically corrected.

Spell Check

Mat in Dictionary: witing

Change T

. l.-'-.'ifir'u:l "

Suggestions: |- IR
W!"’.‘E' | gnore [ grniore Al
wining
iping Change &I
wiring
VWizing b

Addwords Tar ||_|SE[ Dictionary Add Cancel

When the spell checker finds a misspelled,word a dialog box will appear giving you the following
choices:

Notin Dictionary:
The word thatis misspelled or unknown is shown in this box.

Change to:
Contains the suggested change as selected from the list of suggestions.

Suggestions:
This window contains a listof suggested changes for the word notfound in the dictionary.

Ignore:
Ignores the misspelled word and continues with the spell check.

Ignore All:
Ignores all words that match the unknown word.
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Change:
Click this button to change your word to the suggested one.

Change All:
Changes all occurrences of your word to the suggested one.

Add:
Adds the unknown word to the User Dictionary. This dictionary is different from the Standard
Dictionary. It contains only words thatwere added.

Confirmation:
A message atthe completion of spell checking will show you number of words checked and the
number of incorrect words found.

Related Topics
Auto Spell Check

18.8 Auto Spell Check

Automatically check spelling as you type. The spelling checker checks text, as you type and
marks possible errors with wavy underlines as shown below.

operating or financil report or statemnt should grealy ndicte

To correctan error, position the cursor on the misspelled word and right click the mouse to display
a listof suggested words and selectthe correction you want.

Use Auto Spell Check to check for spelling errors "behind the scene".

To Turn Auto Spell Check On
e Choose Auto Spell Check from the Tools menu.
The Check mark willbecome and stay depressed as long as Auto Spellis on.

To Turn Auto Spell Check Off
e Choose Auto Spell Check from the Tools menu.
The Check mark will be flush with the menu.

To Change a Misspelled Word
e Position the cursor on the misspelled word with the wavy underline.

o Make sure the cursoris directly on the misspelled word.

e Click the rightmouse button.

e Choose a word from the pop up menu to replace the misspelled one

Important:

The cursor must be directly on the misspelled word when changing the word or else the word that
has the cursor on it will be affected.

Note:
The Text Editor pop up menu will be disabled when Auto Spell Check is on.

Related Topics
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Spell Check

18.9 View User Dictionary

InfoRecall uses two dictionaries for it's spell checker. A standard dictionary which contains about
100,000 words and a users dictionary which contains all the words thatwere added.

You can view, modify, add, and delete words in the Users Dictionary.
When you click the View button InfoRecall loads the Users Dictionary in Notepad.
Modify the dictionary and save it.

E| dict25.u - Notepad = =
File Edit Format Wiew Help

Inforecall,Internet,Intranet,Fusion,Wysiwy
g,Email,Ftp,Telnet,Toronto,Abrams,Ramsay,0
k5ana,Phantech,ﬂnnum,Nudulﬂ

Be sure thatyou leave a comma (,) after every word even the lastone and no spaces between the
words and commas.

18.10 Sort Text

Use the Sort Text command to quickly arrange selected textalphabetically. InfoRecall sorts text
alphabetically based on the farthestleft characterin the selection. You can choose to sorttextin
ascending ordescending order

Note:
Carriage Returns (Paragraph Marks) in the selected text will notbe reproduced in the sort.

Sort Selected Text

Sart Option
(@) Azcending
() Descending

Cancel

To sortselected text:

Highlight the textyou want sorted.

Choose Sort Text from the Tools menu.

Click the Ascending or Descending option under Sorting Option,
Click the OK button.
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Ascending:
Sorts from the beginning of the alphabet.

Descending:
Sorts from the end ofthe alphabet.

18.11 Word Count

InfoRecall makes iteasy to countthe number of words in a document. You can count the words of
highlighted text or the whole document.

Word Count pod

Mumber of Words: 1,729
Mumber of Characters (no spaces): 10,042
o Mumber of Characters (with spaces): 11,708
Mumber of Paragraph Breaks: 274

Cancel

To countwords in a partial text:
Highlighted block of text.
Choose Word Count from the Tools menu.

Count the words of the whole document:
e Choose Word Countfrom the Tools menu.

The resultwill be shown in a dialog box and will contain:

Words: The numberofwords contained in the highlighted block of text or the whole document.
Included are words as well as all characters or numbers thatare on theirown.

Characters (no spaces): The number of characters thatthe textis made up of withoutspaces or
tabs.

Characters (with spaces): The number of characters that the textis made up ofincluding
spaces and tabs.

Paragraph Breaks: The number oflines of textincluding blank lines separated by paragraph
marks (Carriage Return).

Note:

InfoRecall counts "this example" as one word. Word Count has no way of knowing whether you
meantitto be one word or whether you justforgotto leave a space and itis actually two words.
Words like "this-example" or "this/example" are all counted as one word.
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Words like "this - example" are counted as 3 words.

18.12 Reminders

InfoRecall can make a greattickler File, ithas a special feature thatallows you to schedule or
calendardocuments on a certain date. InfoRecall automatically calls them to your attention.
InfoRecall will check for reminders either on start-up, or ifInfoRecall is in the System Tray, at
midnight. When a reminder date arrives, InfoRecall will display a dialog box showing all the
reminders for the day.

Reminders can be used in two differentways:
e Note based reminders
e Documentbased reminders

Note based:
This type of reminder allows you to schedule a date and write a note to appear on thatdate to remind
you of things to do oran appointmentor whatever you need to be reminded ofon a certain date.

Document based:

This type of reminder allows you to schedule documents to appear automatically on a certain date.
On the scheduled date the document will be opened and shown.

You can select multiple documents and documents from any File as reminders for a given date.

You can schedule as many reminders as you like.

When a reminder date arrives, InfoRecall will display a dialog box showing all the reminders for the
day. This happens when you start InfoRecall or while InfoRecall is open or even while itis parked in the
System Tray.

Reminders are initially sorted by date. Click on any Column Header and the listwill be sorted
alphabetically according the contents for thatcolumn.

Note based reminders are default.

To use Documentbased reminders:

e Choose Preferences from the Tools menu

e Click on SetReminders to Document Based. A check mark will appear as shown below.
e Click Apply

To use Note based reminders:
Set Reminders to Document Based should nothave a check mark oniit.
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| Forts I Background Colors I Quick Launch

Customize View | Automatic Save & Compact

Options
Auto Bxpand Document Tree

Show All Waming Messages
[ ] Always Minimize to Tray
[ ] 5tart InfoRecal on Windows Startup

[ ]5et Reminders to Document based. {Note based is Default)

Apply

|| Cancel

Note Based Reminders:

Choose Reminders from the Tools menu

Ifyou need a daily reminder click on the "D" button
Fordates, click on the Date button and click on a date
Click New Date or Change Date if asked.

229
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Sunday, September 21, 20714
Make Reminders Check Reminders
Insert Date lII Daily Reminder N | Attach Mote | Todsy | |Tomomow | | Past || Futre Al
1 January 2015 L4 (:;l,f:)
Sun Mon Tue Wed Thu Fn  Sat ~ ‘l
22 2 3 N 1 2 3 'l
4 5 6 7 & 9 10 ‘y tomaorrow - Get flowers and chacks for vYancey & Jannifer
m 12 13 14 15 18 17
B 19 2 23 2 EHaWEyrs ald Tarmarraw
5 26 27 28 29 30 31 hdayelyears old
1 2 3 4 5 & 7ogtZ:a0
[ Today: 9/21/2014 = ' Birthclay 40 yre old 1974
I 2015 Ay 2008
0B/27/2014 Froperty Tax
06282014 Oksana Arriving Toronto on Saturday June 28, &t 19:55KLM flight, KL 0635
07/03/2014 Oksana's hirthday 1953
074142014 Dr. Fulec 3:30 -
Wiew Mok
10/13/2014 Jim's Birthdany 1966
11/049¢/2014 Cameran & Michaal Birthday 2000
1143002014 Danial's Birthday 1998
M Save
< >

o The Highlight is on an Existing Reminder!

Click 'Mew Date' to create a New Reminder Date
Click 'Change Date' to change the Date of the Reminder

MNew Date Change Date Cancel

To attach a note to your Reminder

e Click the "N" button or double click on the new date
e Type you Note

e Click Save

The calendarin the Note dialog is setto the Reminder date so you can see the date in context of
the whole week.
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Reminder for: 03/02/2013

Mate for Reminder Date for Reminder

Thiz datel Call John R. Make sure he has completed
the tasks assigned. This is 2 days b/ latest 1 March, 2013 3

completion date | _

Sun Mon Tue Wed Thu Fri Sat
9| 24 25 26 27 28 1 2
w3 4 5 ] 7 8 )
" 11 12 13 14 13 16
12017 18 1% 20 21 22 23
13 24 25 26 27 28 29 30
141 3 1 2 3 4 3 ]

Today: 3/2/2013

Pririt Cancel

The Reminder will show the Note above when you double click on a reminder in the list.

Sunday, Septermber 21, 2014

Make Reminders Check Reminders
IZ| Irsert Date | D Daily Femindsr N | Attach Make Today Tomarow Past Fubure Al
‘ January 2015 v s
Sun Mon Tue Wed Thu Fn Sat ~ 1'
22 20 1 N 1 2 3 ']
4 3 6 7 & 9 10 fytomorrow Getflowers and chacks forvancey & Jennifer
m o112 13 14 15 18 17
B 13 5 1m ow dayy 18 wrs old Tomorrow
5 26 27 28 29 30 31 hday2lyears old
1 2 3 4 5 & 7 oatE30
[ Today: 9/21/2014 =r's Birthday 40 yrs ald 1874
I 015 Aniniy a
0B/27/2014 Property Tax
06/28/2014 Oksana Arriving Taronta on Saturday June 28, at 1955 KLM flight KL 0635
07/03/2014 Oksana's hirthdey 1953
0771472014 Qr. Pule.c 330 yE—
10713/2014 Jim's Birthdas 1966
11/09/2014 Careron & Michasl Birthday 2000 Remave
1143002014 Danial's Birthday 1998 List Fart
List Color
Print List
¥ Save
< >
Cancel

Document Based Reminders:

Open a InfoRecall File.

Choose Reminders from the Tools menu.

Click on a documentin the Document Tree or open any other data file and click ona document.
Ifit's a daily reminder click on the "D" button as above.

