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SOFTWARE LICENSE AGREEMENT

USING THIS SOFTWARE PACKAGE INDICATES YOUR ACCEPTANCE OF THESE TERMS AND
CONDITIONS. IF YOU DO NOT AGREE WITH THEM, YOU SHOULD PROMPTLY REMOVE THE
SOFTWARE AND ALL SUPPORTING FILES FROM YOUR SYSTEM. IF YOU AGREE WITH THEM, THE
SOFTWARE REGISTRATION FORM FOUND IN THIS DOCUMENT SHOULD BE RETURNED WITHIN
THIRTY (30) DAYS.

DEFINITIONS

The term "Software" as used in this Agreement means all of the software contained in the distribution file
in this package, together with any updates supplied by Switchback, Inc. The term "Documentation”
means all of the printed materials and documentation provided in this package, and any additional
materials supplied by Switchback, Inc. for use with the Software.

LICENSE

This license gives you certain limited rights to use Switchback, Inc.'s Software and Documentation;
however Switchback, Inc. remains the owner of the Software and Documentation, and reserves all rights
not expressly granted in this license. Although this software is distributed as shareware, we ask that if
you continue to use the product beyond the twenty day trial period that you fill out the registration form
and mail it back to Switchback, Inc. with the requested amount.

You may freely distribute the program as long as all Switchback, Inc. copyright notices remain intact and
each user that continues to use the product registers it.

You may not:
a. sublicense, lease, or sell the Software or Documentation or copies of the Software or Documentation
to others.

b. make copies of the Software or Documentation, except as permitted above.
c. alter, decompile, modify, disassemble, or reverse engineer the Software.
d. remove or obscure any Switchback, Inc. copyright notice.

COPYRIGHT

The Software and the Documentation are protected by United States Copyright Law and International
Treaty provisions. You may not copy the Software or the Documentation except as provided for above.
All other copies of the Software and the Documentation are prohibited and are violations of copyright
law.

TERM

This license starts when you accept these terms by using the software or documentation, and is effective
until terminated. You may terminate it at any time by destroying the Software and Documentation and all
copies thereof. This license will also terminate if you fail to comply with any term or condition of this
agreement. You agree upon such termination to destroy all copies of Software and Documentation.

WARRANTY
The Switchback, Inc. software and user manual is provided "as is" without warranty of any kind, either

express or implied. We believe that our products are sound and reliable, but we cannot be held
responsible for any failure of our products to perform acceptably.
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Overview

SwitchSuiteOO is an Information Manager for the Microsoft Windows operating environment. The software
is written using Borland Delphi and Visual C++ by Jay Jolicoeur of Switchback, Inc. This software and
documentation is copyrighted by Jay A. Jolicoeur and is subject to the protection accorded to it by the
United States copyright laws. Please review the Software License Agreement before using this product.
SwitchSuiteOO is a trademark of Switchback, Inc. SwitchBack, Inc.O is a Registered Trademark of
Switchback, Inc.

This product is distributed as shareware. All of the features of SwitchSuite are fully functional for a period of
20 days from the date of first use, if not registered after 20 days, you will get an annoying reminder message
when you do anything and the internet functions will not work. To use the product beyond the 20 day period
please register it.

To register, print out and fill in the registration form found at the end of this documentation and send to:

SwitchSuite Registration
Switchback, Inc.

PO Box 427

Holden, MA 01520

Voice Phone: (508) 753-7353

Fax Phone: (508) 829-9364

email: support@switchback.com
URL: http://www.switchback.com

Once you have the registration key, click on About/Register SwitchSuite and enter the Registration Key.

Minimum System Requirements

Microsoft Windows 95/98/NT/2000
Winsock loaded to connect to mail host
32 Meg RAM

10 free hard drive space

Product Updates

To stay informed of all SwitchSuite releases, you can subscribe to the SwitchSuite mail list by sending the
following command in the body of your message to LISTSERVER@switchback.net

SUBSCRIBE SWSUITE-DEYV yourfirstname yourlastname

Bug Reporting

All questions or bug reports should be send to: support@switchback.com, or you can use the bug reporting
form at URL: http://www.switchback.com/HelpDesk.html.
Please provide as much information as possible when reporting bugs.
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On the Windows Taskbar

There are two (2) icons that appear on the Windows Taskbar when SwitchSuite is running, they are actually
2 different states of the same process.

‘This empty mailbox icon indicates that the incoming mailbox is currently empty. It is in this state at
initial startup, and after any mail in the incoming mailbox is read. The hint (description) for this icon is “No
New Mail”.

@This full mailbox icon indicates that that the incoming mailbox has messages in it that were received
since the last time the mailbox was accessed. The hint for this icon is “You have mail”. All new messages
will play the New Mail sound file you selected on the setup page.

Setting up Email

On the menubar select Email/Setup/Network Info and fill in all the information. Then select the Options
button and fill in your options. This will allow you to send and receive email from SwitchSuite.

To add a new mailbox, select Email/Mailboxes/NewEdit. The Mailbox ID is the filename used to store the
mail messages, the Description is what appears on the Email tab mailboxes list. The filter rules allow mail
to be automatically deposited in that mailbox when received from the mail host. For example, if you belong

to the SwitchSuite mail list, you might check the To: button and enter SWSUITE-DEYV in the text box. This
would put all mail addressed to SWSUITE-DEV in that mailbox.

