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Introduction

The Benefits of Agenda

Lotus Agenda® lets you take charge of the volumes of infor-
mation you need to have at your fingertips to be effective in
your job.

Agenda® is a flexible and responsive manager of your infor-
mation. Agenda makes associations for you and sifts infor-
mation while remembering how you connect people,
projects, responsibilities, and so on.

Agenda lets you be more creative and productive by helping
you:

* Manage multiple projects
* Respond quickly to change
* Free yourself from the burden of details

* Compare various aspects of a problem so you can get dif-
ferent perspectives

¢ Make decisions about complex issues

* Filter the past, track the present, plan the future

Get Organized with the Activities Planner

The Activities Planner starter application is part of the
Agenda package. It gives you a structure for managing tasks
and projects that are important to you. Figure I-1 shows how
you can organize tasks in Planner.
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Figure I-1  Organized tasks in the Activities Planner

For information about the Agenda applications, see Starter
Applications.

The Benefits of Quick Start

Quick Start assumes that your primary goal is to use Agenda
applications, such as the Activities Planner, so the emphasis
is on teaching the basic skills for using and modifying exis-
ting applications. Quick Start gives you:

* DPractical experience right away.

Quick Start begins with you entering your own tasks in
Planner. When you finish Quick Start, you have a custom-
ized application you can use immediately to organize
your daily activities.

* A streamlined introduction to Agenda.

Quick Start sticks to essentials and refers you to other
sources for more comprehensive information.
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¢ A grounding in basic concepts.
Quick Start gets you comfortable with Agenda.

Quick Start emphasizes the development of practical skills at
the same time that it explains conceptual material that gives
you solid grounding to grow as a user.

What This Book Contains

Quick Start uses a hands-on-the-computer, step-by-step
approach in which each section builds on what you've
already learned.

Quick Start has three chapters.

* "Getting Started” uses Planner to explain the basics that
every Agenda user needs to know. Planner shows you
how Agenda works at the same time that it gives you
practical results: a working application that contains your
valuable information.

* "Changing Your Information" continues teaching basic
teatures while you use Planner. This chapter emphasizes
the techniques you use to make simple changes to your
file.

¢ "Tailoring Planner" uses Planner to show you how to
adapt an Agenda application to meet your needs.

Before You Begin

If you have not yet installed Agenda on your computer, fol-
low the installation steps in Setting Up Agenda before you
continue with Quick Start.



Chapter 1
Getting Started

This chapter gets you started using Agenda® by showing
you how to enter and organize information.

Figure 1-1 Use Agenda to organize information that's
important fo you

Throughout this chapter, you use the Activities Planner
application to get hands-on experience while you learn.

Start Agenda

After you install Agenda, follow these steps:

1. Make sure ybu are in the Agenda program directory.

1-1
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Note If you're not in the Agenda program directory, type
cd agenda and press ENTER,

2. Type agenda and press ENTER.

You see the Agenda title screen (with your name and
company) and then the File Retrieve box. If this is the
first ime you're using Agenda, the file name in the box is
PLANNER. If PLANNER isn't in this box, press

F3 (CHOICES) and press | to highlight PLANNER.

3. DPress ENTER to seléct PLANNER (Figure 1-2).

File name

Function keys

Figure 1-2 Agenda displays the Activities Planner

For Your Information

‘Before you move.on, take a minute to look at your screen.
The headings Tasks, Activity, and so on, at the top of the
screen are part of the structure of Planner that helps you
organize your information.. As you go.through this chapter,
you'll type appropriate information in columns under each -
heading. - SN R R
Note that the function key map at the bottom of the screen
tells you what each function key does. You'll use some of
these keys throughout Quick Start.
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Ttem: a short line or two of
information.

ltems

Start by entering some information. Please type the informa-
tion as it’s shown so you don’t miss some important points;
you'll type your own information soon.

1. Leave the highlight on Tasks and type this item of infor-
mation:

Review Sarah’s plan for the Wells
proposal

If you make a typing error, press BACKSPACE.
2. Press ENTER when vou finish.
3. Type this line and press ENTER:

Have John revise Q1 budget and forecasts
for the Wells proposal

Figure 1-3 shows how your screen should look.

Have John revise Q1 budge
and forecasts for the Wel

Figure 1-3 Two tasks (items)

For Your Information

‘The items you're typing are tasks you need to do, so they're
-grouped under a heading called Tasks. Later in this chapter
‘you'll see screens with-different headings that are appropri-

ate to the type of information displayed there. (Asyou learn
more about Agenda’s flexibility, you'll see how useful it is to

be able to control the headings on the screen.) -
Ttem i 15 an Agenda term, and you need to know it because it's

used in commands and explanations. Tasks is a Planner

‘heading that describes your current work,
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Categorize Information

As the following illustration shows, you can get more out of
information when you see it in different relationships and
when you can screen out what's not relevant to the current
topic.

o * YOS ‘Qo@
L Y YN

ﬁnk-{-lowehnﬂ Yrees

Under 25'

$Co

Trees under 25' that like acd soil and tolerate pellution

Figure 1-4 Use Agenda to organize information

The value of Agenda is that it lets you organize the items of
information you’ve typed by assigning each one to as many
categories as you want. This table shows some sample items
and some possible categories for them.



Category: a name you use
to group related items.

Assignments connect items
to categories.
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Item Categories

Review Sarah’s plan for the Wells Tasks, Reading, Sarah, Wells
proposal proposal

Have John revise Q1 budgetand  Tasks, John, Budgets, Forecasts,
forecasts for the Wells proposal Wells proposal

Call Sarah for an update on the Tasks, Calls, Sarah, Wells
Wells proposal Proposal

Staff meeting Thursday at 10:00 Tasks, Staff, Meetings, When,
to discuss Wells proposal Wells proposal

By assigning information to categories, you can use Agenda’s
flexibility to look at the information in a variety of ways and
learn different things from each perspective. For example, if
you know you'll see Sarah at 2:00, you can look quickly at all
the information you've put in the Sarah category, so you can
be sure you're aware of everything you might want to dis-
cuss with her when you meet.

Assign categories
Assign each of the tasks you typed earlier to a category:

1. Press T and — to highlight the first blank position under
the Activity head.

2. TypeReading and press ENTER.

Agenda assigns the item about Sarah’s plan for the Wells
proposal to the Reading category.

For Your Information

As you type category names, your typing dlsplays at the top
ling of the screen until you press ENTER. Don't worry if the

‘machine beeps while you type; you'll learn about this soon.

3. Press | once to move the highlight so it’s adjacent to the
item about John revising the ()1 budget.

4. Type Budgets and press ENTER.

Agenda assigns the item about John and the Q1 budget to the
Budgets category.