For dates, click on the Date button and click on a date.
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e Click onthe "N" button to attach a Note as above.
e Click Save

The Reminder dialog will look like shown below.
The Reminder will open the Documentwhen you double click on a reminder in the list.

Note:
The Reminders dialog is modeless window which will allow youto openany InfoRecall data file
and use any documentas a reminder.

Sunday, September 21, 2014

Make Reminders Check Reminders
Insert Date lII Daily Remindsr N | Attach Note | Today | | Tarnarow | | Past | | Fubure Al
4 »
January 2015 D’ )~
Sun Men Tue Wed Thu Fri Sat - ‘.
23 29 30 A 1 2 3 'j
4 5 6 7 & 9 10 Gt 015 v this ma a it at Fitthes Outlat

oz o s 13 i 97§ 07/09/2015 Hve all concerned check statements far accur...

18 19 20 2 23 24

25 25 27 28 29 3p 31 Hware 072202015 | Getapproval taday for CPU & Memory upgrades
1 23 4 5 6 7 pletter?:06/29/2015 |{Repeatl

[ Today: 9/21/2014

Wiew Mote

Remove

List Faomt

List Color

Prirt List

Save

Cancel

How the Calendar works:

1 Septernber 2014 ¥

Sun Mon Tue Wed Thu Fri  Sat
3 1 2 3 4 5 5]
7 8 g 1w 1M 12 13
14 15 16 17 18 1% 20

2 023 24 5 2 27
28 2% 30 1 2 3 4
5 b 7 g g 1w Nn

[ | Today: 9/21/2014

e Click the leftorright arrows to change months
¢ Click on the Month-Year to change months or years as below
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4 2015 k

Jan Feb Mar Apr

May Jun Jul Aug

Sep Oct Mowv Dec

[ 1 Today: 9/21/2014

¢ Click on the leftorrightarrows to change the year
¢ Click ona month to selectit

Related Topics
View/Modify/Remove Reminders

18.13 View Reminders

233

InfoRecall will check for reminders either on start-up, orifInfoRecall is in the System Tray.
When InfoRecall is in the System Tray it will check for reminders at midnight. If there is a reminder
for thatdate then InfoRecall will display a dialog box showing all the reminders forthatday.

InfoRecall also lets you view and manage your Reminders.

You canview, delete or modify Reminders to keep them current. Reminders are initially sorted by

date.
All Reminders
Sunday, March 08, 2015
Make Reminders Check Reminders
j Insert Date O | Daily Reminder M | Attach Mote Today Fast Al

Murmber of Reminders: 13

0z

lennifer

02/16/2015 Jason's Birthday 18 wrs old Tomoarrow

021492015 Jennifer's Birthday 20 years. old

024192015 Tepperman at 2:30

03072015 Ann Famsauer's Bithday 40 ywrs old 1974

05/28/2015 Anniversary May 28, 2008

074032015 Oks hirthdlay 1953

08/28/2015 Inga's Birthday 1937

10/13/2014 Jim's Birthday 1966

10/20/2014 Dr. Pulic 3:30pm View Note

11/09/2014 Carneran & Michaal Birthday 2000

1143042014 Danial's Birthday 1998 fenois

12/08/2014 Lindsey's Birthday Vesterday List Fart
List Color
Print List
Save

w

Cancel
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Note:the color of Reminder Listabove has been changed (List Color button) to yellow. ltcan be
setto any color of your choice.

To Check Reminders:

By clicking one of the five Check Reminders buttons you can view Reminders for:
e Today

e Tomorrow

o Future

o Past

o All

To View Reminder Notes:

e Double click a Reminder.

or

e Click ona Reminderand click the View Documentbutton or press the Enter button.

To Sort Reminders:
e Click ona Column Header to sortthe items in that column.

To Print Reminders:

¢ Click the Print List button if you need a hard copy of your reminders.

The Reminders will be printed on a page orientation of portrait. It will printa maximum of 90
characters across for each note. If your note has more than 90 characters, click on View Note and
printit.

Related Topics
Print
Print Margins

To View Reminder Documents (Document Based):

e Double click ona Reminder

or

e Click ona Reminderand click the View Documentbutton or press the Enter key.
The dialog will remain on top ofthe Documentso thatyou can view more reminders.

To Remove Reminders:
e Click a Reminder.

e Click the Remove button.
e Click Save.

To Modify Reminders:

You can modify a Reminder by changing the Date, attach or modify a Note.

e Click on a Reminder.

¢ Click on the Date button to change the date or the Note button to add or change a Note.
¢ Click the Save button.
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Reminder for: 03/02/2013

Mate for Reminder Date for Reminder

Thiz datel Call John R. Make sure he has completed
the tasks assigned. This is 2 days b/ latest 1 March, 2013 3

completion date |
Sun Mon Tue Wed Thu Fri Sat

9| 24 25 26 27 28 1 2

o 3 4 5 B 7 8 9

mfw 11 12 13 14 153 16

12( 17 18 19 20 21 22 23

13( 24 25 26 27 28 29 30

141 3 1 2 3 4 5 B
Today: 3/2/2013

Pririt Cancel

The calendarin the Note dialog is setto the Reminder date so you can see the date in context of
the whole week.

To Print:
¢ Click the Printbutton to printthe complete Reminder dialog, note and calendar, as seen above.

List Fonts & List Color
e Change the fonts, the fontcolor as well as fontsize of the list.
e Change the Listbackground color.

Note:
The listdoes notre-size itselfto a largerfontso keep the font size smaller so thatyou can see the
listclearly.

Related Topics
Reminders

18.14 Select Document for Start-Up

You can start InfoRecall with one or several documents open.
To start with multiple documents open they mustbe in the same Data Folder..

This feature overrides the "Open Last Viewed Document Start-Up" feature found under the Tools
menu. If you have selected both, this one will take precedence.
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Select Documents for Start-Up *

Source Folder: C:\nfoR ecallD atah

CAlnfoRecalhDatabbppointments & Things to DobMotes | ooaaa '
C:hlnfoRecalsD atahbppointments & Things to DohTo Do List :g:
1 1
" I

Wi

Remove

MHone

Save

Appointments Things to Do - To Do List Cancel

Here is how to do it:

Open a File in InfoRecall.

Select Document(s).from the document tree.

Choose Start InfoRecall with from the Tools menu.
Acceptthe documents if correct orremove incorrectones.
Click the Save button.

The documentin the first (top) position in the list box will be the one shown open. All the other
documents will be cascaded behind it.

Note:
If Documents from different data folders were added to the listthen the document opened are the
ones atthe bottom of the list.

If multiple documents are chosen to start with:

¢ Alldocuments mustbe from the same InfoRecall Folder.

¢ InfoRecall will switch to Multiple Document Instance (MDI) view.
e DocumentTabs view will be turned on.

Remove a Document from the List:

e SelectDocument(s). from the documenttree.
e Click the Remove button.

e Click the Save button.

Clear Starting Documents

e Choose Start InfoRecall with from the Tools menu.
e Click the None button.

¢ Click the Save button.

Ifa documentno longer exists or ifithas been renamed but notremoved from the 'Select Document
for Start-Up' list, InfoRecall will display the below message.
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Select Document for Start-Up

Document: 'To Do List'
Error Opening this Document. The Document was not found.

Rermove it from the 'Select Document for Start-Up' List?

Yes Mo

o Click Yes
The Documentwill be removed from the Start-Up List.

Ifa Data File no longer exists orifithas been renamed but notremoved from the 'Select Document
for Start-Up' list, InfoRecall will display the below message.

Select Document for Start-Up

InfoRecall Folder:

‘Accounting Terms.dat’

Error Opening this Folder, The Folder was not found,
Remove it from the 'Select Document for Start-Up' List?

Yes Mo

e Click Yes
The Data File will be removed from the Start-Up List.

Related Topics
Open LastViewed Documenton Start-Up

18.15 Open Last Viewed Document on Start-Up

InfoRecall allows you to open the lastworked on documentevery time you start InfoRecall.
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Tools | Security Window Help
IE Swap Source Folder...

Synchronize Files...

Rebuild 2
Compact Data Files k

> Spell Check...

~ Auto Spell Check
View User Dicticnary

|-TI'_|;| Ward Count

@ Reminders...

Select Documents for Start-Up...
v Open Last Viewed Document on Start-Up

@ Time Tracker...
Calendar...

Phone Dialer...
Calculator... F&
Favorite Program F7

1¥ Preferences...

Toolbars »
Customize Toolbars...
Beset Toolbars & Workspace

Customize Tree lcons...

BackUp/Restore...

To Turn this Feature On
e Choose Open LastViewed Documenton Start-Up from the Tools menu.
The Check mark will become and stay depressed as long as this feature is on.

To Turn this Feature Off
e Choose Open LastViewed Documenton Start-Up from the Tools menu.
The Check mark will be flush with the menu.

Note:

This feature is overridden by the "Select Document for Start-Up" feature found under the Tools
menu. If you have chosen "Open the lastused Documenton Start-Up" and also selected
Document(s) to be opened with "Start InfoRecall with" then the only documents that will open on
start-up are the ones selected with "Start InfoRecall with".
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Related Topics
Select Documentfor Start-Up

18.16 Type for You!

Type for You! greatly facilitates textentry by keyboard.

Tired of typing words, terms, phrases or whole sentences that are repetitive? Type for You! will type
foryou.
Type for You! makes iteasy!

InfoRecall maintains a list of prompts and textassociated with it. Then when you type the prompt
and press the space bar InfoRecall will type the text to the InfoRecall Editor for you.
Justtype the Prompt, press the Space Barand Type for You! does the rest.!

To Use Type for Youl!:
e Type a Promptinan InfoRecall document.
o Press the Hotkey. (Defaultis the Space Bar).

Note:
Before you can use Type for You! you have to let InfoRecall know the Promptand the Type for You!
Text.
Type for You! - Control Panel X
Available Text
Prampt Text &3
ram Chryzler's Ram brand rizes to the occazsion|ll N
req Thanks for registering, “w'e promize to take care of your buzsiness! .E.
hel Hep does exist. Please call us and a representative will endeawvor to help vou m
per Ah accounting period, in bookkeeping, iz the period with reference to which accoun...
¥ Add
< >
Change
Hotkey Delete
Your Hotkey is: Space Bar
o8 &

To Sort Type for You! List
e Click ona Column Header to sortthe items in that column.