Release Information

Current Release version is 3.5.2.
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The SwitchSuite Tabs
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SwitchSuiteO is a personal information manager that also has Internet capable applications.
include an event scheduler, to do tasks, notes, call log, contacts and companies. The Internet functionality
includes an email client, web browser, FTP client, News Reader, Time Agent, Finger client, and Who Is

client. Each part will be described in detail on the following pages.

Page 3




Menu Bar

The Menu Bar provides access to several parts of SwitchSuite and is broken down into several functional
groups: File, Email, Applications, and Help.

File Email Internet Job Manager Applications  Help

File
New
Schedule - Schedule a new event
To Do Task - Add a new task to do.
Note - add a new note
Contact - add a new contact
Company - add a new company
Call - log in a new call
Open - Open the Highlighted item in a list.
Save
Search - search in Events, Notes, Calls, To Dos for a matching keyword.
Change Current User - change to a different user or add a new user
Setup - setup SwitchSuite network information and user options.
Print
Schedule
Purge Schedule - purge events from the schedule.
To Do
Notes
Contacts
Companies
Call Log
Print Setup
Exit
Email
Mailboxes - create new mailbox, or change existing ones.
Get Mail from Host - retrieve mail from POP3 host.
Compose new Email - create message and send to SMTP host.
Internet
Web Browser - launch the web browser selected in setup.
FTP Client - launch the internal FTP Client
Whols - check InterNIC registration for domain information
Time - get the time from a network time server.
Job Manager
Jobs
Tasks
Print Log
Applications
Help
Help Contents
On-Line Help
Register SwitchSuite
System Information
About SwitchSuite
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Toolbar Buttons

The Toolbar Buttons provide quick access to the most often and commonly used parts and actions of the
Desktop. Each is identified by an icon that initiated the action by a single click of the left mouse button. If
the icon is grayed out, that function is not available for the currently active process.

O fH TS &@. . 28AY hdads | @x0 | @

ﬂJ Exits SwitchSuite. _ﬁj SwitchSuite Setup

Desktop Functions

B

m Schedule a new Event. I_-__l Create a new To Do item.
Create a new Note. Create a new Contact entry.
|£I Create a new Call Log entry. %J Create a new Company Entry.

Email Functions

.EJ Download Email from the Host server. Create a new Email Message

Lﬁ.l Send pending mail.

Internet Functions

_!J Launch the Web Browser. |i:ﬂ Runs the internal FTP.
|ﬂ Runs Whols. |@ Time Agent.

SwitchSuite Explorer

While the Desktop Calendar tab is displayed and the initial size of the Desktop is increased, or the Desktop
is maximized, the SwitchSuite Explorer is displayed below the Desktop Calendar tab. From this display you
can run any program by double-clicking on it.

Page 5



SwitchSuite Setup

Before the internet components of SwitchSuite can be used, information about the internet host and
program functions must be setup. To change setup information after initial startup, select File/Setup from
the Desktop Menu.

User Info
Switch5uite Setup

SwitchSuite ¥3.5.2

s Copyright 1336-2000 by Jay &, Jaohcosur ,‘/ 0k ¥ Help l
Al Rights Rezerved

Uzer Info l Getting Mal I Sending Mail |ntermet Signature I Applications I Options I

Marne: 1) ay Jolicoeur

Orgahization: |Company Name, Inc.

Erom Address: iuser@dumain.cum

Feply to Address: Iuser@dumain.cum
Userno: |1 Initials [&22 o [

[ Allow Muliple Users

Name - this is the same name entered in the Change Current User dialog when the user was added. Itis
the users full name and will appear in the header of all email.

From Address - the address that appears in the email header “From”.
Reply to Address - the address that appears in the email header “Reply To”".

Organization - the name of the user's company or organization. This will appear in the email header
“Organization”.

User no - the default is 1. This is used if there are multiple users of SwitchSuite on one PC and the data
entered (events, notes, etc.) are not to be visible by other users.

Initials - the 3 character initials of the user. This is not used by SwitchSuite but by other Switchback, Inc.
programs that can be used with SwitchSuite.

ID - the user ID, this is also the subdirectory where all the SwitchSuite information is kept for this user.
Allow multiple users - allows multiple users to use this program on the same PC and keep separate
information, including email. Requires each use to setup email network information and options. If

checked, will prompt for a user ever time SwitchSuite is started, defaults to the last active user. Each user
must have a different User no.
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Getting Mail

This information is required to establish connection to the internet host machine for the user’s email
account.

Switch5uite Setup
SwitchSuite ¥3.5.2
s Copyright 1336-2000 by Jay & Jolicoeur o Ok ¥ Help l
Al Rights Rezerved
Idzer Infao Getting bl iSending T |ntermet Signature I Applications I Options I
POP3 Server |mail. pop3host. com POF3 Part: I1'IEI

POR3ID:  used Passward: [

[T Check for mew mail on program startup

[ Check for mew mail esemn |2IJ mikLbes;
b awimurn Mezsages to Retriewve: |25|:|

[ Delete mail from host after successfully received

[ Show full headers in messages. [T Show Message Frompt when Minimized
Mew Mail 5ound File: JC:5U S wB ack \MailM e way Browse... I

Lag File Mame: |

POP3 Server - the Internet host computer that stores email for the user, until this program retrieves it.
POP3 Port - the winsock port used to retrieve mail. Defaults to 110. This should not need to be changed.