Your screen should look like Figure 1-5.
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Categories

ftems

For Your Information -~~~
As you Workmﬂuschapter d tworry abo : ,
You can leave typing mistakes untll_you gettol hapter_' g
‘you press the wrong key, press ESC, which often cancels what
you just did. If this doesn’t work, y@u can press Fl (HELP) to ‘

find out how to get back on track. -

Get Help

Help offers short definitions and step-by-step reviews of how
to accomplish things in Agenda. If you need quick answers
while you work, you can turn to Help:

1. Leave the highlight where it was after Step 4 in the pre-
ceding section (on the Budgets category, adjacent to the
item about John and the Q1 budget).

2. Press Fi (HELP).

Figure 1-6 shows the screen that displays now. Help is
context-sensitive, which means that Agenda sends you to a
Help screen on the basis of what you're doing when you
press F1 (HELD).



Cross reference to another

Help screen

Help function keys
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Figure 1-6 An Agenda Help screen

You can go directly to related topics:

1. Move the highlight to any topic in bold print within the
screen text or at the bottom (such as sections or
Enter Items in Figure 1-6).

2. Press ENTER to move directly to the screen on that topic.
3. DPress F8 (REVIEW) to return to the previous Help screen.

Inside Help, you can press F1(ON HELP) again to display quick
directions for getting around in Help. In addition, you can
get to specific Help screens in several ways:
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Method What it does How you use it
F3 (INDEX) Displays an Highlight a screen.
alphabetical list of Press ENTER to display it.
all Help screens.
F5 (FIND) Defines the topic and Type the topic on which
finds related screens. you want Help.
Highlight a screen from
the list.
Press ENTER to display it.
F6 (KEYS} Displays a menu of Highlight a chart from the
charts showing how list.
all the special keys Press ENTER to display it.
work in various parts
of Agenda.

F8 (REVIEW) Takes you back to the
previous Help screen.

To leave Help and resume working, press F9 (RETURN).

Assign more categories

You can organize the information you type by assigning each
item to as many categories as you like. Figure 1-7 shows an
item assigned to several categories.



Getting Started 1-2

Figure 1-7 Assign the same information to as many
categories as you like

1. Press T and — to highlight the first blank position under
the People heading.

2. Type Sarah and press ENTER to assign the item about
Sarah’s plan for the Wells proposal to the category Sarah.

3. Press | once to move the highlight down so it's under
Sarah and adjacent to Budgets.

4. Type John and press ENTER to assign the item about
John and the Q1 budget to the category John.

Now you've assigned each item to an Activity category and a
People category (Figure 1-8).
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ltems

If you make a typing error,
press BACKSPACE.

Categories

Figure 1-8 Tasks with more category assignments

Automatic assignments

Agenda learns how you relate items and categories and
makes some assignments for you. For example:

1. Press ¢ twice to move the highlight back to the last item
("Have John revise Q1 budget and forecasts for the Wells
proposal”).

2. Type Do John’s evaluation and press ENTER.

Agenda automatically assigns this new item to John (un-
der People). Agenda makes automatic assignments after
you "introduce” the category by typing it in a column,

3. Type Call Sarah this Friday to give her
feedback on her proposal and press ENTER.

Agenda automatically assigns this new item to these catego-
ries (Figure 1-9):

Automatic assignment Why Agenda did this

Tasks All the items you type are assigned to
this category, which heads the items.

Calls (under Activity) Planner already contains some
categories, including Calls. You'll
see more as you continue.

Sarah (under People) You introduced the category Sarah
earlier, s0 Agenda remembered it.

Friday’s date (under When) Agenda also recognizes dates
automatically.




Getling Started 1-11

New item 11 Sarah this Friday to
ve her feedback on her

Automatic assignments

Figure 1-9 Agenda makes automatic assignments

Add More Information and Assignments

1. Use the arrow keys to highlight the last item ("Call Sarah
this Friday...") if you aren’t there already.

2. Type something you need to do this week, such as "Call
Beth in Manufacturing Monday at 8:30 to get those ship
dates” or "Meet with Anne at 3 pm Tues to discuss her
progress”. Include the date and time.

3. Press ENTER when you finish typing each item.

4. Enter another task for any activity or project you need to
stay on top of — a staff meeting, an important follow-up
call, an idea you want to develop — and press ENTER.

5. Enter a few phone calls you need to make. Include dates
and times in each item.

Notice that Agenda fills in some columns automatically
because it recognizes the categories from the text of the
items.

6. Enter a few appointments and meetings you need to
remember. Include dates and times.

Figure 1-10 shows a sample list of tasks.
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Quick Review

Figure 1-10 A sample list of tasks

Fozr Your Information

If you need to edit an item {or category) after you enter it,
highlight the item (or category), press F2 (EDIT), make

.changes, and press ENTER. Chapter 2 explains more about

changing your information.

So far you've learned:

To accomplish this

You do this

Enter information

Organize
information

Get Help while
you work

Move fo the list of items, type a line or two of
information, and press ENTER.

Type a category name in a column or include
an existing category in an item so Agenda can
assign the item to that category automatically.

Press F1 (HELP).
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ltems

Categories

Figure 1-11 What you've learned so far

l.ook at Information from Different Perspectives

Views: screens where you  Agenda lets you see the same information (or just part of it)
enter and edit information ~ from multiple perspectives, called views. The view you've
and see it from different used so far is callec{) Tasks (look for View: Tasks on the sec-
perspectives. ond line in the top left corner of the screen).

You can see your information in a different arrangement in
another view. For example, Planner has a view called This
Week that lets you see your information organized by the
day you need to attend to the task (Figure 1-12).

Section heads

View name

Items organized by day

Figure 1-12  Information in the This Week view
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Item column: the list of
items under the section

head(s).

View manager: a list of all
views in the file.

List of views in Planner

EFOI: “You.r Infermahon

Don't forget that the function key map at the bottom of the-
screen reminds you of the uses for the. fundmn keys,
FLHELP) and E8 (VWMGR). !

h view has one list of iteﬁns. .Tius hst does not have to be
e far left column, - You can arrange columns in any order
he This Week view displays the item column sec- -

ond from the left. The section heads i tlus view ate the days
‘of the currentweek: L o

Switch views
To switch to another view:

1. Press F8 (VW MGR).

Agenda displays the view manager, which contains an
alphabetical list of the views in the file (Figure 1-13).

Foz Y(mr Informatmn

Figure 1-13  The view manager for Planner

2. Press HOME to move to the top of the list, press | to
highlight Calls, and press ENTER.

Figure 1-14 shows sample items in the Calls view, which con-
tains only information about calls.
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View name

Items about calis

ad]acéht Pe(.)ple. column.

What's in a view

A view is a place to enter information and look at how it is
organized. As you add and categorize information, you are
also building the basis for multiple views of your file.

You can tailor each view to display any combination of items
and their category assignments. For example, you can look at
only the items you want to accomplish today or every item
assigned to one persomn.
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Section head

A view contains:
* Lines of information (items)

* Categories that head groups of items (section heads, such
as Tasks)

» Categories that head columns (column heads, such as
Activity)

* Categories or special values, such as dates or numbers
(column entries, such as John or 11/5/90)

* Groups of items and columns (sections)

Column heads

Section

rah’s p‘i‘a‘n
Wells proposal

ltems Column entries

Figure 1-15 The parts of a view

You'll learn how to create a new view in Chapter 3.