To entera Promptand Text:

e Choose Type for You! - Control Panel from the Tools menu.
¢ Click the Add button.

e Type anprompt.
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Press the Tab key

Type the textfor your prompt.

Check Space after Textor Paragraph Break
Click the Save button

Type for You! - Control Panel

Available Text

Prompt
ram

reg

Hatkey

Type for You!

Prompt

per

Text

AR accounting period. in bookkeeping, is the period with
reference to which accounting books of anp entity are
prepared.

Add
Space after Text [ ] Paragragh Break

Cancel Change

Delete

Y'our Hotkey is: Space Bar

Note:

Prompts are case sensitive!

Space after Text:
Space after Text: When this box is checked, InfoRecall will automatically add a space after your
textso thatyou can immediately keep typing after the text without pressing the space bar.

Paragraph Break (after Text)
Check this box to add two lines after the text. This prepares InfoRecall for typing in a new

paragraph.

0k
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Prampt

= |

Text

An accounting period, in boakkeeping, i the period with
reference to which accounting books of any entity are
prepared. il

[ | Space after Test Paragragh Break

The above Type for You text has one paragraph break represented by the pipes

Multiple Paragraph Breaks

o Type textand press the enter Key twice anywhere a paragraph break is needed.
o Click on the Paragraph Break boxto check it

¢ Click Save

The below example has two paragraph breaks; One after the word prepared, the other after the
word period.

Frompt

= |

Text

A accounting penod in bookkeeping iz the period with
reference o which accounting books of any entity are
prepared.

The internal financial reporting standardz allow a penod of
B2 weeks az an accounting period

5 frer Text
[ ] Space after Tex FParagragh Break: Cancel

The below dialog show whatthe above textwill look like once it's saved.

© 1994-2016 Phantech Software Inc.



242 InfoRecall

Type for You! *

Prorpt

per

Text

A accounting penod, in bookkeeping, iz the period with
reference to which accounting books of any entity are
prepared [T ke intemal financial reparting standardz allow a
penod of 52 weeks az an accounting period|(l

[ | Space after Text Faragragh Break Cancel

The above Type for You text has two paragraph breaks. One after the word prepared and the
second after the word period.

Paragraph Breaks are represented by the pipes lll

This sample writes two paragraphs oftext.

Delete Paragraph Breaks

Click a the textin the list with Paragraph Breaks.
Click on Change ordouble click on the text.
Click on the Paragraph Break boxto un-check it
Click Save

All Paragraph Breaks will be deleted. Textwill be continuous.

Choose a Type for You! Hotkey:
¢ Click on the Hotkey box.
e Press ona single Letter/Number key or the Space Bar

Note:

The default Type for You! Hotkey is the Space Bar.

The Hotkey key can be any single Letter/Number key or the Space Bar. No other key or key
combinations can be used. All Hotkeys, upper orlower case, are treated as the same case.

To Delete a Prompt with Text:
e Click on a textin the Listboxto highlightitor highlight them all to delete them all
¢ Click the Delete button or press the Del key

To Change Text:

Click on a textin the Listbox to highlight it

Click the Change button or double click on the selection

Make changes to your prompt

Make changes to your text

Keep orun-check Paragraph Break or Space after Text. Type for You! will remove them on Save
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18.17 Time Tracker

Time Tracker is for Lawyers, Consultants, Accountants or other professionals who need to keep
track of clienttime and clientcharges.

The Time Trackerdialog floats on top of InfoRecall, which means thatyou can open an InfoRecall
document; call up Time Tracker, move itaside and track clienttime while atthe same time making
notes in the open document.

You can work on any InfoRecall File while tracking time.

You can Paste the Date, Startand Finish time, Total Time, Cost per Hour and total Costto a
documentatany time.

Time Tracker's Time Prefix, Costper Hour and Currency Symbols are completely configurable
and there are 13 Date & Time formats to choose from.

Time Tracker Dialog

The Time Trackerdialog is modeless window (itfloats on top of the workspace) which will allow
you to continue working with InfoRecall without blocking your work flow.

You minimize Time Tracker and open other documents, work on them and use whatever features
you need.
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Timne Tracker — ] X
Monday, November 16, 2015 03:54:40 PM
Hourz  Minutes Seconds Hourly Fate Currency Spmbal

2 6 31 /500,00 MRE v|

$1,054.31

Continue
Time Prefix
[Billng Time: “] stop
Reszet

Drate & Time Format

|Da_l,l, Manth, D ate, Year, Hour, Minute, Second e |

b odifiy...

Pazte Optionz

Pazte Start & Finizh Time Paste Cost per Hour
Cancel

To Track Time and Cost

e Choose a Hourly Rate ortype one

e Selecta Currency Symbol ortype one
¢ Click Start

Stop/Continue/Reset

¢ Click Stop whendone

e Click Continue to keep going

¢ Click Resetto reset Timerto zero

Paste Time Tracker Information

e Choose a Time Prefixortype one

e Choose A Date &Time Format

e Check Paste Start & Finish Time or uncheck itif not wanted (check mark is on/off)
e Check Paste CostperHouroruncheck itif notwanted (check mark is on/off)

o Click the Stop button if Timer is still running

e Opena InfoRecall Document Locate the cursoron a page

e Click Paste

Paste Time Tracker Information to other applications
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No need to open a InfoRecall Document

Startan application

Stop when ready

Click Ctrl+V or choose the applications Paste feature to paste it

You can minimize InfoRecall while Time Tracker is running. On maximize, simply click on the Time
Trackerlconorchoose Time Tracker from the Tools menu to display the dialog again

Time Tracker Paste as shown in the Time Tracker dialog above

Monday, Movember 16, 2015

Start:  01: 47 48 PM

Finish: 03: 54 28 PM

Billing Time: 2 Hours, 6 Minutes 31 Seconds
Charge: $1,054.31 at $500.00/hr.

To starta new Time Tracker session
e Click Reset
e Click Start

Modify
Allows you to Add, Remove or Change the Currency Symbol, Hourly Rate and the Time & Date
Format

To Modify:
¢ Click the Modify button on the Time Trackerdialog. The below dialog will show.

Tirme Tracker oy

Categaory

i) Currency

(®) Hourly R ate

() Timne Prefis 0K

Click one the type of item to modify. Notepad will start with the appropriate category open
Add, change orremove items

Save your changes

ExitNotepad

Click OKin the dialog

The changes willimmediately be reflected in the drop-down boxes.

18.18 Calendar

Attimes itis convenientto have a calendar handy. InfoRecall provides one forjustthatreason.
The calendar can also be used for date stamping either the Document Name Box or the
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Document.
Simply place the cursor where you wantto insert the date, selecting a date and click on the Insert
button.

Calendar will insert the date according to the date formatchosen.
Change Month or Year

¢ Click on the leftorright arrows to change Months

¢ Click on the Month Name to change the Month or Year

¢ Click on Today to resetthe calendarto today's date:

Calendar displays the week number on the left of each month.

1 January 2015 February 2013 March 2015 4

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri  Sat
1128 2 30 AN 2 3
2] 4 5 6 7 8 9 10 6| 1 2 3 4 5 6 To10 1 2 3 4 5 6 7
Il1o12 13 14 15 1. 17 7| 8 9 10 1 12 13 14 1| 8 9 1w 1 12 13 14
4118 19 20 21 22 23 24 8|15 16 17 18 19 20 21 12|15 16 17 18 19 20 21
5125 26 27 28 29 30 31 912 23 24 25 26 27 28 13|22 23 24 25 26 27 28

14029 30 N
April 2015 May 2015 June 2013

Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri  Sat

14 1 2 3 4 18 1 2 23 1 2 3 4 5 6

151 5 6 7 8 9 W 1 19| 3 4 5 6 7 8 9 24| 7 8 9 W M 12 13
%12 13 14 15 16 17 18 20010 1 12 13 14 15 16 25/ 14 15 16 17 18 19 20
719 20 21 2 23 24 25 21017 18 19 20 21 2 23 6|21 2 23 24 25 26 27

18l 26 27 28 29 30 22|24 25 26 27 28 29 30 27128 29 30
231 3
July 2015 August 2015 September 2015
Sun Mon Tue Wed Thu Fri  Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri  Sat
27 1 2 3 4 3 1 36 1 2 3 4 5
28] 3 6 7 8 9 W M 32| 2 3 4 5 6 7 g 37| 6 7 8 9 1w M 12
291012 13 14 15 16 17 18 33| 9 w0 11 12 13 14 15 38|13 14 15 16 17 18 19
019 20 21 2 23 24 25 3416 17 18 19 20 21 2 3% 20 21 2 23 24 25 26
1l 28 27 28 29 30 3 3323 24 25 26 27 28 29 40l 27 28 29 30
3|30 3N
October 2015 November 2015 Decernber 2015
Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri  Sat
40 1 2 3 43 1 2 3 4 5
41 4 5 6 7 8 9 10 43 1 2 3 4 5 6 7 50| 6 7 8 9 10 1 12
11 12 13 14 15 16 17 46| 8 9 W M 12 13 14 51(13 14 15 16 17 18 19
43118 19 20 21 22 23 24 47|15 1% 17 18 19 20 21 52| 20 21 2 23 24 25 26
441 25 26 27 28 29 30 31 48| 2 23 24 25 26 27 28 53| 27 28 29 30 A 1 2 Date Format
491 29 30 21 3 4 5 6 7 8 9
[ Today: 6/12/2014 Cancel

To Date Stamp the Document Name Box:
e Positioninthe DocumentName Box.

e Choose Calendarfrom the Tools menu.

¢ Click a date.

e Click the Insertbutton.

To replace the Document Name with a Date:
Highlight the Document Name.

Choose Calendar from the Tools menu.

Click a date.

Click the Insertbutton.

To Date Stamp a Document:
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Position the cursor where you want the insertion..
Choose Calendar from the Tools menu.

Click a date.

Click the Insert button.

Date Format
Allows you to chose the Data Formatforinserting dates to the InfoRecall editor.