POP3 ID - the user’'s email account id on the Internet host computer. This is the same POP3ID entered in
the Change Current User dialog when the user was added.

Password - the user's POP3 email account password. It will not display.

Check for new mail on program startup - this option will automatically check the POP3 host computer for
new mail when SwitchSuite is started.

Check for new mail every x minutes - if SwitchSuite will be running all the time, this option will
automatically check the POP3 host computer for mail at the specified interval. If new mail has been
received, the mailbox icon that appears on toolbar will fill up with mail and the hint will change to “New
Mail”.

Maximum messages to receive - this is useful in case you get a lot of mail messages and want to limit the
number you download. O indicates to download all messages.

Delete mail from host after successfully received - when mail is retrieved from the POP3 host, checking
this option will delete the mail from the host. If left unchecked, the next time mail is downloaded, the
recently retrieved mail will be retrieved again.

Show full headers in messages - includes all message headers in the body of the email message when
viewed. The default is to show only the message.
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New mail sound file - you can select any .wav file to indicate when you have received new mail. There are
a few included with this distribution of SwitchSuite. If left blank, no sound is made when new mail is
received. Click on the Browse button to locate sound files.
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Sending Mail

Setup for sending mail via the Internet.

Switch5uite Setup E1
SwitchSuite ¥3.5.2
s Copyright 1336-2000 by Jay &, Jaohcosur ,‘/ 0k ¥ Help |

Al Rights Rezerved

Idzer Infao I Getting Mail  Sending kai l |ntermet Signature I Applications I Options I

SMTP Server:  |mail smtphost net

SMTF Fort: 125

[V Save sent messages in Out rmailbos [+ Beturn Receipt
Character Set: l US-A5CI =l
Encoding: |M|ME _‘ﬂ
Sart Mail Sound Eile: [C: USRS wE ackhMails ent way Browse. .. |
Log File Mame: !

SMTP Server - the Internet host computer that is used to distribute mail to other email accounts.
SMTP Port - the winsock port used to deliver mail. Defaults to 25. This should not need to be changed.
Save sent messages in Out mailbox - will store a copy of any sent messages in the out mailbox.

Return Receipt - if checked, you will automatically get a message from the person you sent a message to
when they receive it. This option can be over-ridden when sending mail messages.

Character Set - you can select one of 2 standard email character sets: US-ASCII or 1ISO-8859-1 the default
is US-ASCII.

Encoding - you can select one of 2 standard ways to send attachments: MIME or UUCode, the default is
MIME.

Sent mail sound file - you can select any .wav file to indicate that mail has been sent successfully. There
are a few included with this distribution. If left blank, no sound is made when mail is sent. Click on the
Browse button to locate sound files.

Log File Name - you can log all email transactions to a log file. Be aware that this log file will keep growing

as you send and receive mail. You may want to check its size periodically. If left blank, no log file is
created.
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Internet

These options deal mainly with the handling of email, but the setting up of multiple users and accessing a
web browser. Most options just require a check to turn the option on or off. The default is for all options to
be unchecked.

Switch5uite Setup E1
SwitchSuite ¥3.5.2
S Copyright 1336-2000 by Jay &, Jaohcosur ,‘/ 0k ¥ Help |

Al Rights Rezerved

Idzer Infao I Getting Mal I Sending hMail Interret Signature I Applications I Options I

MMTP Server  |news nntpserver net

Time Server: Itime.nist.gw

[T Use Internal 'Web Brovwser

Web browser: !I::'xF'rcngram Filezhlnternet Explarertl explore. exe Browse. . I

Log File Mame: |

NNTP Server - the domain name or IP address of the host that you get news groups from.
Time Server - the domain name or IP address or the host you want to stay in time sync with.
Use internal Web Browser - uses SwitchSuite’s internal web browser (disabled in this release).

Web browser - the internal web browser it not used, this is the name (including full path) of the external
web browser to use. Click on the browse button to search your system for a browser.

Log File Name - you can log all email transactions to a log file. Be aware that this log file will keep growing

as you send and receive mail. You may want to check its size periodically. If left blank, no log file is
created.
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Signature

This is message that is attached to the end of every email message you send if the Use Signature box is
checked.

Switch5uite Setup
SwitchSuite ¥3.5.2
s Copyright 1336-2000 by Jay &, Jaohcosur ,‘/ 0k ¥ Help l

Al Rights Rezerved

Idzer Infao I Getting Mail | Sending bai |ntermet Signature l.ﬁ.pplicatiunsl Options I

E nter your signature below, This signature will be included at the end of even meszage you send.
Mote: [ntermet etiquette suggests signatures of less than five lines.

Sbp g b iy o iy AR b o A A g g i o A b A g i g A b g g b S R g g g i g g o g iy o L A i o g A g A L T
E:TSE]‘_' Iarme Company, Inc.j
SJoftware Consultant 123 Main 3t.
userfddomain. com City, WY 12345 .
4| | »

[¥ Use signature H sae |

Applications

These are the applications that will appear in the SwitchSuite menu bar under Applications.