For Your Information .
There is no "master’ view in a file, though you may choose to

use one view, such as Tasks, for entering most new 1tems

You can enter or edit information in any view.-
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More About Displaying Information

As you can see from looking at a few views, the contents of
each view vary. The significant differences are in the heads
(such as Tasks and Calls) and the number of items and cate-
gories displayed.

Category: aname youuse  The key here is that the heads you see are categories. You

to group related items. determine what information displays in a view by telling
Agenda what categories of information (such as your calls)
you want to see. Agenda bases the contents and the layout
on the type of information you say you want to see.

For exampile, the Calls view (Figure 1-16) shows what you
need to know about calls. Information not related to calls is
kept out of this view.

View name

Section head

ltems about calls

Figure 1-16 The Calls view

Information you want to see Headed by
What the call’s about Calls

The person you need to call People
The person’s phone number Phone #

When you want to make the call When
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Categories in a view
Categories display in several places in a view (Figure 1-17):

Column heads

Section head

Column entries

Figure 1-17 Categories in a view

Item: a short line or two of ~ ® Tasks is a section head (category that displays above a
information. group of items)

¢ Activity, People, Project, and When are column heads
(categories used as column heads)

* Reading, Sarah, Wells, and 11/08/90 are column entries
(categories or values, such as dates)

Section head: the category ~ When you type an item of information, you automatically
that heads the list of items.  assign it to the category used as the section head.

1. Press F8 (VW MGR), highlight Activities (at the top of the
list), and press ENTER to switch to the Activities view.

2. Presslto move down the view until you highlight the
section head Mail.

3. Type Write memo to staff tomorrow about
toy drive for Community Hospital and press
ENTER.

Agenda assigns this item. to Mail (Figure 1-18).



Section head

New itemn

Section: a group of items
and columns,

Section head

Section
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ite memo to staff tomorrow about toy drive for Community

Figure 1-18 Information is assigned to the section head

A section is not only the items of information under the sec-
tion head, it is also the columns of category assignments for
those items. As you see in the Activities view, a view can
have more than one section.

Column heads

view Sarah’s plan for the
Lls proposal

ltems Column entrigs

Figure 1-19 The parts of a view

Make more assignments

A view can have only one column of items, but you can
include as many columns of categories and values (such as
dates) as you want. These columns let you make and see
assignments for the items in the view. As Figure 1-20 shows,
displaying information in columns lets you see complex rela-
tionships quickly.
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Figure 1-20 When information is displayed in columns, you
can read details and relationships quickly

Type more categories in columns to make additional assign-
ments for the items you've typed so far.

1. Press F8 (VW MGR), highlight Tasks (the views are in
alphabetical order), and press ENTER to switch to the
Tasks view.

2. Highlight the first blank column entry position under the
column head Activity (Figure 1-21). (If Agenda filled in
all these column entries, skip to Step 4.)

Blank Activity column
entry position

Figure 1-21 Entering category names
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3. Fill in the type of task — such as Site visit, Mail, or
Travel — and press ENTER.

_For Ynur Information

You don’t have to type the whole name of an emstmg cate-
gory. As you type any category, Agenda automatically :
‘matches your typing with existing categories. The beep tells
you that Agenda has found a category that matches your typ-
ing, Just press ENTER if you want {o accept the category
Agenda displays at the top of the screen.

For example, as soon as you type M for a column entry,
Agenda matches Mail {the first existing category that starts
with an M). ' When you type e, Agenda displays Meetings as
the next match. To accept Agenda’s match, press ENTER. If
you don’t want the match, just keep typing.

4. Highlight the first blank position under People.

5. Fill in the name of a person who is the main contact for
that task and press ENTER.

For Your Information

Agenda shortens the display of category names that are
wider than the column. The names themselves aren’t short-
ened, just what displays in narrow columns. In Chapter 2
you'll learn how to adjust column widths (wider or
narrower).

6. Continue filling in columns, moving the highlight with
the arrow keys, until you have added the appropriate
information for all your tasks.

Leave columns blank when appropriate,

For Your Information

For dates in the When column, you can type numbers (such
as 5/30/90) or words (such as today, Thursday, next Fri).

Figure 1-22 shows a sample task list with activities, people,
projects, and dates added.
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Figure 1-22 A sample of an organized task list

Add Notes

Items are short pieces of information that you want to track.
When you want to work with larger amounts of text, you can
attach a note to any item.

A note can be up to 10,000 characters, which equals about
seven printed pages. Agenda displays notes on a separate
screen so your view of items and categories remains unclut-
tered.

To create a new note (or to read or edit an existing one):

1. Tress F8 (VW MGR), highlight Tasks, and press ENTER to
switch to the Tasks view (if you aren’t there already).

2. Highlight the item to which you want to attach a note.
3. Press F5 (NOTE).

4. Type the text for your note.
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Item to which nole is added

Note text

R

e
SRt
i

Note function keys

Figure 1-23 A sample note

5. Press F5 (RETURN) to return to the view.

:For Your Informaﬁon

In the view, Agenda displays a musmal note: symbol (f) next
‘to'the item with the note attached.

When you print a view, you can choose whether to include
the notes attached to items in the view. This means that your
notes can remain confidential even when you share printed
copies of your items. You can also print notes by themselves.
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Quick Review

So far you've acquired these skills:

Ta accomplish this You do this

Enter information ~ Move to the list of items, type a line or two of
information, and press ENTER.

Organize Type a category name in a column or include

information an exjsting category in an item so Agenda can
assign the category automatically.

See information Press ¥8 (VW MGR) and switch to another

from different view,

perspectives

Get Help while Press F1 (HELP).

you work

You've also learned how Agenda organizes your informa-
tion:

Golumn head

ltem

Colfumn entries

Section

Section head

Figure 1-24 Parts of Agenda
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Moving On

In this chapter, you began building a file you can use from
now on. Chapter 2 continues the introduction to basic
Agenda skills. You'll learn how to use commands, edit your
work, and take advantage of Agenda’s flexibility. Chapter 2
also shows you how to discard the practice information you
typed in this chapter.

If you can’t continue right now, quit Agenda and resume at
the beginning of Chapter 2 when you're ready. To quit:

1. Leave the highlight where it is.

2. Press F10 (MENU) to display the menu commands at the
top of the screen.

3. Select Quit by pressing Q.

Agenda automatically saves the file you've been working on
and returns you to the operating system.



Chapter 2
Changing Your Information

This chapter builds on the skills you learned in Chapter 1 by
showing you how to:

* Print

* Make changes to what you typed
¢ Change assignments

* Discard what you no longer need

-}Fo: Yom- Information

You should have Planner on your screen. If necessary, start
Agenda and select PLANNER. (See "Start Agenda" at the
beginning of Chapter 1)

Print a View

To print a view with attached notes:

Note Skip this section and go on to "Change What You
Entered" if you didn’t include printing features when
you installed Agenda or if your computer isn’t con-
nected to a printer.