Calendar >

D ate Formats

275
032715
Fridan, March 27, 2015

karch 27, 2015 | =
Friday, 27. March 2015 =-=
2703158

Friday 27 March 2015
Friday, 27 de March de 2015
Fri Mar 27, 2015

2015, March 27

27 Mar, 15

27, March, 2015

27 March 2015

27 /Mart1h

March, 15

Mar/27/415 Ok

Cancel

e Click onthe Date Formatbutton
¢ Click on the date formatto insert
e Click OK

The data format, once set, willbe remembered every time a date insertionis made. Chose a new
formatis If a different formatis needed.
The Date is also in Windows Clipboard to be pasted to other applications too.

Related Topics
Insert Time/Date

18.19 Phone Dialer

This feature allows you to make phone calls from your computer through your modem. ltuses the
Windows Phone Dialerto do this.

Note:Youmusthave a modem and the phone hooked up to it.
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&y Phone Dialer - ':'

File Edit Teools Help

MNumber to dial: Speed dial

Diz 2
3

ABC | | DEF
1 2 3 A
GHI | [ okl | [mno |

4 5 6

PRS | [ Tuv | [wxy| &
7 8 g _
- 0 # 8

If you store phone numbers in InfoRecall you can:
1. Highlighta phone number.

2. Choose Phone Dialerfrom the Tools menu.

3. Click the Dial button to dial the number.

Make sure your modem is connected and thatthe Dialing Properties (Tools, Dialing Properties)
are setcorrectly.

In Phone Dialer:

e You can entera phone number manually

e Typing a phone number.

e Click a numberon the number pad.

o Store frequently dialed numbers in Speed Dial and click them to dial.

18.20 Quick Launch Calculator

Run your favorite Calculator from within InfoRecall.
The defaultis the Calculator thatcomes installed with Windows, but any other Calculator program can
be programmed to run from this menu item.

e Choose Calculator from the Tools menu
or
e Press F6

To runa calculator o fyour choice you must first setitup Quick Launch Preferences:

e Choose Calculator from the Tools menu
or
e Press F6
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18.21 Quick Lauch Program
Itis often convenientto run a program from within another.

Quick Launch Program allows you to do justthat. You can set this Menu ltem to run any Program and
then run it from within InfoRecall.

The Menuitem is disabled (grayed out) until you setitto run a program

To selecta program to run from the menu you must choose itin Quick Launch Preferences.

Once a program has bee chosen and set:

e Choose "Your Program Name" from the Tools menu
or

o PressF7

18.22 Custom Settings Preference

You can view InfoRecall with or without the following items:

Preferences

Custom Settings  Automatic Save Forts  Background Colors  Guick Launch

Cptions
futo Expand Document Tree

Show All Waming Messages
[ ] Mways Minimize to Tray
[ ] Start InfoRecal on Windows Startup

[]5et Reminders to Document based. (Mote based is Default)

Automatically Compact Files on Closing

Apphy Cancel

Auto Expand Document Tree
When checked, this expands the Document Tree automatically every time a File is opened.

Show All Warning Messages:

When checked, InfoRecall shows all warming messages regarding:
¢ Rebuild Document Tree

¢ Rebuild Document
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e FormatPlain Text
o Network DocumentLock
When not checked these warning messages will notbe displayed.

Always Minimize to Tray:
InfoRecall will exitto the System Tray when this check mark is on. InfoRecall will Exitdirectly when
the check mark is off.
Always Minimize to Tray will always do this until itis reset. to show the check mark as off.
This is different from Minimize to Tray in the File menu which is temporary and will only do so until
InfoRecall is Exited from the System Tray Exit.

Start InfoRecall on Windows Start-up:
InfoRecall starts every time Windows is started or re-started when this check mark is on.

Set Reminders to Document Based (Note based is Default):

Reminders can be used in two different ways:
e Note based reminders
e Documentbased reminders

Note based reminders are default.

To use Documentbased reminders:

e Choose Preferences from the Tools menu

e Click on SetReminders to Document Based. A check mark will appear as shown below.
e Click Apply

Automatically Compact Files On Closing (Recommended)

Alotofdisk space can be saved by compacting InfoRecall Files. InfoRecall writes blocks of textto
its database thatare of a certain size. Ifthe documentyou save has textless than the block size
some spaces will be saved too. Also, the database does notadjust automatically as text,
formatting or pictures are removed from a document or if documents are deleted.

Automatically CompactFiles On Closing compacts a File immediately wheniitis closed to make
your Files as small as possible.

To do so:

Choose Preferences from the Tools menu.

Click the Automatic Save tab.

Click the Automatically CompactFiles On Closing check box.
Click the Apply button.

Related Topics
Reminders
Minimize to Tray

18.23 Automatic Save Preference

You can protect your work by using having InfoRecall save itautomatically. InfoRecall provides two
Auto Save modes:
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Preferences

Custom Settings ~ Automatic Save  Forts  Background Colors  Quick Launch

Automatic Document Save

Save Open Document Every |2 = Minutes

Automatic Save on Closing

Save Documents on Closing

Apphy Cancel

Save Open Documentevery () Minutes:
Saves yourdocuments or changes to your documents ata specified time intervals in minutes.

To use the Save Open Document every(.) feature:

e Choose Preferences from the Tools menu.

Click the Automatic Save tab.

Click on the up/down arrow of the control to the number of minutes desired.
Type orclick minutes

Click the Apply button.

Save Documents Automatically On Closing:

Saves yourdocumentor changes to your document automatically. Rather than invoking a
message box asking you ifyou wantto save itbefore you go on to the requested feature, it'll save it
automatically and without asking.

To use the Automatic Document Save feature: (Recommended)
e Choose Preferences from the Tools menu.

¢ Click the Automatic Save tab.

o Click the Save Documents Automatically On Closing check box.

o Click the Apply button.

18.24 Background Colors Preference

Change the background of the documenttree and the document editor to any coloryou like. You
can change the Documenttree to one color and the Editor to a different color or keep them both the
same.
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Custom Settings  Automatic Save  Fonts Background Colors  Quick Launch
Background Colors
Editor Background Color

Document Tree Background Color

EE -

Apply | | Cancsl

To do so:

Choose Preferences from the Tools menu.
Click the Background Colors tab.

Click the color button for the Editor or the Tree.
Click a color from the Color dialog box

Click Apply

The new documentbackground color becomes the global defaultbackground color.
The documentfonts of saved documents will be the color they were created in.
The fontcolor will have to be changed manually, if not suitable, for every document.

18.25 Fonts Preference

Allows you to setthe global defaultfont settings for InfoRecall.
Fonts thatcan be changes are for: the:

e File Box
e DocumentTree

e DocumentName Box
e Editor

e FontName Box

e FontSize Box
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File Box Document Tree Document Name Editor Font Names ont Sizes
File Documents E&' Fonts View Insert !!abEE Paragraph Search Tem!aies Tools  Security Wimig Help ! !

D2oER0ReR | RETEDRRE-LE | LEHYE | IDEL9ERAN | BW@eEnE e
H|P555wordé vE‘ constarice Member Fasswor |H|| grister He vE [/:2 v|

ID pertand@fuchsame.com

Pa 1SS0 Friiatikiakiikiak

Constance Member Password

Fonts:
Document Tree and Editorallows fonts, fontsize and font color changes.
File Box, DocumentName, Font Names and Font Sizes allows changing fontant font size only.

Custom Settings ~ Automatic Save Forts Background Calors  Quick Launch

Fonts
Editar Fort size
;
Document Tree Faort size
e BRC
File Box Font size
| SENTA Schreibmaschine 12
Document Name, Fort Mame, Font Size Fort size
| JETTA BOLD 11

. Mpply || Cancel

To change the global font attributes:

e Choose Preferences from the Tools menu.

e Click on the Fonts tab

e Click on the fonts button, for the Tree or the Editor.
Click a font.

Click a Fontstyle (Regular, ltalic, Bold, Bold ltalic).
Click a Fontsize.

Click a Fontcolor.

Click the Apply button.

Do the same for Document Name and Font Name and Font Size. These use the same fontand font
size.No coloris used.

Note:
Changing the fontand font color in only affects newly created documents. The fontand fontcolorin
all previously saved documents remain as created.
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18.26 Quick Launch Preference

Launch a calculator or the software of your choice directly from inside InfoRecall. Setthese Menu
ltems to run a calculator and any software program and have its name appearin InfoRecalls menu.
You cansetInfoRecall to launch a program with a File oreven launch your default browser with a
web page.

Preferences

Custom Settings  Automatic Save  Fonts Background Colors ~ Guick Launch

Calculatar
Program Path

C:Windows\System 32calc exe Clear Select. ..

Program

Program Mame

| MasterConverter | Clear

Program Fath

|Z:"-—.Master Converter\MasterConverter exe | Select...
Apphy Cancel

This topic covers two features:
1. Quick Launch a Calculator
2. Quick Launch a program with or without a File.

1. Quick Launch Calculator

Run your favorite Calculator from within InfoRecall.

The defaultis the Calculator that comes installed with Windows, but any other Calculator program
can be set to run from this menu item.

To set a Calculator to launch from this menu:
e Choose Preferences fromthe Tools menu.

¢ Click the Quick Launch tab.

¢ Click the Select button.

¢ Choose the location of your Calculator.

¢ Click the Calculator exe File.

e Click the Apply button.

To launch the default Calculator if another program was set:
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o Choose Preferences fromthe Tools menu.
¢ Click the Quick Launch tab.

¢ Click the Clear button.

e Click the Apply button.

2. Quick Launch Program

Itis often convenient to runa program from within another.

Quick Launch Program allows you to do just that. You can set this Menu ltem to run any Program
and then run it from within InfoRecall.

You canalso run a program and load a File. For instance you could run Winword and load a
document or run your favorite Web browser and load a web page.

The Menuitemis disabled (grayed out) until you setitto runa program.

To seta program to launch from this menu

e Choose Preferences fromthe Tools menu.

e Click the Quick Launchtab.

e Click the Select button.

e Choose the location of the programto run.

e Click the programexe File.

¢ The program name will display in the Program Name box. Acceptit or change it.
e Click the Apply button.

To seta program to launch from this menu and load a File:
e Choose Preferences fromthe Tools menu.

e Click the Quick Launch tab.

e Click the Select button.

e Choose the location of the programto run.

e Click the programexe File.

¢ Add the Folder name (c:\Prog.exe your.doc).

¢ Oradd a URL (C:\FoldenBrowser.exe wwv.yoursite.com).

e Type a name inthe Program Name box.

e Click the Apply button.