Switch5uite Setup
SwitchSuite ¥3.5.2
s Copyright 1336-2000 by Jay &, Jaohcosur ,‘/ 0k ¥ Help l
Al Rights Rezerved
Idzer Infao I Getting Mal I Sending Mail |ntermet Signature | Applications I Options I
Deszcription | Command | Parameters
CHS chuzrbinwrun 32 ene - - o Atriztardetechloonfi bi -

i S ard C:5 S 0ffce\winmard YW N WO RD EXE
Eucel C:AMS0fficesEsce\EXCEL EXE

Description |MSword
Command | TS OfficerwinwordWwINWIORD. EXE

Edt | New |

Parameters l Browse... i _EEEEJ
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Other Options

Switch5uite Setup

E:srhwaack"-.MailSent.wav || A=y
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Changing the Current User

SwitchSoft SwitchSuite allows multiple users on the same PC to keep separate information and access
different email accounts.

The following dialog box is automatically displayed on program started the first time SwitchSuite is used and
if the Allow Multiple Users option is checked as described above. To change the current user while
SwitchSuite is running, select File/Change Current User from the Desktop Menu.

At initial runtime and when multiple users are allowed, all the fields are enabled for entry. If only single user
access is selected, the information cannot be changed. Changes are allowed only when the New User
button is active.

==~ Change Current Uszer

Select User Id: IE j

— Current Uzer

UzerlD: [jay Number: |1
POP3ID: |iay

H.ame: |J ay Jolicoeur

[ etwillzer |

X Cancel |

UserlD - the 8 character identifier for this user. A folder is created under the SWSOFT folder using this
name.

Number - the user number for this user. For single user systems, this should default to 1. On multiple user
systems this can be any number up to 9999. It is used so that events, notes, todos, calls, contacts, and
companies can appear only for the current user. If all users in a multi-user environment are to access the
same data, keep this the number the same.

POP3ID - the user's POP3 account name on the host mail server.

Name - the user’s full name.
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Calendar Tab

The calendar tab displays information about the date currently selected in the calendar control.

The Calendar

The Calendar at the top left of the Desktop controls the date dependent information that is displayed in each
of the list boxes in the Calendar Tab - Schedule for today and To Do for today. Clicking on the Calls or
Notes button will change the display in the To Do list box.

—July 1997

€4 £ + }l}}l
[ S/ [Mon/| Tue! [Wed [ Tho![ Fri [ Sat!
29 | 30 1 2 3 4 5

6| 7 8| 9|10 1112
13 | 14 | 15 |16 | 17 | 18 | 19
20 | 21| 22123 24| 25 | 26
27 |28 29 30| 31| 1| 2

3] 4] 5) 6] 7| 8] 9

To Do I Calls I Notes I

The current day appears indented and blue (on color screens). To change the Events and Notes listed for a
given day, single-click on a day. Double clicking on a day will open a blank event entry screen defaulted to
the day that was clicked. The previous and next month appear in gray, by single clicking on one of these
dates, that month will fully appear.

To show the calendar for the month following the currently displayed one, press the button with >, to move
forward one year press the >> button. Likewise, you can move back one month by pressing the < button
and back one year by pressing the << button. To reset the calendar to the current system date, press the +
button.

Schedule for Current Day

Schedule for WEDNESDAY O07/23/1937

12:00pm- 1:00pm Lunch in Fanueil Hall wath client

This list is always displayed on the Calendar Tab. It shows all the events scheduled for the currently
selected calendar date. What appears in this is list is described in more detail in the section titled The
Schedule Tab. Basically all that appears here are each event's starting and ending time and the description.
Double-clicking on any event will display the event details. When an event has been marked as complete,
an * appears before the starting time.
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To Do/Reminders for Current Day

To Do MONDAY 05/26/1997

B1 SwitchSoft InfoSuite changes Continuous
A1 TRISTAR Materials Inventory software issues Continuous

This is the default list that appears below the Schedule list on the Calendar Tab. It shows all To Do items
due for this date and the priority. Double-clicking on a line will display the details.

Calls for Current Day

rEaIIs for TUESDAY 02/18/1997
9:45am Ouwt John Janco Returned his call of 217

Clicking on the Calls button on the calendar will display any calls made on the current calendar date. The
time of the call, whether it was Incoming or Outgoing, the person who called and the message description
are displayed. Double-clicking on a call will display the call details.

Notes for Current Day

MHotes for FRIDAY 05/30/1997

223pm  TRISTAR QOOL Testing
1:28pm  Hello

Clicking on the Notes button on the calendar will display any notes made on the current calendar date. The
date the note was entered and the description are displayed. Double-clicking on a note will display the note
details.
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Schedule
The Schedule provides a way to schedule events.
The Schedule Tab

Click on the Schedule Tab initially displays all the events scheduled for the next 2 weeks after the current
Calendar date. Clicking on a month will display all the events scheduled for that month. Events can also be
scheduled to appear daily, weekly and monthly as detailed in the next section.