1. Press F8 (VW MGR), highlight Tasks (views are in alpha-
betical order), and press ENTER to switch to the Tasks
view.

2. Press F10 (MENU) to display the menu commands (Figure
2-1) at the top of the screen.

2-1
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Menu commands

Figure 2-1 Menu commands for views

For Youir Information : : : :

‘ When you press F10 (MENU), Agenda commands display in a

g menu at the top of the screen, one level at a ime. The top, -

’ line of the screen shows the top.level of the menu. The sec--
ond line shows the subcommands for the highlighted com-
mand on the top line. When you select Print, you see Final
as a subcommand, and so'on. ' '

3. Make sure the printer is turned on.
4. Select the Print command by pressing P.
5. Select the Final command by pressing F.

Agenda displays the Print Final box with the settings
you can change to customize your printed copy (Figure
2-2).

Settings for customizing your
printing

Figure 2-2 The Print Final box
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Note The Printer setting in the Print Final box displays the
printer you chose as your primary printer when you
installed Agenda.

6. Highlight Include (currently set to Items) and press
F3 (CHOICES) to display the choices for this setting.

7. Highlight Items & notes and press ENTER to include
notes as well as items in your printed copy.

8. Press ENTER to accept all the Print Final settings.

Agenda prints the view and attached notes. You can print
any part of a file: a group of items, a note, and so on. You can
also customize what you print with different fonts and point
sizes for various parts of the text (such as headings), headers
and/or footers on each page, and so on.

Change What You Entered

The following pages show you how to make changes to the
information you've entered so far.
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Item: a short line or two of
information.

Category: a name you use
to group related items.

View: the group of sections
displayed in one screen.

Change what you typed
This table summarizes how to make changes to the informa-
tion you entered. The example after the table takes you

through two procedures from the table.

You want to

Highlight

Then do this

Edit the text of an item

Change a category name
everywhere in the file
(such as changing People
to Staff}

Replace a category in one
place (without affecting
other occurrences of the
original category)

Change the text of a note
added to an item

Change the
name of a view

Item you want
to change

Category you
want to change

Category you
want to change

The item to
which the note
is added

Anywhere in
the view

Press F2 (EDIT).
Type the change.
T'ress ENTER.

Press F2 (EDIT).
Type the change.
Press ENTER.

Press DEL (and
ENTER to confirm).
Type the
replacement
category.

Press ENTER.

Tress F5 (NOTE).
Edit the text.

Press F5 (RETURN) to
g0 back to the view.

Press F8 (VW MGR).
Press F2 (EDIT).
Type the new name.
Press ENTER.
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Example: Editing an Item and Replacing a Category
To edit an item and to replace a category in a column entry:

1. Press F8 (VW MGR), highlight Tasks, and press ENTER to
switch to the Tasks view (if you aren’t there).

2. Highlight "Review Sarah’s plan for the Wells proposal.”

3. Press F2 (EDIT) and press | and END to move to the end of
the itern.

4. Type and pass it on to Scott and press ENTER.

5. Press — twice to highlight Sarah the first time it displays
under People {(adjacent to the item you just edited).

6. Press DEL to remove Sarah from the column.

Agenda asks you if you want to remove the itemn’s
assignment to this category.

7. DPress ENTER to remove the assignment.

Agenda removes Sarah and leaves the column entry
blank.

8. Type Scott and press ENTER to assign this item to
Scott.

Scott replaces Sarah in this item only.

Column head

Replacement category

Section head

Column entry

Figure 2-3 Replacing a category

:]_Fa Your Information . : 4 ;_
The: techniques for changing a category or’ edﬂmg a category .

nameapply to all categories nio matteér where: they. display a5’
‘section heads, column vheads, or colums
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Insert information

This table summarizes how to insert information within the
items and categories you entered. The example after the
table takes you through one procedure from the table.

You want to Highlight Then do this
Add another Column entry to Press INS.
category to a which you want to  Type the additional
column entry add an additional  category.

category Press ENTER.
Insert a new item Item above where  Type the new item.

between two items  you want the new  Press ENTER,
item to display

Example: Adding More Categories
To add a second category to a column entry:

1. DPress F8 (VW MGR), highlight Tasks, and press ENTER to
switch to the Tasks view (if you aren’t there).

2. Highlight the category Reading next to the item about
Sarah’s plan for the Wells proposal.

3. Press INS,

Agenda displays the instruction Enter category name at
the top of the screen.

4. Type Follow up and press ENTER.

Agenda assigns the item about Sarah’s plan for the Wells
proposal to the Follow up category (Figure 2-4).

Note The column shows only Follow because the column is
not wide enough to display the entire category name.

Second categary

Figure 2-4 Another category added to a column entry



Section: a group of items
and columns.

Column: a group of catego-
ries or values such as dates.

Move information
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This table summarizes how to move information to other
locations in a view. The example after the table takes you

through one procedure from the table.

You want to Highlight Then do this
Reposition an item Item you want  Press F10 (MENU).
within the section to place Select Item Reposition.
elsewhere in Use arrow keys to
the section move.

Move an item to a
different section {(in
views that have more
than one section)

Change the order of
sections (in views that
have more than one
section)

Change the position of
columns in the current
section

Change the width of a
column

Item you want
to place in
another section

Anywhere in
the view

Anywhere in
the column
you want to
move

Anywhere in
the column

Press ENTER.

Press ALT-F10 (MOVE).
Follow the instructions
at the top of the screen.
Press ENTER.

Press F10 (MENU).
Select View Section
Move (press V S M).
Use arrow keys to
move,

Press ENTER.

Press F10 (MENU).
Select View Column
Move {press VCM).
Use arrow keys to
move,

Press ENTER.

Press F10 (MENU).
Select View Column
Width (press VCW).
Use arrow keys to
widen or narrow.
Press ENTER.




2-8 Changing Your Information

8 evw MGR), and Fi0 (MENU)

Example: Repositioning an Item

To reposition an item within the Tasks section in the Tasks
view:

1. Press F8 (VW MGR), highlight Tasks, and press ENTER to
switch to the Tasks view (if you aren’t there).

2. Highlight the item about Sarah’s plan for the Wells pro-
posal.

3. Press F10 (MENU) and press I to select Item.
4. Press R to select Reposition.
Agenda displays instructions at the top of the screen.
5. Press | to move the item down.
6. Press ENTER when you get the item where you want it.

Example: Widening a Column
To change the width of a column:

1. Press F8 (VW MGR), highlight Tasks, and press ENTER to
switch to the Tasks view (if you aren’t there).

2. Highlight any category in the Activity column.

3. Press F10 (MENU) and select the command View Column
Width (press V, then C, then W).

Ly i
yolEwatt, you can ;ust- press 3 OF ¢ Agenda ad]ustsrthe
column width as you press the arrow key.




tnstructions

Column being adjusted

Figure 2-5 Adjusting the width of a column

4. Type 12 and press ENTER to select a width of 12.

Agenda displays the column with its new width.