The menuitem" Quick Launch Program" in your Tools menu will be replaced with the name that
you've typed in the Program Name box.

Note:

The standard notation when setting a programto launch with a File is:
Drive\Foldern\Program.exe file or Drive\FoldenBrowser.exe wwv.yoursite.com. There mustbe a
space between program.exe and the File or the URL.

To clear a program:

¢ Choose Preferences fromthe Tools menu.
¢ Click the Quick Launchtab.

¢ Click the Clear buiton.

e Click the Apply button.
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18.27 Customize Toolbar

You can customize the toolbar for frequently used features by adding and removing buttons and
toolbars.

The number of buttons on InfoRecall has to start with depends on the Screen Resolution of your
Monitor. InfoRecall sets tool buttons atinstallation for screen widths of 640, 800 and 1152. You have
to add tool buttons yourselffor screen resolutions wider than that. You can add orremove a button
from any ofthe toolbars, You can even create a new Toolbar.

Customize Toolbars

Commands | Toolbars

Categories: Buttons

| MR ESBEDH

Documents
= ORSED |
View

Inzert

Takle

Paragraph
Search
Templates
Tools W

Select a category, then click a button to see its description. Crag the
button to any toolbar

Cescription

1=

Help

To add a button to the Toolbar:

Choose Customize Toolbar from the Tools menu.

Click a menu category and all the buttons available to it will be shown.
Click a button in the dialog and read whatitdoes in the Description box.
Click the button to add, press the left mouse button.

Drag the button to the toolbarand drop itinto the desired location.

To remove a button from the Toolbar:
e Click the button to remove, press the left mouse button.
o Drag the button over the toolbar to the title bar until the button disappears.

To show or hide a Toolbar:
e Choose Customize Toolbar from the Tools menu.

© 1994-2016 Phantech Software Inc.



Tools Menu 257

e Click the Toolbars tab.
e Click ona Toolbarto show or hide it..

To create a new Toolbar

You can create an entirely new toolbarand add buttons onit. To do so:

e Choose Customize Toolbarfrom the Tools menu.

Click the Toolbars tab.

Click the New button.

Name the newtoolbar.

Click OK.

The new barwill be inthe Toolbar Listand will be displayed somewhere on your workspace.

To delete a new Toolbar:
e Click ona Toolbarinthe Toolbar List.
e Click the Delete button.

Re-size Boxes:
You canre size the Font/Font/Font Size drop-down and File Boxes to make them wider or narrower.

To do so:
e Choose Customize Buttons from the Tools menu.

e Click ona drop-down box.

o Position the cursoron the rightedge of the frame.

o Press the left mouse button and drag the drop-down box wider/narrower.

Note:

The Customize Buttons dialog mustbe displayed to re-size the drop-down boxes.

Related Topics
The Tool Bar

18.28 Toolbars

The following are the toolbars used by InfoRecall:

Tool Bar
DocumentBar
Boilerplate TextBar
Status Bar

PO =

Clicking on any of the above Tool Bars in the View menu makes the individual bars visible or hides
them depending on whether they're on or off. A sunken check mark indicates thata baris on.

Related Topics
The Menu Bar
Full Screen
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18.29 Reset Toolbars & Workspace

Resets your Toolbars and Workspace windows to their original state thatthey were in after installation.
This mightbe necessary ifforany reason a Toolbar or one of the Workspace windows does not
display properly.

InfoRecall Setup uses the Windows Registry File to register Toolbars, Toolbar Buttons and the
Workspace are sized to the Screen Resolution of your computer.

ResetToolbars & Workspace uses the Registry settings to safely reset Toolbars & Workspace to their
original installation state.

To Reset:
e Choose ResetToolbars & Workspace from the Tools menu.
e Click Yes to proceed, No to cancel.

Reset Toolbar & Workspace

This will reset your Toolbars Workspace to
their Original Installation State

Your Screen Resolution is: 1920 X 1200
Toolbars Workspace will be resetto a Screen Resolution of: 1920 X 1200

o se Customize Toolbars from the Tools menu to add or remove Buttons

If you click Yes, InfoRecall will restar with the Toolbars and Workspace reset
to their Qriginal Installation State.

Proceed?

Yes Mo

InfoRecall will be restarted and Toolbars and Workspace will resetthe to whatthey were atthe
initial installation.

Any changes made to the Toolbars or the arrangement of the Workspace since installation will be
lost.

Note:
Screen Resolutions shown are Screen Widths. (Screen Width x Screen Height)

Screen Resolution Resets available are:
e 1024
e 1280
e 1440
e 1680
e 1920

Ifyour Screen Resolution is greater that 1920 or smaller than 1024 then use Customize Toolbars to
eitheradd orremove Toll Buttons.
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Related Topic
Customize Toolbars
The Toolbar

18.30 Customize Tree Ilcons

Customize your documenttree!

Customize Tree lcons oo
lcon Sets
Clozed Open Deleted

@ 49 (34 ~

e 0 X

= I = T <|

3 X

&£ ¥

o= -t [

g [

] X

) Ma lzons
] 8 -
ezet
A % -
, Apply
= R v
SRS arnple File B} = arnple File

{ﬂ A Starting D ocurment A Starting D ocument
-- Ciocument Tree Ciocument Tree
? Hyperlinks Hyperlinks
Searching with InfoR ecall Searching with InfoRecall
- The Editor #-  TheEdior
AL Wark space Manager e wWorkspace Manager

Change the Tree Icons of your documents. Choose from an array oficons or make your own. You
can now make your documenttree look really distinctor more visually informative ofit's content.
Lightup your documenttree - customize the tree icons. Or use no Icons atall!

There are three methods of changing Icons:

1. Change the Tree Icons fora single document.

2. Change the Tree Icons for multiple documents.

3. Change the Tree Icons for all the documents all atonce.

Icons always come in sets of three:
1. The closed documenticon
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2. The opendocumenticon
3. The deleted documenticon

To change Tree Icons for a single document:
Click a documentin the documenttree.

Choose Customize Tree Icons form the Tools menu.
Click a newicon set.

Double click or click Apply

To change Tree Icons for multiple documents:
e Selectdocuments in the document tree.

e Choose Customize Tree Icons form the Tools menu.
e Click a newicon set.

e Double click orclick Apply

To change Tree Icons for all documents:

Click the Rootofthe Document Tree.

Choose Customize Tree Icons form the Tools menu.
Click a newicon set.

Double click or click Apply

No Icons: _
You can setthe Tree to no icons. The setlooks like this: *~

The Deleted DocumentIconis still there to differentiate it from all the other documents. The method
of selection is the same as described above exceptthatyou click the No Icons button after you

have made your selection.

Reset:
You can resetthe Tree Icons to the defaulticon set: ¥ 3x

The method is the same as described above exceptthatyou click the Resetbutton after selecting

the Tree Icons or the Root.
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19 Backup & Restore

19.1 Introduction

184

Back-up with data compression and File-Splitting support.

Back up your data!

Every data storage media will fail someday and italways seems to happen when you need the
data the most.

Hopefully you have a current backup. If not, you may be faced with many frustrating hours trying to
reconstructyour data.

Don'twaste yourvaluable time and energy. Back up you data!

Backup for InfoRecall is powerful and easy-to-use. lts design gives you all the security,
convenience, and reliability you need to back up and restore your data. Point-and-click feature
provides complete control over operations using a visual interface.

Save your back up to the Hard Drive, USB Flash Drive, Diskettes or the Sky.

Backing up to smaller media allows you to span media so you can back up even the largestfiles
with file-splitting support. Squeeze the mostdata on the least media with built-in data compression
to speed data transfer and reduce back up and restore time.

Backup is easy to use.

An InfoRecall File setconsists of three Files (.dat, .idx, .tre). You only have to selectthe .datFile,
that's all you'll see. Backup takes care of the rest. Your setwill always be complete.

Backup also backs up the Reminder file (remind.txt) if one exists.

Because backing up your data is important, InfoRecall will remind you every 30 days to consider
doing one.
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Data Backup x>

It has been 1 Month since the last Backup Motice.
You should consider backing up your data files.

o Backups are an important function of data
management.

Cio you want to perform a data backup now?

Yes Ma

[ ] Do ot show this message again.

Ifyou don'twantto see the Waring dialog in future usage, click on the check box.

To enable the Warning dialog again:

e Choose Preferences from the Tools menu.

o Click the Customize View tab.

¢ Click the Show All Warning Message check box.

A check mark indicates thatall messages are enabled.

Related Topics

Back up Files
Restore File

Backup Log

19.2 Backup Files

When you're backing up InfoRecall Files all you see are the .dat Files in the Backup List but
Backup backs up the full setofFiles ( .dat, .idx, .tre.). No need to worry, Backup does itall foryou.
Backup also backs up the Reminder file (remind.txt) if one exists because itmay hold important
dates thatmaybe difficultto reconstructiflost.

There are only four (3) steps to backing up your InfoRecall Files.

Choose Backup/Restore form the Tools menu.

All your data files from your current Source Folder will already be loaded into the Backup List.
To back up the data files shown in the list

Follow the INSTRUCTIONS on the right side of the dialog.

1. Click the Browse button and selecta file folderto back yourfiles up to.

2. Name your Backup file
3. Click Backup button
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\iE Backup Data Files = O e
Tools  Help

Backup Festore

133 Files to Backup

C:\InfoRecal\DatahLegacy.dat -
C:\InfoRecal\DatahLegal Contracts. dat

C:\InfoRecal\Datahh ajestic. dat

C:\InfoRecallD atahM arla. dat

C:\InfoRecal\Datahhedical dat Backup
C:\InfoRecall\Datahketro ‘wide Painting. dat
C:\InfoRecal\Datah\Microsaft Office 2013, dat
C:\InfoRecall\DatahMetwark, Solutions. dat

C:tInfoR ecall\DatatMew Trip.dat INSTRUCTIOMNS
C:\InfoRecal\Data\Maow vou Know. dat o ,
C:\nfoRecal\Data\0ksana Wb Sites dat Click. '‘Browse’ to select
C:\InfoRecallDatahPazzwords. dat a Folder ta Backup the
C:hInfaRecalhD atahPersanal Profile Sheet.dat W Files to.