Calendar Schedule | TaoDa I M otes I Contacts I Companies I E mail I Call Log
Day (Date |Time Event Description |Years |‘r'ear Status
WED 4707 7:30pm Soccer at YMCA 199/ Temp ia
SUH 4706 Daylight S5avings Time-Ahead 1 hr @2am System
MON 4707 7:30pm RP Lodge Busines: meeling 1997 Temp
TUE 4/08 4:00pm Soccer practice in Oakdale 1997 Temp
WED 409 4:00pm Soccer practice at Boylston Elementary School 1997 Temp
WED 4/09 7.30pm Soccer at YMCA 1997 Temp
THU 440 7:00pm Softball meeting at CRA - pick team 1997 Temp
THU 440 7:30pm Troop 175 Committee Meeting @ Wayne's house 1997 Temp ;I
42 Weeks jJan sFeb AMar jApr/May iJun sJul jAug 4Sep 4Dct iMov iDec ;D aily {Weekly sMonthly /

System default days
These days are pre-defined in the SwitchSuite scheduler, they are indicated by the status System:

New Years Day January 1

Lincoln’s Birthday February 12

Daylight Savings Time First Sunday in April
Memorial Day Last Monday in May

US Independence Day July 4

Labor Day First Monday in September
Columbus Day Observed Monday closest to October 12
Columbus Day October 12

Standard Time Last Sunday in October
Halloween October 31

Veterans’ Day November 11

Thanksgiving Day Last Thursday in November
Christmas December 25

The Years column denotes the number if years for Anniversaries and Birthdays from the year on the event
to the current calendar date.
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Scheduling an Event

Toolbar buttons - Exit, New, Save, Delete, Print

Month - this is a drop-down combo box that has the 12 months plus Daily, Weekly and Monthly. When
double-clicked on the Calendar, this will be the month from the Calendar. To select a different month,
clock on the down arrow button and select from the list. If Daily, Weekly, or Monthly are selected, the
Type of event defaults to Recurring.

Day - this is the day of the month. Double-click on this box to display a calendar starting with the current
date. To select a new date from the calendar, double-click on the day, or single-click and press ok. The
month, day and Year will be automatically changed to the selected date.

For a Daily event, the day has no meaning and defaults to 1.

For a Weekly event, the day is the day of the week starting with Sunday (1) thru Saturday (7).

For a Monthly event, the day is the day of the month.

Year - for Temporary or Recurring events, this would be the current year. For Birthdays, Anniversaries, and
annual events, this would be the year associated with that event - that way the event will “age” properly.

Time of Day - entered in hhmm format followed by am, a, pm, or p. For example enter 400a for 4:00am, or
1000pm for 10:00pm. When the field is exited, it is automatically formatted properly.

Length (hrs) - the length of the event in hours, e.g. 1.5 for 1 hour 30 minutes. If the event has no length,
the default is 1.

Alarm On - this will turn on the alarm feature of the Schedule.

Complete - when the event is completed, check this off. Completed events appear on the Schedule for
Today Calendar Tab with an * on the line.

Type - the event can be one of the following types:

Temporary - this is the default for most events. These are events that occur only once and will be
purged at the end of a year.

Recurring - events that happen Daily, Weekly or Monthly.

Annual - happen at the same time every year, e.g. April 15 Tax Day.

Birthday - this type will “age” according to the year entered, for example with an event year of 1960
and a current year of 1997, the age will be 37yrs.

Anniversary - same as Birthday, this type will “age”.

Description - the description of the event, can be up to 60 characters in length.
Comments - this is a free-form comment associated with the event.

Links - events can be “linked” to other records in the data base to form “relationships”.
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Printing the Schedule

The following reports are found in the SwitchSuite file menu under File/Print.

Weekly Schedule
This will print a schedule of events for a week beginning with Sunday.

Purge Schedule
Will purge or just print all Temporary events for the selected year.
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To Do

This is to keep track of things you might need to do and assign a priority to it.

The To Do Tab

Calendar I Schedule TaDa M otes I Contacts Companies I E il I Call Log I
Priority | Description | Status 'For Date
e e
B1 SwitchSoft Info5uite changes Continuous  02/23/1997
Al TRISTAR Matenals Inventory software izsues Continuous 03/05/1997

42 Weeks #0pen jComplete iCanceled jAll /

Adding To Do Tasks

Description - a short description of the To Do item, can be up to 56 characters.

Priority - the priority assigned to this item. Although it can be anything you want, any A priorities will always
appear on the To Do for Today on the Calendar Tab.

Status - select one of the following status’:
Continuous - Will always appear on the To Do for Today Calendar Tab.
Open - will appear on the To Do for Today list up to the Due Date.
Complete - a completed task. When checked complete, a completion date will appear.
Canceled - a canceled task.
For - this is the Due Date for the task.
Alarm on - will turn on the alarm feature.

Alarm at - if the alarm is on, will start the alarm the specified time.

Alarm repeat every x mins - once the alarm starts, will continue to repeat the alarm every x minutes until
the alarm is turned off.

Comments - free form comments about this task.

Links - link this task to a Contact, Company, Event, Note, Call, or other Task

Printing the To Do List

From the SwitchSuite file menu select File/Print/To Do or press the print button on the toolbar of the To Do
detail screen.

Page 19



Notes

The Notes Tab

Make a note about anything. You can make a note and then email it, or save email messages as notes then
link them to contacts.