'Fbx_"ym‘zi{hifbfmat_ion T e
The total of all column widths in a view can beup to 200
characters, but the monitor shows only 80. To display col-

umhs that are off the screen, move the highlight to the left or
right. :

Discard Iltems and Categories

To discard an item entirely from all views and category
assignments in your file:

1. Press F8 (VW MGR), highlight Tasks, and press ENTER to
switch to the Tasks view (if you aren’t there).

2. Highlight the item "Do John's evaluation."

3. Press ALT-F4 (DISCARD}) to discard the item (hold down
ALT and press F4).

Agenda asks you if you want to discard this item.

4. Press ENTER to discard it.

For Your Information

Trash: a temporary holding Agenda holds discarded items in the trash until you quit
area for discarded items. Agenda. You can undiscard items from the tras using the
{tem Undisc command,
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Figure 2-6 Discard an item when you want to get rid of
every trace of it

For Your Information * : Coe
You can discard aategomes by hlghhghtmg a category ina
‘column entry and pressing ALT-F4 (DISCARD).. This com- .
pletely discards the category from the file. If you want the
category back, just retype it. Retyping won't bring back
assignments the category had before.

Break Assignments

As you recall, an assignment is the connection between items
of information and the categories by which you organize the
information. Sometimes instead of discarding either an item
or a category, you want to break an assignment. For exam-
ple, after you finish Sarah’s plan for the Wells project, you
may want to break this item’s assignment to the Reading
category but still keep its other assignments (such as to the
categories Sarah and Wells project) until the task is com-
pletely finished.
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The most common way to break the assignment of an item to
a category is to remove the category from a columnn. This
action doesn’t discard the category from the file, it just breaks
its cannection to the item.

You can also break an assignment by removing the item from
a section. This breaks only the item’s assignment to the cate-

gory used as the section head, not assignments to other cate-

gories (if there are any).

Figure 2-7 Breaking an assignment just removes a
connection, not an item or a category

Break an assignment by removing a category
To break an assignment by removing a category in a column:

1. Press ¥8 (vW MGR), highlight Tasks, and press ENTER to
switch to the Tasks view (if you aren’t there).

2. Highlight the category Reading, which is assigned to the
item about Sarah’s plan for the Wells proposal, under the
Activity column head.

3. Press DEL to remove the Reading category from the col-
umn and break the assignment of the item to this cate-

gory.

Agenda asks you if you want to break the assignment.
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4, Press ENTER to break it.

Agenda removes the category from the column (Figure 2-8).

Reading category removed

Figure 2-8 Breaking an assignment of an item to a category

Agenda removes the category Reading, but not the item about
Sarah’s plan, because the item is assigned to other categories
(Tasks, Wells, Follow up, and so on). The category Reading
is still in the file, it’s just not assigned to this item anymore.

For Your Information

Using DEL to break an assignment never discards a category
from the file. A category can remain in the file even if no
items are assigned to it. To discard a category from the file,
highlight it and press ALT-F4 (DISCARD).

Break an assignment by removing an item

To break the assignment of an item to the category used as
the section head and remove the item from the section:

1. Press F8 (VW MGR), highlight People, and press ENTER to
switch to the People view.

2. Highlight the item "Have John revise Q1 budget and
forecasts for the Wells proposal” under the John section
head and press DEL.

Agenda asks you if you want to remove the item from
the section.

For Your Information

Breaking an assignment can discard an item if the assignment
you're breaking is the only one for the item. If an item is not
assigned to any category other than the category used as the
section head, Agenda reports that the item has no other
assignments and asks you to press ENTER to confirm that you
want to discard the item from the file,

3. Press ENTER to remove the item from the section.
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Agenda removes the item from the section.

Discarding Versus Breaking Assignments

It’s important to understand that pressing DEL on an item or
category does not get rid of it completely. If that's what you
want to do, then use ALT-F4 (DISCARD). The DEL key lets you
break a connection between two things, not get rid of the things

themselves.

The following table explains the difference between discard-

ing and breaking assighments:

When you want io

Do tkf_s

Break the assignment of an item
to a category in a column

Remove an item from a section,
breaking the item’s assignment
to the category used as a section
head

Discard every occurrence of the
item in every view in the file

Highlight the category.
Press DEL.

Highlight the item.
Press DEL.

Highlight the item.
Press ALT-F4 (DISCARD).
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Quick Review

In this chapter you learned how to print and how to make

changes to your file.
To do this - Follow these steps
Print Press F10 (MENU) and select Print Final.
Change any settings you want.
Press ENTER.
Edit an item or Highlight what you want to change.
category name Press F2 (EDIT).
Make changes.
Press ENTER.

Replace a category ~ Highlight the category.
Press DEL (and ENTER to confirm) to remove

the existing category.
Type the replacement category.
Press ENTER.
Add an additional ~ Highlight the existing column entry,
category to a Press INS.
column entry Type the additional category.
Press ENTER.
Adjust the column  Highlight anywhere in the column.
width Press F10 {MENU) and select View Column
Width.
Enter a number for the width.
Press ENTER.
Discard an item Highlight the item or category.
or category Press ALT-F4 (DISCARD) (and ENTER
to confirm).
Remove a category ~ Highlight the category.
from a column Press DEL {(and ENTER to confirm).
entry
Remove an item Highlight the item.

from a section Press DEL (and ENTER to confirm).
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Moving On

In this chapter, you continued building a file you can use
from now on. In the next chapter, you’ll learn how to add
and modify views, sections, and colummns in Planner so that it
works best for you.

If you can’t continue right now, quit Agenda and resume at
the beginning of Chapter 3 when you're ready. To quit:

1. Leave the highlight where it is.

2. Press F10 (MENU) to display the menu commands at the
top of the screen.

3. Select Quit by pressing Q.

Agenda automatically saves the file you've been working on
and returns you to the operating system.



Chapter 3

Tailoring Planner

Save Your File

This chapter shows you how to make basic changes to the
Activities Planner so you can tailor each view to suit your
needs. This chapter explains how to:

¢ Savea file

* Add and remove columns and sections in a view
* Add anew view

¢ Add date and numeric columns

e C(reate your own Agenda file

You can use the skills you acquire in this chapter to modify
Planner or any Agenda application, including one you create
yourself.

For Your Information

You should have Planner on your screen. If necessary, start
Agenda and select PLANNER. (See "Start Agenda” at the
beginning of Chapter 1.)

Before you modify a file, you should save the file so you have
a copy to retrieve should you need it.

For Your Informahon

Agenda saves your file automatlcaﬂy when you print,
retrieve a file, exit to the operating system, or quit Agenda.

To save a file:

1. Press F10 (MENU) and select File Save (press F and then
S).

31
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Agenda displays the Save File box with the name of the
current file.