Backup Destination

H:%BackupsJanuary 5-2016.bak Browse. ..
Progress
[rata Files. .
- ] Aemove
Backup
[ ata Files
Mew

H:%B ackupzilin ' ang.ids=

Cancel

To back up files from a different Source Folder
Follow the INSTRUCTIONS on the right side of the dialog.

Click the New button

Click the Data Files button

Choose a folder where your data Files are

Selectthe data files to back up

Click the Browse button and select a file folder to back your files up to.
Name your Backup file

Click 'Backup' button

Nogkowh=

All the Files in the listwill be archived, compressed and saved to one File in your destination
Folder.
Backup also backs up the Reminder file (remind.txt) if one exists.

When Backup is finished a message will appear telling you the backup was completed and how
many Files were backed up.
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Note:

Ifyou're saving your backup to a diskette and the total backup file size is greater than the space on
your diskette, Backup will automatically split (span) your files to more diskettes. Simply inserta new
diskette when asked to do so.

Related Topics
Restore Files

Backup Log

19.3 Backup Log

Every time you do a back up a backup.log is written.

To View the log:
Choose View Backup Log from the Backup File menu.

The log looks like the one shown below. You can also Purge the log, thatis erase all the entries.
Without purging, all the backup activities will append, one after the other.

Purge the log:
Choose Purge View Backup Log from the Backup File menu.

=

File Edit

Format  View Help

BACKUP.LOG - Notepad

Folder Backup

November 13, 2818 18:47:12

Backed Up To: D:\BackUps\Personal 11-13-18.bak

Number of Folders Backed Up 111

Status Folder Size Folder Name

Added 20858 KB C:\InfoRecall Files\InfoRecall 15\Data‘118 Bloor Street 1985.dat
Added 436 KB C:\InfoRecall Files\InfoRecall 15\Data’ 156888 Useful Phrases.dat
Added 72 KB C:\InfoRecall Files\InfoRecall 15\Data’2867 Yukon Denali.dat
Added 25 KB C:\InfoRecall Files\InfoRecall 15\Data‘251 Consumer Rd.dat

Added 1474 KB C:\InfoRecall FilesZInfoRecall 15\Data\6th Gebirgs Division.dat
Added 1942 KB C:\InfoRecall Files\InfoRecall 15\Data‘4 Scrap File.dat

Added 184 KB C:\InfoRecall Files%InfoRecall 15\Data‘Accounting Terms.dat
Added 258 KB C:\InfoRecall Files\InfoRecall 15\Data‘Address Book.dat

Added 25 KB C:\InfoRecall Files\InfoRecall 15\Data‘\Adobe Apps.dat

Added 2338 KB C:\InfoRecall Files\InfoRecall 15\Data‘Adventure.dat

Added 785 KB C:\InfoRecall Files\InfoRecall 15\Data‘Allstream.dat

Added 9 KB C:\InfoRecall Files‘\InfoRecall 15%\Data‘Anton Ramsauer.dat

Added 488 KB C:\InfoRecall Files\InfoRecall 15\Data\Appointments & Things to .
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19.4 Restore Files

When you're restoring InfoRecall Files all you see are the .datFiles in the Restore Listbut, Restore
will recover the full set of Files (.dat, .idx, .tre.). No need to worry.

There are five (5) steps to restore InfoRecall Files.
Choose Backup/Restore form the Tools menu. Click the below buttons in sequence!

Follow the INSTRUCTIONS on the right side of the dialog.

1. Click 'Restore' on the top left button
2. Click 'Backup File' and selectthe back-up file (*.bak) to restore
3. Click 'Browse' and selecta Data Source Folderto restore to
4. Click on a data file in the listor click 'Select All' to restore
5. Click 'Restore’ on the button
T¢
Tools  Help
Backup ” Restare
133 Filez to Restore - Click. an a File to Restare or click "Select All
Restare
INSTRUCTIONS
Click 'Restorg’ to
Restore the Files.
Restore Destination
|E:'\F‘n:ugram Filez [#26)4 nfoR ecall\Dr atah | Browse...
Backup File...
Progress
Select Al
. _______________Imyv=ew
Data Files
C:\Program Files [#86]4 nfoR ecall\D atahyillin v ang.ids
Note:

Steps mustbe performed in sequence shown above as the buttons only become enabled once a
step has been performed.

Important:
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In Step 4 you must highlight Data Files in the Restore List or Restore won't know which files to
restore.

¢ Click on the SelectAll button to restore all files listed

OR

¢ Click on one ormore files in the listto restore only the selected ones.

e To restore one file - click on one data file name in the list.

e To restore two or more data files - hold down the Cirl key and click on the data file names in the
listyou wantto restore.

e To restore allfiles click Select All.

When you click the Restore button the animated graphic image starts up and the progress bars let
you know where you are.

When Restore is finished a message will appear telling you the restore was completed and how
many Files were restored as shown below.

Restore

Restore is Complete,
130 Folders have been Restored.

oK

Note:
Ifyou're restoring from a diskette and your backup was spanned to more than one diskette,
Restore will automatically join your File. Simply inserta new diskette when asked to do so.

Related Topics

Backup Files
Backup Log
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20  Security

20.1 File Security

267

You can protectyour valuable information from access by others by password securing your data

files!

File Security

File Hames

110 Bloor Street
130 Carlton
15000 Useful Phrazes
2007 Yukon Denal
A Scrap File

Accounting Terms
Address Book

Ajr Gunz BB
Allztream

Atomic Mail Sender
Banner Exchange
BE Air Gun

Appointments & Things to Do

Accounting Terms

File Security is OFF

Type Pazzword

>

Re-Type Password oL

R emove

Cancel

To Password Secure a File:

Choose File Security from the Security menu

Use the Up or Down arrow keys to choose a File in the list
Press the Tap button to move the cursor to the editfield
Type your password in the Type Password box

Retype your password in the Retype Password box

Click the Setbutton.

Changing a Password:

Choose File Security from the Security menu

Click the secured File in the list.

Type your password in the Type Password box.

Retype your password in the Retype Password box
Click the Remove button.

Type your new password in the Type Password box.
Retype your new password in the Retype Password box
Click the Setbutton

To Remove a Password:

Choose File Security from the Security menu

Click the secured File in the list.

Retype your password in the Retype Password box

]
]
e Type your password inthe Type Password box.
]
]

Click the Remove button.

Loading a Secured File:
o Load the secured File
e Type your Password

¢ Click OK.
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File Security is ON

Type Paszward

Ok

Cancel

Note:
Passwords are case sensitive!

A File will notbe opened unless the correct Password is used. t may be a good idea to store your
Passwords so thatifyou do forgetyou can retrieve it.

20.2 Document Security

You can secure any document with a Password. Once secured, access to thatdocument will be
restricted. Every time someone attempts to view the document InfoRecall will insist on the correct
Password. If the Password is notknown, the documentcannotbe viewed.

Document Security is OFF

Type Paszzword

Set

Re-Tvpe Pazzwaord

Remove

Cancel

To seta document password:

Choose Document Security from the Security menu
Type your password in the Type Password box.
Retype your password in the Retype Password box.
Click the Setbutton.

Changing a Password:
e Openthe secured document.
e Choose Document Security from the Security menu
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Type your Password

Click Remove button.

Type your new password in the Type Password box.
Retype your new password in the Retype Password box.
Click the Setbutton.

To remove a document password:

e Openthe secured document.

e Choose Document Security from the Security menu
e Type your password.

e Click Remove button.

¢ Click Cancel.

Using a secured Document:
e Click on the secured document.
e Type the password.

e Click OK.

Accounting Termns - Finacial Ratios

Document Security is ON

Type Paszward

OE.

Cancel

Note:
Passwords are case sensitive!

269

The documentwill notbe opened unless the correct Password is used. ltmay be a good idea to

store your Passwords so thatif you do forgetyou can retrieve it.

20.3 Log-In Security

InfoRecall can be password secured at start-up,

You can keep others from running InfoRecall by password securing its launching. Every time you

startInfoRecall it will ask for a password.
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Log-In Security is OFF

i
Type Paszzword ﬁ}

Fe-Tvpe Pazswaord L

Remove

Cancel

On starting InfoRecall you'll be asked fora password.

1} Log-In Security

Pleaze enter your pazsword. Bemember, passwords are case sensitivel

Pazzward: |

| Logln || Cancel

To Seta Log-In Password:
e Choose Log-In Security from the Security menu.
e Type a password.

¢ Retype the password.

e Click the Setbutton.

To Change a Log-in Password:

Choose Log-In Security from the Security menu.
Type the current password.

Click the Verify button.

Click the Change button.

Type a password.

Retype the password.

Click the Setbutton.
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To Remove a Log-in Password:
e Choose Log-In Security from the Security menu.
e Type the current password.

¢ Click the Verify button.

¢ Click the Remove button.

Note:

Passwords are case sensitive!

InfoRecall notbe launched unless the correct Password is used. tmay be a good idea to store
your Passwords so thatif you do forgetyou can retrieve it.

20.4 Read Only File Security

You can preventdocuments from being altered by making ofa File Read-Only.

By making a File Read-Only all documents in that File will be Read-Only

All Menu items except Search and Window and Help will be disabled and the Main Toolbar will be
hidden when making a File Read-Only.

Documents can be read but not modified.

Making a File Read-Only requires a password and the Files can notbe made Read-Write again
without using that password.

Read-Only File Security

File Mames Accounting Terms

110 Bloor Strest - Read-Only File Security is OFF

130 Carlton -
15000 Useful Phrases Type Password — |
2007 Yukon Denal —

A Scrap File | |
Accounting Terms

Address Book
Air Gunz BB
Allztream Set
Appointments & Things to Do ReType Password

Atomic Mail Sender

Banner Exchange

BE Air Gun N

Remoe

Cancel

To Make a File Read-Only:

e Choose Read-Only File Security from the Security menu

e Use the Up orDown arrow keys to choose a File in the list
e Type a password inthe Type Password box.

¢ Retype the password in the Retype Password box.

¢ Click the Setbutton.

Changing a Password:

e Choose Read-Only File Security from the Security menu
e Click the Read-Only File in the list

e Type your password inthe Type Password box
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Click Remove button.

Type a new password in the Type Password box
Retype your new password in the Retype Password box
Click the Setbutton

To Remove File Read-Only:

e Choose Read-Only File Security from the Security menu
e Click the Read-Only File in the list

e Type your password inthe Type Password box

e Click Remove button

¢ Click Cancel.