Calendar I Schedule I ToDo Moates Contacts Companies E il I Call Log I

Entry Date |Entr_l,l Time |Des-::riptiun

06021997 10:00am CF Data Design meeting issues
05/30M997  2:38pm TRISTAR OOL Testing

05301997  1:28pm Hello

05/28M997  T:20am 00L Testing Findings

T\ Last 2 Weeks #Latest to Dldest 40ldest to Latest 4 Select Date /

Making a Note

Re - this is a short description of the note. It can be up to 60 characters long.
Type - you can categorize notes by the following types.

General - the default note type.
Email - if you send a note as an email, or save an email as a note, it automatically defaults to this

type.
Postit - will appear at the Alarm On time.

Action - same as General in this release.

Accounting - same as General in this release.
Entered Date - the date the note was entered, defaults from the current system date, it cannot be changed.
Entered Time - the time the note was entered, defaults from the current system time, it cannot be changed.
For Date - defaults to the Entered Date. This is used for Action notes, or when setting the alarm.
For Time - defaults to the Entered Time. Used to set the Alarm
Alarm On x Mins before - will start the Alarm x minutes before the For Time if the Alarm is turned on.
Repeat every x Mins - will repeat the Alarm every x minutes after the For Time if the Alarm is turned on.

Comments - free form comments about this note.

Links - link the note to Contacts, Companies, Events, Calls, To Do tasks, and other Notes.
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Send Button - lets you send this note to any email address. It will bring up the Compose Mail dialog with
the comments as the body of the message and the description (Re) as the subject.

Duplicate Button - lets you create a duplicate of the displayed note and changes the Entered Date and
Time to the current system date and time.

Save Button - saves the note and returns to the desktop.

Exit Button - exits the note without saving it. If any changes were made to the new, or it is a new note, a
prompt appears to save the note or exit without saving.

Printing Notes

From the SwitchSuite file menu select File/Print/Notes or press the print button on the toolbar of the Notes
detail screen.

Contacts

This is a full featured contact manager. In addition to the usual address and phone information about
someone, the contact can be associated with a company. Each contact can also be linked to other contacts,
companies, events, To Do tasks, calls, or notes.

The Contacts Tab

This tab displays contacts contacts alphabetically. The initial default is the A notetab.

Calendar I Schedule I ToDo I M aotes Cortacts | Companies I E mail Call Log I
Contact Hame | Company | City | State | Title
— v e e e
Presley. Elvis Mashville TH The King

WALL AA 4B 4C AD AE AF 46 tH 4l 40 AK AL AM AH 40 2P AD AR 45 AT AU 0V 4w 43 0 47

Contact Detail

There is a lot of detail associated with a contact, most of which is self-explanatory.

Although you can link a call to a contact, the best way is to click on the phone button next to the Rep field
and add the call. It is automatically linked to the contact entered on the Call screen.
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Companies

Companies are separate from contacts so you can associate several contacts with their company. Also
contacts are used by other SwitchBackO applications separate from contacts.

The Companies Tab

Same as the Contacts Tab. Companies are listed alphabetically.

Calendar I Schedule To Do I Motes I Cortacts  Companies I E mail Call Log I
Company Hame | City | State | Description
e = e
Fidelity Investments Boston MA Client

WALL AA 4B 4C AD AE AF AG 4H 4l 40 AK AL AM AH A0 AP A0 AR A4S AT AU 0V 4w 43 0 47

Companies can be added only by selecting File/New/Company, there is no company toolbar button.
Calls

Calls are similar to notes, allowing you to keep detailed information particularly associated with a contact.
Calls are denoted as incoming or outgoing and each is associated with a person. If the caller is not in the
contact list, the name can be added directly.

The Call Log Tab

Shows incoming and outgoing calls based on the selected notetab. The date used as a starting point is the
current Calendar date. Pressing the Select notetab will display all incoming and outgoing calls. Calls are
listed in descending order by date and time.

Calendar I Scheduls I ToDa I M otes I Contacts I Companies I E mail Call Log I
Call D ate | Call Time | Contact | D escription
05301997 336pm Jeff Legacy Heed to address some system issues

"\ Past 2 Weeks In #Past 2 Weeks Dut 4Past 2 Months In jPast 2 Months Dut iSelect /
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Call Detail

Call In/Out - the default is In.

On Date - defaults to the current system date. This is the date of the call.

On Time - defaults to the current system time. This is the time of the call.

Contact - the person associated with the call. Press the contact button to get a list of contacts on the
system. Double-clicking, or selecting a contact and pressing the Ok button will return that contact to the
Call screen. If no contact is selected, a new contact can be added by clicking on the New button. The

New button changes to View when a contact is selected.

Phone no. - the phone number of contact. If the contact was selected from the contact list, double-clicking
on the phone field will list all phone numbers for the contact. Selecting one will display it in this field.

Extension - the phone extension of the contact. Must be a number.

Type - the phone type. This is a free-form description, but examples are home, car, work, etc.
Description - a short description of the call, can be up to 60 characters.

Message - details about the call itself. Free form.

Contact Info - if a contact was selected using the contact button, details about the contact appear in this
tab. The information cannot be changed here.

Links - show and create links to other calls, notes, events, to do tasks, or contacts. If a contact was
selected from the contact list, it is automatically linked.