2. Press ENTER to save the file.

Agenda saves your file and makes a back-up copy of it.

For Your Information e
When you press FI0 (MENU), Agenda cmmnands dxsplay na
menu at the top of the screen, one fevel at a time. The top
line of the screen shows the top level of the menir.. The sec-
ond line shows the subcommands for the highlighted com-
mand (File). When you sélect File, you see Save asa.
subcomimand, and so on..

Quick Review

Figure 3-1 reviews the important parts of Agenda:

Column head

Item 2ll Sue tomorrow morning for:
pdate on her visit to the

Calumn entries

Section

Section head

Figure 3-1 Important parts of Agenda
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Type of information Its Agenda name
Line of information Item
Name that groups related information Category
Categories or values, such as dates or Column entries
numbers, in columns
Category used as a column head Column head
Group of items and columns Section
Calegory used as the item column head Section head

- A group of sections; the screen where you View

look at, enter, and edit items and categories

Add Columns in a View

You can add columns to any view. The column you add can
use either a new category or an existing category as the col-
umn head.

When you add an existing category to a view as a column
head, the assignments to that category are also brought in to
the view. For example, if you add the People column to the
Today view, the people you assigned to items in the Tasks
view display automatically.

two parts: a column heac {acategory) and .
o b et ol ha
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Section head: category
used as the head of a list of
items.

Highlighted section head

Column head

Column entries

Figure 3-2 Columns in a view

To add a People column to the Today view:

1. Press ¥8 (vW MGR), highlight Today (near the bottom of
the alphabetical list), and press ENTER to switch to the
Today view.

2. Be sure the highlight is on the first section head (Mon
11/05/90 in Figure 3-3; the current date in your view).

View name

Figure 3-3 Preparing to add a column to the Today view
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3. DPress ALT-R (right) to create a new column to the right of
the item column.

Category hierarchy: the list Agenda displays the Column Head box (Figure 3-4) with
of categories in the file. a list of all categories in the file.

Categories in the file

Figure 3-4 The Column Head box

4. Highlight People and press ENTER.

Agenda adds the People column to the view. The names of
people you previously assigned to items display adjacent to
the appropriate item (Figure 3-5).

For Your Information

You can also add a column with a new category as its head.
When you do this, Agenda adds this new category to the
category hierarchy in the file. To add a new category, in Step
4, press INS, type the new category name, and press ENTER
twice, ‘

When you use a new category as a column head, there are no
previous assignments to items, so there are no automatic
assignments displayed in the column.
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People column

Figure 3-5 The People column added to the Today view

Remove a Column from a View

Column head: a category ~ Removing a column takes the column out of the view. It

that heads column entries. ~ does not discard the categories in the column from the file or
break the assignments of categories to items. If you add the
column back to any view, Agenda displays the assignments
you made to this category.

You can freely add and remove columns in any view to dis-
play or hide whatever information you want.

To remove the People column from. the Today view:
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1. Press F8 (VW MGR), hlghhght the Today view, and press
ENTER (if you aren’t in this view already).

2. Highlight the People column head and press DEL.
Agenda asks you if you want to remove the column.

3. Press ENTER to remove it.

Agenda removes the column from the view.

Add Sections in a View

A view can contain as many sections as you like.

To switch to the Priorities view (Figure 3-6), which contains
several sections:

* Press F8 (VW MGR), highlight the Priorities view, and press
ENTER.

A section

Figure 3-6 Sections in a view
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Section: a group of items You can add additional sections to any view. The section you
and columns. The section  add can use either a new category or an existing category as

head category displays the section head. When you add an existing category as a
above the list of items in section head, Agenda displays the items assigned to that
the section. category in the new section.

To add a Follow up section to the Calls view:

1. Press F8 (VW MGR), highlight Calls, and press ENTER to
switch to the Calls view.

2. Leave the highlight wherever it is and press ALT-D
(down) to add a section below the current section.

Category hierarchy: The Agenda displays the Section Head box (Figure 3-7) with
list of categories in the file. the category hierarchy for Planner.

Categories inthe file

Figure 3-7 The Section Head box

3. Highlight Follow up (under Activity) and press ENTER to
select Follow up for the Section head.
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Agenda adds the Follow up section to the view and displays
any items you previously assigned to this category, if there
are any (Figure 3-8).

For Your Information

You can also add ‘a'section w1th a new category as the section
head. When you do this, Agenda adds this new category to
the file. To add a new category, in Step 3, press INs, type the
new category name, and press ENTER fivice.

New section

Figure 3-8 The Follow up section added to the Calls View

You can assign items to the Follow up category by typing
them in this section.

For Your Information

You just added a section using the shortcut method,

ALT-D (down). You can make more choices about the secion
by using the View Section Add command. When you use
the shortcut, you accept the default choices for section set-
tings, such as where to put the sectlon and which columns it
should display.

“For instructions on using the View Section Add command,
see the User’s Guide or display. Help on your screen (press
F1 (HELP), then F5 (FIND), type Section, and press ENTER).
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Remove a Section from a View

Section head: a category
above the items in a sec-
tion.

Add a New View

Removing a section takes the section out of the view. It does
not discard the categories or items in the section from the file
or break the assignments of categories to items. If you add
the same section to any view, Agenda displays the items
assigned to the section head category, along with any col-
umns you include as part of the section.

To remove the Follow up section from the Calls view:

1. Press F8 (vW MGR) highlight Calls, and press ENTER to
switch to the Calls view (if you aren’t there).

2. Highlight the Follow up section head and press DEL.
Agenda asks you if you want to remove the section.
3. Press ENTER to remove it.

Agenda removes the section from the view.

For Your Information

{finstead of removing a section you want to change the sec-
tion head, se¢ "Change What You Entered” in-Chapter 2. -

You can create additional views that contain any combination
of items, sections, categories, and columns. You can use new
views to show new information or a different perspective on
information you’ve already entered.

To build a new view, you simply give the view a name and
choose the section heads you want to include. For example,
to create a view for tracking charity pledges in your group,
follow these steps:

1. Press Fl0 (MENU) and press V and A to select View Add.

Agenda displays the View Add box (Figure 3-9). The
highlight is on the View name setting,



View name setting

Sections setting

Figure 3-9 The View Add box

For Your Information

The View Add box displays all the settings for adding a
view. Some settings (such as View name) are blank, and
some (such as Section sorting) have default choices, which
display next to the setting name.

2. Type Philanthropy in the View name setting and
press ENTER.

3. Press — and | to move to the Sections setting.

For Your Information

-When you are in any box, Agenda displays one or two lines
of instruction at the top of the screen (Figure 3-10) to give you
information on the setting that is highlighted. If you need
more information about any setting, press FI{HELP).