Note:

Passwords are case sensitive!
A Read-Only File can only be made Read-Write again by using the password. It may be a good
idea to store your Passwords so thatifyou do forgetyou can retrieve it.

20.5 Global Read-Only Security

You can preventall Files and Documents from being altered by making InfoRecall Read-Only
globally.

When you setGlobal Read-Only all documents, all data regardless where, will be protected from
changes.

When Global Read-Only is set:
The Main Toolbar will be hidden, other Toolbars will be disabled.
All menus will be disabled. The exceptions are:

Enabled Menus - No documents open:
o View

e Search

¢ Security (Global Read-Only)

e Help

Enabled Menus - Documents open:
e Search

o Window

e Help

All Hyperlinks are functional.

Before setting Global Read-Only:

Install InfoRecall ona computer

Setthe Source Folder to where the InfoRecall Data Files are (Tools, Swap Source Folders)
Setpreferences such as Fonts

SetView Multiple Documents if needed (View, Multiple Documents

Additional options before setting Global Read-Only:
Tool buttons can be added to the Document Bar for features thatare deemed necessary for users.
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Add Tool buttons after the Document Name box. That's the only Tool bar that's live.
See Customize Toolbaron howto do that.

File Documents Edit Fonts View |Insert Table Paragraph Search Templates Teols Security Window Help

OZC0EESORER  DRETEDEBREEIE | | IS @ FE

[FOLDERBOX *|Document Norme Box |R@Me =

Add Tool buttans her

To Set Global Read-Only:

Choose Global Read-Only Security from the Security Menu
Type a Password

Re-Type the Password

Click the Setbutton

Global Read-Only Security is OFF

Type Paszzword

Set

Fe-Tvpe Pazswaord
ey

Cancel

InfoRecall is now setto Global Read-Only. It will need re-starting to take effect.

To Remove Global Read-Only:

Ifa Documentis open Choose Close File from the Window menu
Choose Global Read-Only Security from the Security Menu
Type your Password

Retype your Password

Click the Verify button

Click the Remove button

InfoRecall is once more fully functional. All Toolbars and Menus will be active and showing.

20.6 Swap Source Folder Security

The network administrator has the option to limita userto one or several Source Folders. Source
folders are folders that hold InfoRecall data files.
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InfoRecall

Type Paszword

Swap Source Folder Security is OFF

& u

Re-Tupe Pazaward

Set

Femove

Cancel

Disable Swap Source Folders with a Password
A network administrator can add one or more Source Folders fora user and then disable Swap

Source Folders by password protecting it.

To seta Password:

Type a password
Retype the password
Click Setand click Cancel

Choose Swap Source Folder Security from the Security menu

Add, Remove and Custom Source Folder will be disabled.
In the below example a useris only allowed to swap between two Source Data Folders. No folders

canbe added orremoved.

Avallable Source Folders

Drive Source Folder

|nfoRecall\Personal Data

F: Comman DatabData

ik

0 Swap

Custom Source Folder

Add
--.\‘

Hemnve\_\

\Dis abled
Cancel
Dizahbl=d

\Disabled
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Related Topics
Swap Custom Source Folders

Swap Source Folders

275
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21 Windows

21.1 Cascade

This choice arranges all open documents so thateach one is offseton two sides from the
documents itoverlaps.
To Cascade you mustbe in Multiple Document mode and have more than one documentopen.

15

File Documents Edit Fonts View Insert Table Paragraph Search Security Tools Templates Window Help

D20 EESOREA | DRATEREREBEEE | BEEBE | #0

10 Bloor Street 1905 w |Concierge A

r

=0 1o Bloor Strept 1905
-1 Address

-1 Aeroplan

-1 Bill Mockler

-1 Bits of Wisdom

-1 Blinds

-1 Card Numbers

-1 Closet Furniture
-1 COLOMBO Design Door Handles
-1 Compound Interest
-1 Computer - New
-3 Concierge

- Crest

-1 Flushmate

- Furniture Summary
-1 House Hunting

-

==

S oo | 2
= o= |
=

< ome =
z ol

=z
T zTr =]

X

[Concierge
Wincent 416 923-5345

5 TTD900

ht

AT
o

Property Manager
Dan Frambais 416 923-9776

llmleal b elal

plesRoles)
1zic

21.2 Horizontal Tile

Tiles allopen documents horizontally. It modifies the size of each documentwindow and arranges
them so thatthey appeartop-to-bottom. To make Horizontal Tile work you mustbe in Multiple
Document mode and have more than one documentopen.

To do so:

e Choose Multiple Documents from the View menu
e Click ona document

e Click on another document

e Choose Horizontal Tile from the Windows menu
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® Base Rate = e =]
|& Definition 2
A technigue of maintaining supplies of INVENTORY at appropriate levels to meet production and sales requirements. The
determination of the right levels is at the heart of the INVENTORY control problem. The answer is to maintain the smallest
possible inventories consistent with good senvice to customers and efficient use of CAPITAL.
How much INVENTORY is too much? It never ceases to amaze, how many companies have too much INVENTORY. And it's
not just a question of having too much, because when that condition exists one invariably has the wrong INVENTORY. The
problem is the 20/80 rule. 20% of your INVENTORY sells and the other 80% sits in the warehouse and gathers dust. So you
v
n Short Selling Stocks = =] =]
Hello, I'm Andy Verity and I'm going to try to answer some of your ~
questions about how the banking crisis could affect you. If you'we got
any guestions, post them here, or text 85058 while the show is on, and
I'll try to answer as many as I can.
Q: How doss short-selling work?
W
i Fixed Costs ===
A Definition -~
A technique of maintaining supplies of INVENTORY at appropriate levels to meet production and sales requirements. The
determination of the right levels is at the heart of the INVENTORY control problem. The answer is to maintain the smallest
possible inventories consistent with good senvice to customers and efficient use of CAPITAL.
How much INVENTORY is too much? It never ceases to amaze, how many companies have too much INVENTORY . And it's
not just a guestion of having too much, because when that condition exists one invariably has the wrong INVENTORY. The
problem is the 20/80 rule. 20% of your INVENTORY sells and the other 80% sits in the warehouse and gathers dust. So you
W

Fixed Costs | Short Selling St Base Rate

21.3 Vertical Tile

Vertical Tile:

Tiles allopen documents vertically. It modifies the size of each documentwindow and arranges
them so thatthey appearside-by-side To make Vertical Tile work you mustbe in Multiple
Document mode and have more than one documentopen.

To do so:

Choose Multiple Documents from the View menu
Click ona document

Click on another document

Choose Vertical Tile from the Windows menu
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il BaseRate [ = | = |&3]| & shortSellingSt..[= [ = |[= || &1 FixedCosts [o= |[ = |[ =]
& Definition ol Helle, I'm Andy ol A Definition o)
) o ) Verity and I'm going . o )
A technique of maintaining supplies to t £ : A technique of maintaining supplies
of INWENTORY at appropriate levels o LIy Lo answer Some of INVENTORY at appropriate levels
to meet production and sales of your questions . to meet praduction and sales
requirements. The determination of about how the banking requirements. The determination of
the right levels is at the heart of the crisis could affect the right levels is at the heart of the
INVENTORY control problem. The you. If you've got INVENTORY control problem. The
answer is to malntalnthe_smalles_t any questions, post answer is to malntalnthe_smallest
possible inventories consistent with h h possible inventories consistent with
good senvice to customers and them ere, or text good service to customers and
efficient use of CAPITAL. 85058 while the show efficient use of CAPITAL.
is on, and I'1ll try
How much INVENTORY is too to answer as many as How much INVENTORY is too
much? It never ceases to amaze, I can much? It never ceases to amaze,
how many companies ha\fg too ’ how many companies ha\_n? too
much INVENTORY. And it's not just much INWVENTORY. And it's not just
a question of having too much, a question of having too much,
because when that condition exists Q: How does short- because when that condition exists
one invariably has the wrong selling work? one invariably has the wrong
INWENTORY . The problem is the INWEMNTORY . The problem is the
20/80 rule. 20% of your INWVENTORY ' 20/80 rule. 20% of your INVENTORY
sells and the other 80% sits in the Here's an example. sells and the other 80% sits in the
warehouse and gathers dust. So you Trader John borrn?ws 2 warehouse and gathers dust. So you
still have to buy more just so you thousand shares in still have to buy more just so you
can maintain sales. the Campbesll Bank can maintain sales.
from Fund Z at £1 per
In retail, at least you have a chance share. He immediatgl In retail, at least you have a chance
to DISCOUNT the goods and thus 11 ’ 11 th ¥ to DISCOUNT the goods and thus
et rid of them. But it's not just a sells a ose et rid of them. But it's not just a
rgetail problem, it happens toJ shares to the market, ?etail problem, it happens toJ
manufactures as well. And it's worse making £1,000. The manufactures as well. And it's worse
in manufac:turin_g_because when you Campbell Bank share in manufacturin_g_because when you
o much (Sl g |[Brice tnen faiis, as ||Tstomentcn e
some of?t is raw materials and work John expected, to &0p some Ufgilt is raw materials and work
in progress. The last two are very per share. John buys in progress. The last two are very
hard or impossible to sell when a back a thousand hard or impossible to sell when a
w v w

Ficed Costs

] Short Selling St... Base Rate

21.4 Close All Documents

Closes all open documents.

If changes were made to any documents InfoRecall will ask you if you wantto save the changes. If
Autosave is on the InfoRecall will save the changes without informing you.

Related Topics
Auto Save

215 Close File

Closes all the documents in the currently open File and closes the File.

If Autosave is setand ifthere are unsaved Documents, InfoRecall will save them automatically. If
Autosave is not setthen InfoRecall will ask you to save each unsaved Documents.

Related Topics
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Auto Save
CompactFile on Closing
Open LastUsed Documenton Start-up

21.6 Currently Open Documents

In Multiple Document View, all the open documents are shown here.
Click ona document name to display it. The document with the check mark nextto itis the one

currently in view.