Printing The Call Log
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Email

This is a full featured email system that complies with most RFC standards. There are 5 default mailboxes
that cannot be deleted or have the order changed. The descriptions can be changed. These mailboxes are:
Received (incoming mail), Sent (for copies of sent mail), Trash (all deleted mail), Pending (all mail not
immediately sent), Saved (saved messages).

The Email Tab

All mailboxes are displayed and single-clicking on one will display all the messages in that mailbox. Double-
clicking on a message line will display that message. Clicking on a heading will sort the messages by that
heading. The default sort is descending by date.

Calendar I Scheduls I To Do I M otes I Cortacts I Companies Email | Call Log I

I'-'I_sg | M ailBox Status | From | Date | Size | Lizt-Bounces |

1 Received =1 “Jap Jaolicoeur'' <MAILEF[wed, 04 Jun 1937 14:| 3 |Meszzage rejected by zustem
100 Sent

39 Trazh
0 Pending
104 Saved
0 Bonsail
1] Scoutsl
Lizt-Bounces
LT Save-Perzonal
25 Save-Intermic
Fi Philmont

Creating new Mailboxes

All mail is stored in mailboxes. You can use just the default mailboxes, or create your own as well.
Pressing the mailbox pushbutton will display a list of current mailboxes. Clicking on a mailbox will display
its information in the dialog box and let you make changes to it.

#Add a New Mailbox ]|

Maibox ID [ &R |

Description |

Filtering Rules
[ From: [ To: [ Sender: [ Subjeck

X Cancel
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Mailbox ID - the mailbox id is an 8 character name the system uses to create a file to store the messages.

Description - this is the mailbox hame that displays on the Email Tab under the Mailbox heading. It can be
up to 15 characters.

Filtering Rules - these rules are used when receiving new mail to automatically put new messages in this
mailbox. If the description below the Filtering options matches something in any of the selections, that
mail is deposited into this mailbox. This is helpful for email received from lists.

Getting Email from Host

Email can be retrieved from the POP3 host by pressing the Download Email toolbar button described
previously, or clicking on File/Email/Get Email from Host. All email is deposited in the Received mailbox
unless filtering rules are setup for specific mailboxes.

The receive mail dialog box, shows you the total number if messages to be retrieved and which one it is
currently downloading. It also shows you the subject of each message and the status of the message. You
can stop receiving by pressing the Stop button which deletes all received mail and leaves the rest on the
host. Pressing Abort will keep all messages on the host, including those already received.

Get From: mail switchcom_net |

|Hetrieving mesgage 2 of 8

Fe: 10-60-10 Fall Feeding

x Abart |

| Deleting messages from Host &
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Composing an Email

To compose a new email message, click on the Create New Email toolbar button described previously, or
click on File/Email/Compose New Email. When composing mail, the Get Mail timer is off.

g SwitchSuite New Meszage Hi=] E3
File Mall Help

X % GRSAS® © | & @ | @2

Ta:  user@domain. com
@I o

Bro:

Subject:  An email meszage

e ﬂ C:hUztSwback veleasze. bt

An email message with aﬁachmental ;I

[~
/

Entry Fields

To: - this is the email address of the primary person or persons to receive the message. Multiple address
can be entered separated by commas.

Cc: - the email address(es) for a Carbon Copy recipient.
Bcc: - the email address(es) for
Subject: - the subject of the message. Appears on the header part of a mail client.

The message is entered freeform in the memo field below the attachments list.

Buttons

Address Book - this will show all Contacts in the data base that have email addresses. Selecting a contact
from this list will put the email address in the field the cursor was on when the button was clicked.

Multiple address can be appended.

Cancel - end this New Message without sending it.
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Send Now - send this message now. You must be attached to the Internet send mail now.

Send Later - puts the message in the Pending Mail box. It can be delivered by clicking on the Send
Pending Mail button on the toolbar, or reviewing the message and forwarding it.

Attachments - lets you select files from your computer to send to the email addresses entered. These files
can be any type and will delivered based on encoding you selected in setup.

Check Boxes

Signature - if you added a signature in setup, it will be automatically be appended to the mail message.
This will be checked/unchecked depending on the option selected in setup, but can be changed here.

Return Receipt - will send you a confirmation that the message was received by the recipients. This will be
checked/unchecked depending on the option selected in setup, but can be changed here.

Delivery of the Mail

When mail is delivered the following dialog box appears.

Send to: mail switchcom. net

| Sending Meszage i
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Viewing Email

Email is viewed by double-clicking on a message in the Email Tab.

|2l Received

3 1B &S S=elo «(= 2

To: < netminden@zwitchzoft comi

=] E3

From:

“Jay Jolicosur" < jap@ewitchback. coms

Date: [wed, 0B Aug 1937 03:57:51 -0500

Subject: |4n emal mezzage with attachments

An email message that has 2 types of attachments.

M=zgii: 1 off 3

Jay Jolicaeur

Software Consultant
hetminderg@switchback.com
URL: httpiwesi sweitchback com

Switchback, Ine.

FO Box 427
Holden, WA 01520
(508 753-T353

I

Mezzage Attachments

Eimageﬂd.ipg [B2282587.idx]
Ereleaae.t:-:t [RZ282533.idx]

i
Save

You can single-click on Any URLSs that appear highlighted in blue and underlined to launch your Web

Browser and go immediately to that site.