4. Type Events, a new category for the section head in
the new view, and press ENTER (Figure 3-10).

For Your Information -

‘When you are typing a category, Agenda displays your typ-
ing at the top of the screen. Agenda also tries to match your
typing with existing categories.  Because you're creatinga.
new category, ignore the matches,
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Instructions for the Sections

setting

New category used
as section head

Section head

Figure 3-10 Creating a new category for a section head

5. Press ENTER to create the view (Figure 3-11).

Figure 3-11  The new Philanthropy view
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Now you can add columns, more sections, new items, and
new categories to your view. The following sections show
you how to add a date column and a numeric column.

Add Date and Numeric Columns

Category hierarchy: the list
of categories in the file.

In addition to columns of categories, you can also add special
types of columns: date columns and numeric columns. These
two types of colummns contain dates or numbers, which are
non-category values. Once you make a column either date or
numeric, it can contain only dates/times or numbers.

Add a date column

Every Agenda file automatically contains three date catego-
ries: When, Entry, and Done. You can use these categories as
column heads for dates. Date columns can contain only
dates/times as column entries.

You can also create your own date categories and use them as
column heads.

For Your Information :

Dates assigned to When are for due dates. Entry dates record
the date you enter the item. Done dates record the date you
designate an item as done.

To designate an item as done when you finish the task, high-
light it and press F4 (DONE). Agenda places the done symbol
(! next to the item.

To add a When date column to the Philanthropy view:

1. Dress ¥8 (VW MGR), highlight Philanthropy, and press
ENTER to switch to the Philanthropy view (if you aren’t
there).

2. Leave the highlight on Events, press ALT-R {right).

Agenda displays the Column Head box, which contains
the category hierarchy for Planner (Figure 3-12).
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Category higrarchy

Figure 3-12 The Column Head box

4. Highlight When (near the beginning of the category hier-
archy) and press ENTER to select the When date category
as the column head and add this column to the view.

You can type dates directly in the When column. If items
you enter contain dates, Agenda automatically puts the dates
into the When date column.

Add a numeric column

Agenda lets you create numeric columns to contain numbers
and perform some simple calculations, including keeping
totals and averages.

This time, instead of the shortcut method for adding a col-
umn (ALT-R), you'll use the menu command, which gives you
more choices.

To create a new numeric category called Pledges and add it
as a numeric column to the Philanthropy view:

1. Press F8 (vW MGR), highlight Philanthropy, and press
ENTER to switch to the Philanthropy view (if you aren’t
there).

2. Make sure the highlight is on the When column, press
F10 (MENU), and press V, C, and A to select View Column

Add.
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Agenda displays the Column Add box (Figure 3-13). The
Column head setting is highlighted.

Instructions for the
Coiumn head setting

Column head setting

Category type setting
Figure 3-13 The Column Add box
3. Type Pledges (a new category) for the Column head
and press ENTER.
4. Press — to highlight Category type.
5. Press F3 (CHOICES) to display the choices for this setting
(Figure 3-14).
Category type setting
Choices for Category type

Edefault : 'whlch is used uniess you pick oﬁe of the alternates.
‘You can dlsplay the chon:es one ata time by pressmg SPACE .

6 nghhght Numeric and press ENTER.

Note Selecting Numeric as the category type is irreversible;
you cannot change this category to any other type.
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Category type setting

Numeric Column Properties

Agenda displays the Numeric Column Properties box to
include the settings unique to numeric categories (Figure
3-15).

7. Review these settings to get a sense of what you can
choose for a numeric column display.

ForYourmnformation
‘When you are in any box, Agenda displays two lines of -
‘instruction at the top of the screen (Figute 3-15) to. give you
information on the highlighted setting. T you need more -

,infé)j;ri_latibri about any setting, press F1 (HELP). -

Figure 3-15  The Numeric Column Properties settings

8. Press ENTER to accept the default choices for the Pledges
column and add it to the view (Figure 3-16).

Agenda adds TOTAL under the Events section head and 0.00
under the Pledges column head. This means that Agenda
will keep track of the total for all numbers you enter in the
numeric column.
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New numeric column

TOTAL displays the sum of all
values in the numeric column

Figure 3-16  The numeric Pledges column in the Philanthropy
view

Fﬂr Yaur Informatmn

A mu‘nber sym'boi ) mérks all numeric categorles in the
categor hlerarchy This indicator displays in the upper right
corner ina view when a numeric column is highlighted.

Use dates and numbers

Now that you've added date and numeric columns, you are
ready to enter some values for these columns.

1. Press F8 (VW MGR), highlight Philanthropy, and press
ENTER to switch to the Philanthropy view (if you aren’t
there).

2. Highlight the Events section head.

3. Type 32 pecple signed up for the
Community Hospital Race and turned
in their pledges and press ENTER.

4. Press — once to move to the blank column entry in the
When column.

5. Press I3 (CHOICES) to display the pop-up calendar (Figure
3-17).
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Figure 3-17 The pop-up calendar

6. Highlight 25 on the calendar and press ENTER.
Agenda puts the date in the When column.

Note You can also assign dates by typing the date in num-
bers (such as 11/25/90) or words (such as Sunday).

7. Press — once to move to the Pledges column, type 595,
and press ENTER.

Agenda assigns this number to the item and to TOTAL
(because it’s the current total for the column).

8. Press ALT-I (item) to add another item.

ALTI (;,tem) isa shortcut to move duectly to the 1tems Hold

‘down ALT and press1.

9. Type Pledges for the Holiday Toy Drive
total $500 and press ENTER.

10. Press — to move to the When column and enter 12/1 as
the date (or use the pop-up calendar as you did in Steps
5 and 6).

11. Move to the Pledges column, type 500, and press ENTER.
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Agenda assigns this number to the item and adds it to
TOTAL (Figure 3-18).

Dates in a date column

Numbers in a numeric column

Figure 3-18 Items, dates, and numbers in the Philanthropy
riew

For Your Information

The pop-up calendar displays the current month with the
current date highlighted, You can display other months by
‘using the arrow keys to move past the first or last day of the
month, PG UP and PG DN fo move entire months at a time, and
CTLR~~3 and - CTLR=~¢ to move by entire years.

Youi can set the time when the pop-up calendar is displayed
by pressing Fé (SETTIME), typing a time, and pressing ENTER.
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Quick Review

So far you've learned the basic skills for changing and
expanding Planner to customize it for your needs:

To do this You do this
Addacolumntothe  Press ALT-R (right).
right of the current Select a column head,
column

Add a date column to
the right of the current
column

Add a numeric
column

Add a section below
the current section

Rename a category
{as column head
or column entry)
Remove a section

Remove a column

Create a view

Save a file

Print a file

Quit Agenda

Press ALT-R (right).
Select a date category for the column head.

Press F10 (MENU).

Select View Column Add.

Name the category.

Choose Numeric as the category type.
Fill in only the settings you want to
change.

Press ALT-D (down).
Select a section head.

Highlight the category.
Press F2 (EDIT).
Edit the category.

Highlight the section head.
Press DEL.

Highlight the column head.
Press DEL.

Press F1¢ (MENU).

Select View Add.

Type a view name.

Highlight Sections.