Tools  Security | Window | Help

E%Qascade E{P%:Eﬂ é:

E Horizontal Tile I

Dj Vertical Tile =
,,,,,,,,,,,,,,,,,,,,,,,,, " e ——

"] Clase Al Ctrl+ W

[T Close File

1 Intreduction

2 Multi-User Access

3 Searching with InfocRecall
v 4 Search Computer
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22  Help Menu

22.1 How Help Works

# infokecall

Tips on working with InfoRecall Help:
e Press F1 within InfoRecall, on any dialog box, to obtain help about the currenttopic.

¢ Click the browse buttons ( A ) to navigate to between topics
Click the middle button to take you to the beginning.

Help topics are represented by the book %= icon

Double click on the book icon to reveal the topics associated with book

Haow Help “Works

Keyboard Shortcuts

Technical Infarmation

M etwark Verzion

QCR [Optical Character Recogrition]

= Double click on a topic to display it

Index:

_ I Contents | |ndex | Search
Click the Index tab 1

Ifa help topic is displayed click the Index button The index lists all the help topics in alphabetical
order
Double click on a topic to display it

Search:

. I Contents | |ndex | Search
= (Click the Search tab 1

= [fa help topic is displayed click the Search button
= Create the database ifthathasn'tbeendone yet

= Type the word you wantto search for

= Selectsome matching word to narrow your search
= Selecta topic and double click onitto display it

The Toolbar has buttons for:
e Options

Printing

Forward

Back

Hiding the Tabs
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22.2 Check for Update

Keep InfoRecall current. Check for updates every so often.

InfoRecall Update B

Keep InfoRecall Updated. Take Advantage Of The Latest Technology!
Properties

Inztalled Yerzion: InfoRecall werzion %5 build 17
Aevailable Version: InfoRecall verzsion =6 build 047

Thiz iz an upgrade
Click Download to get the Upgrade

See what's new in verzion A6 build 047

E-Mal Phantech Software  Wist Phantech Software's Webszite

Davnload Cancel

To do so:

o Make sure you are connectto the Internet

e Choose Check for Update from the Help menu

¢ Click the Check button

o Ifa newerversionis available Click on Download
o After the download is complete, run the installation.

22.3 Keyboard Shortcuts

Quick Reference to InfoRecall Shortcut Keys by Menu.

You can quickly accomplish tasks you perform frequently by using shortcut keys; one or more keys
you press on the keyboard to complete a task. Forexample, pressing Ctrl+B changes the selected
textto bold, justas clicking the Bold button onthe Toolbar orselecting Bold inthe Fontdialog
box changes the selected textto bold.

Also, menu items have a letter thatis underlined. This means thatthe menu item can be selected
by pressing the Altkey in combination with the underlined letter. For example to create a new
document press Alt+D+N. or to printa document, press Alt+F+P.
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Mumber of K.eyboard Shortcuts: 46

Shorteut e Option ™

F1 General » Get Help an any Dialog Box

Fa Gereral > Move focus from Document Tree to Document Mame to Edi..

Esc General » Cancel and cloze 5 dialog box F1

Ctil+ 0 File » Open

Ctl+5 File = Save

Ctil + M File = Sawe all

Ctl+P File = Print

Ctil + M Document > Mew

Chil + 3 Document > Mew from Windows Clipboard

F2 Document » Rename

Ctil + D Document » Refarmat Plain Text

At + Right Document » Forward

Al + Left Document » Back

F& Document » Refresh Document Tree

Al + Del Document » Delete

Ctl+2 Edit > Unda W A

: -
| Cancel |

Cancel

To the Sort Keyboard Shortcut:

Click ona Column Header to sort the items in that column.

Test

Keyboard Shortcutis a modeless window (itfloats on top of the workspace) which will allow you to

test the Shortcuts shown.

Click ona Shortcutand click Test (or Double Click on a Shortcut)

The Shortcut will perform it's assigned function.

Print
Prints a list of the Shortcuts
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Index
A -

Add Edit Field 206

Add Faworite Documents 97
Add Graphic 207

Add Label 204

Arrange Windows 36
Attach to e-mail 68

Auto Spell Check 225

_B -

Back/Forward 96

Backup Files 262

Backup Log 264

Boilerplate 112

Boilerplate Text 49

Boilerplate Tool Bar 33, 50

BoilerPlate Toolbar 33

Bookmark 149

Boolean (AND, OR, IF NOT) Search 172
Border & Shading 163

Breaks 150
Build Folder Index 176
Bullets 148

_C -

Calendar 245

Cascade 276

Cell Border 156

Cell Border Color 157
Cell Color 158

Cell Shading 160
Change Case 106
Changing File Types 189
Character 144
Character Formatting 104, 109
Character Spacing 105
Check for Update 281
Close a Folder 53, 278
Close All 278

Color 165

Column Breaks 111

Columns 151

Combine 59, 67

Combine & Print 67

Combine & Save 59

Combine and Print 67

Combne and Save 59

Compact Folders 223

Copy 102

Copy Documents 90

Create a Folder 37

Create and Sawe Documents 38
Currently Open Documents 279
Customize Toolbar 256
Customize Tree Icons 259

Cut 101

D -

Date/Time 142

Dates Search 174
Delete 47

Delete Cells 156
Delete Documents 93
Delete Files 195
Delete Folder 47
Delete ltem 209
Delete Template 210
Delimited Import Examples 72
Document Bar 26
Document Information 97
Document Manager 87
Document Margins 61
Document Tabs 113
Document Tree 113
Documentbar 26
Docunent Tree 28
Double Space 162
Draft View 111

Drag & Drop 83
Drawing Object 146

“E -

Edit Object (OLE) 140
Edit Picture Size 142
Editor 31

283
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E-Mail 68, 120, 133

Empty Recycle Folder 95

Exit 77

Expand/Colapse Document Tree 117
Export 58

Export Delimited ASCII File 74

_E -

Fitted View 111
Folder Index 178
Folder Information 75
Folder Manager 53
Font Bar 28

Font Color 107

Font Size bar 28
Font Sizebar 28
Fontbar 28

Fonts 104

Format Plain Text 86
Full Page View 111
Fuzzy Search 172

-G -

Global Read-Only 272
Global Margins 61
Global Search 187

Go to a Line Number 186

“H -

Hidden Text 118

Hide Text 118

Highlight Color 108

Hit List Fonts & Color 184, 196
Horizontal Tile 276

How Help Works 280

How to use Delimited Import 72
HTML 59

HTML format 58

Hyperlink 120

Hyperlink Color Scheme 136
Hyperlink Delete 136

Hyperlink Popup Colors 125
Hyperlink Pop-Up Text 124
Hyperlink to a Document 125

Hyperlink to a File Folder 131
Hyperlink to a Folder/Document 126
Hyperlink to a n E-mail Address 133
Hyperlink to a Program 130
Hyperlink to a Web Site 134
Hyperlink to Images 135

Hyperlink to other Files 128
Hypertext 41, 43, 121

Import Delimited ASCIl Files 70
Import Files 40

Import Multiple Files 70

Import Single File 69

Import Single Files 83

Indents 163

Insert Character 144
IntelliMouse 33

_K -

Keyboard Shortcuts 281
Keyborad Shortcuts
Shortcuts 14

Keybord Shortcuts 14

L -

Last Template 211
Linked Picture 141

Login 269
Login 269
Log-In 269

LTD Search 184

- M -

Make File Read Only 271
Maximize Edit Window 114
Maximize Workspace Window 116
Menu bar 24

Menubar 24

Merge Cells 155

Minimixe to Tray 77

Modify Drawing Object 147

Modify ltem 208
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Modify Template 209

Mouse 33

Mowve Documents 91

Mowe Files 195

Moving Through Documents 80
Multimedia Search 187

Multiple Documents 36, 81, 116

_N -

Network Version 17

New Document 81

New Document with Clipboard Text
New Folder 51

New from Windows Clipboard 84
New Table 153

New Template 199

Next Hit F3 179

Normal Search 172

Numbering 148

Numbers Search 173

~ 0O -

Object (OLE) 139

Open a Folder 51

Open Faworite Documents 99
Opening a Folder 18

_P-

Page 31

Page Breaks 111

Page Number 149
Page View 111, 111
Paragraph Alignment 162
Paragraph Marks 117
Password Document 268
Password Folder 267

Paste 102

Paste Special 102
PDF 59, 68
Phone Dialer 247
Picture 140

Popup Menu 34
Pop-Up Menu 34
Pop-Up Text 122

84

Previous Hit 180

Print 46, 64, 68

Print Document Tree 68
Print Hit List 182

Print Margings 61

Print Preview 62
Printing the Hit List 195

_Q_

Quick Lauch Program 249
248

Quick Launch Calculator
Quick Start Oveniew 37
Quick Type 239

"R -

Rebuild Data Tree 221
Rebuild Document 219

Recently Used Documents List

Recower deleted documents
Recycle Folder 93, 94, 95, 95

Redo 101, 101
Refresh Document Tree
Reminders 228
Rename Document 86

97

Reset Toolbars & Workspace

Resizing 22

Restore Files 265
RFT 59

Right Justify Labels 203
RTF 68

RTF format 58

Ruler 115

_S -

Sawe All 57

Sawe As 58

Sawe Folder 57

Sawe Hit List 183
Search 44

Search & Replace 186
Search Document 185
Search Document Tree
Search For Files 192
Search for Text in Files

169

191

75
94, 94

258

285
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Search InfoRecall Folders 169
Search Keys List 174

Search Types & Options 171
Section Breaks 111

Select Al 103

Select Document for Start-Up 237

Selecting Multiple Files 15
Send To 68

Set and Clear Tabs 166
Set Dialog Caption 201
Set Dialog Font 202

Show Grid Lines 160
Show/Hide Toolbars 112
Sort Text 226

Spacing 165
Spell Check 224
Split Cell 155

Stanart Windows Elements 22
Start InfoRecall with 235
Status Bar 30

Statusbar 30

Stop, End & Continue Search

190

Strip Double Spaces Only 167
Strip Paragraph Marks 167
Swap Custom Source Folders
Swap Source Folders 213
Synchronize Data Folders 216
System Tray 19

ST -

Table 153

Table Column 154

Table Row 154

Table Row Alignment 155
Technical Information 16
Templates 197

Text Border 144

Text Frame 145

Time Tracker 243

Title Bar 24
Titlebar 24
Tool Bar 24
Toolbar 24
Toolbars 257
TXT 59

184
Stopping, Continuing and Starting a new Search
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