The Toolbar Buttons
ﬂ Save the email message to disk.
m Delete the email message.

EJ Reply to the sender of the message.

|@ Move this message to another mailbox.

ﬂ Look at the previous message.

;@j Shows the message’s headers.

_@J Save the message as a Note.

|@ Print the message.

|H Forward this message to another address.
@ Save the From address as a contact.

|ﬂ Look at the next message.
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Mail Header Information

Mail Header Information
From: ["Jay Jolicoeur” <jap@switchback.com>
From jayi@zwitchback.com Wed Aug 06 09:14-24 1997 ﬂ
Received: by mail switchcom.net from localhost
[router, 5LMail ¥2.5); Wed, 06 Aug 1997 09:14:23 -0500
Received: by mail_switchcom_net from tecra. switchback_com
[206.119.126.41::mail daemon; unverified. SLMail ¥2_.5]; wWed. 06 Aug
1997 09:14:22 -0500
From: “Jay Jolhcoeur” <jayp@switchback_com:
To: <netminder@switchzoft.com?
Orgamzation: Switchback. Inc.
H-Mailer: SwitchSuite Mailer ¥1._2b1
Subject: Mew Meszage
Mime-Yersion: 1.0
Content-Type: multipart/mixed; boundary="26282542"
Date: Wed. 06 Aug 1997 09:14:23 -0500
Meszzage-1d: <19970806091423 0f28acy 4. in@mail switchcom.net>
[ |

Replying to an Email Message

Select Reply to Address |

* From: |"J ay Jolicosur'' <jap@gwitchback. com:

 Sender Mo Sender
" Reply-To Mo Reply-Ta
" To | <netminder@switchzoft com

" 0K
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Other Internet Utilities

FTP

An internal FTP client is included with SwitchSuite. To launch it, click on the |£ﬂ button on the toolbar.

/. SwitchSuite v1.2b7 FTP

File  Transfer

8| [5witchback =~ an] % |

— Local Computer — Hemote Computer
= e d - s -
I = [compressed] J bkDir MKDir
S EN - ) ;
— RmD RmD
24 M50ffice it et
3 Examples
[ Librany i .
SwSuite EXE
L XLStart | | | Swite 2ip
& EXCELEXE - Svrgcgﬁnulte.pdf
arlGe3l. exe
] EXCEL7 REG Vs el e
Q MACROFUM HLP itides, bt
Exec liztzgi.zip
bAINL s — ot1E exe
Eﬂl MAIN=L CHT Rename Rename ntE:EHE
& MAINXLHLP Delete Dielete
& OMAINXLHLP — I
m testing. =iz ;I Sres sEs
LIST -]
150 Opening ASCI mode data connection for Abinds.
226 Tranzfer complete. j

|Binary |Bytes Transfered 738 o
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To add a FTP site, click on File/Sites and enter the information as shown below.

FTP Site Information |

Site Mame ' Remote Host |
Switchback

Site Name:  |Switchback

Bemote Hozt: |ftp.switu:h|:uau:k.u:u:um Remote Porl: |2'| Mew | Deletel

Uzer Hame: IanDnymDus Pazsword: Ixxxxxxxxxxxxxxxxxx E it |
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Whols

Checks the Internet database for the name entered and returns the information if found. Click on the printer
icon on the toolbar to print the information.

B SwitchSuite Whoiz [_[O]
whiiz: Iswitchback.cum }, 2@'
Switchback, Inc. [5WwWITCHEACK-DOM) =]

423 Reszervair St
Holden, Ma 01520
54

Domain Mame: ST CHEACE. COM
Administrative Cantact, Technical Contact, Zone Contact;

Jolicoeur, Jay A, [Software Consultant] [JAJE] jaw@SwTCHBACK COM
B03-753-7353 [FAx) B08-329-9364

Record last updated on OB-Mow-36.
Record created on 29-Jul-35.
D atabaze last updated o 26-Mow-97 0504542 EDT.

o EL

|Eu:unneu:tiu:un cloged

Finger

Not available at this time.

Check Time
This lets you check the time on an Internet host machine and reset your computer’s time to that time.

SwitchSuite Internet Time
S| ol%] /| |

Time Server:

Server Time; |
Local Time:  [*fed, Aug 06 1937 03:13:07 (UTC -4

Difference: |

News Reader

Not available at this time.
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SwitchSuite Registration Form

If you plan to use SwitchSuiteO beyond the 30 day evaluation period, please fill out the registration form
below and mail it to Switchback, Inc. You will receive back a registration key by email.

Name

Company Name:

Address 1

Address 2

City : State :

Country

Phone numbers: Voice ( ) -
Fax ( ) -

E-mail address :

Zip Code :

Registration Name as it appears on the SwitchSuite about box (be exact, case specific):

Computer make and model :

Registration fee in US Dollars payable to Switchback, Inc.

Oty Description Unit

Extended

SwitchSuite $45.00
MA Residents 5% Sales Tax
Total
Mail to: SwitchSuite Registration
Switchback, Inc.

PO Box 427
Holden, MA 01520

Authorized Signature Date
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