Type a category for the first section head.

Press F10 (MENU).
Select File Save.

Press F10 (MENU).

Select Print Final.

Fill in only the settings you want to
change.

Press F10 (MENU).
Select Quit.
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Create Your Own File

Now that you're familiar with Agenda, you might want to
create your own Agenda file.

To create your own file:

1. Press F10 (MENU) and select File Refrieve (press F, then
R).

Agenda displays the Select File box (Figure 3-19).

Instructions for selecting a file

Existing Agenda files

Figure 3-19 The Select File box

2. Press INS to create a new file.
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Instructions for entering a file

description

3. Type a unique name (up to 8 characters) for the new file
and press ENTER.

Note Agenda displays your typing at the top of the Select
File box.

Agenda automatically saves the file you have open before
retrieving another file. After saving your file, Agenda dis-
plays the New File box (Figure 3-20).

Figure 3-20 The New File box

4. Type a one-line description of the new file and press
ENTER fwice to create a new file. (Both description and
password are optional.)

Agenda displays a blank view, called Initial View, with one
section, called Initial Section (Figure 3-21).
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Default name for a new view

Default section head for a new view

Figure 3-21 A new Agenda file

Build the new file
From here you can use the skills you've acquired in this
chapter to build the file:

To do this You: do this
Rename the Initial Highlight the section head.
Section Press F2 (EDIT).
Edit the section head. .
Enter items Type items under the section head.
Add a column Press ALT-R (right).

Select a column head to add a column to
the right of the current section.

Add a section Press ALT-D {(down).
Select a section head to add a section
below the current section.

Create additional Press F10 (MENU).

views Select View Add.
Supply a view name.
Highlight Sections.

Type a category for the first section head.
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Moving On

You're ready to use Agenda to improve your control of
information. You can continue to use the Activities Plan-
ner file you've built by selecting Planner when you start
Agenda. (If you do this, see Chapter 2 for instructions on
how to discard the practice information you typed in Quick
Start.)

Quick Start has introduced you to Planner. To learn more
about Planner and the other Agenda applications, see
Starter Applications.

You can use the following resources to learn more while
you are using Agenda:

* Help, which you display by pressing F1 (HELP), is
context-sensitive (it offers you help based on what is
highlighted on your screen) and has an index of topics.

* Agenda commands are explained in short messages in
the top two lines of the screen.

* The User’s Guide explains Agenda features in step-by-
step procedures. Consult the extensive index for the
topic you want.

* Quick Reference offers an overview of common tasks,
commands, and special keys. These tables are also

available in Help. Just press Fi (HELP) and then Fé (KEYS).

To quit Agenda now, press F10 (MENU) and select Quit.
Agenda automatically saves the current file when you quit.
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Symbols and special characters
date (K) 3-14
done symbol {!!} 3-13
down arrow (1) 1-2, 1-5, 3-11
left arrow («) 1-10, 2-8
note (@) 1-23
number (#) 3-17
right arrow (—) 1-15, 2-8, 3-17
up arrow (1) 1-5

A

Accelerator keys
ALT-D key 3-8, 3-20
ALT-I key 3-18
ALT-L key 3-21
ALT-R key 3-4, 3-6, 3-20, 3-23
ALT-U key 3-21
Adding See also Entering
categories 2-6, 3-13 to 3-17
columns 2-7, 3-3 to 3-6, 3-13 to
3-17, 3-20, 3-23
information to items 2-6
items 1-3, 3-17 to 3-19
notes to items 1-22 to 1-23
sections 3-7 to 3-9, 3-20
views 3-10 to 3-13
Adjusting columns See Columns
Agenda
leaving 1-25
starting 1-1 to 1-2
title screen 1-2
ALT-D key 3-8, 3-20
ALT-T key 3-18
ALT-L key 3-21
ALT-R key 3-4, 3-6, 3-20, 3-23
ALT-U key 3-21
Arranging information See Views
Assigning
dates 3-18
items to categories 1-4 to 1-6,
1-810 1-12
priorities to items 3-8
Assignments
automatic 1-10 to 1-11, 1-18,
1-24
breaking 2-10 to 2-13

defined 1-5
Automatic assignment 1-10 to
1-11,1-18, 1-24
Automatic matching of category
names 1-21, 3-11
Averaging numbers 3-14

BACKSPACE key 1-2, 1-10

Back-up copy See Saving

Breaking assignments 2-10 to
2-13

Building files 3-23

c

Calculations 3-14
Calendar 3-17 to 3-19
Canceling actions 1-6
Categories
adding 2-6
assigning items to 1-4 to 1-6,
1-8t01-12
automatic assignment in 1-10
to 1-11, 1-18
breaking assignments in 2-10
to 2-13
as column heads 3-3
date 3-13 to 3-14
defined 1-5, 1-17, 3-3
discarding 2-9 to 2-10, 2-14
editing 1-12, 2-4 to 2-5, 2-14
entering 3-11
inserting 2-6, 2-14
listing 3-4
numeric 3-13, 3-14 to 3-17
removing 2-11 to 2-12, 2-14
section heads as 3-8
in sections 1-19
in views 1-16, 1-18 to 1-22
Category hierarchy 3-4, 3-14
Category names
displaying 1-21
editing 1-12, 2-4, 2-14, 3-20
entering 1-12, 1-24

matching automaticalty 1-21,
3-11
CHOICES (F3) key 2-3, 3-15, 3-17
Column Add box 3-15
Column Head box 3+4, 3-13
Columns See alse Item columns
adding 3-3 to 3-6, 3-13 to 3-17,
3-20,3-23
changing widths 2-7 to 2-9,
2-14
date 3-13 t0 3-14
defined 3-3
displaying automatically 3-3
to 3-6
displaying hidden 2-9
entries 1-18, 3-3
heads 1-18, 3-3
item column 1-14, 1-19 to 1-20
numeric 3-13, 3-14 to 3-17
moving 2-7 to 2-9
removing categories and items
from 2-11 to 2-13
removing from views 3-6 to
3-7,3-20
repositioning 1-14
settings for 3-6, 3-15 to 3-16
in views 1-16
Commands See Menu commands
Creating
files 3-21 to 3-22
notes 1-22 to 1-23
views 3-10 to 3-13, 3-20
CTRL-« 3-19
CTRL-— 3-19
Customizing printing 2-2 to 2-3

D

Date columns, adding 3-13 to
3-14

Date symbol (3¢) 3-14
Dates 1-16, 1-21, 3-13 to 3-14, 3-17
to 3-19
Defauits
column settings 3-6
displaying 3-15
numetic column settings 3-16

Index-1
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printing 2-3
section settings 3-9
view settings 3-11 to 3-12
Deleting See Canceling actions;
Discarding; Removing
DEL key
breaking assignments with
2-12
editing items with 2-5
removing columns with 3-7,
3-20
replacing categories with 2-4
DISCARD (ALT-F4) key 2-9 to
2-10, 2-12
Discarding
categories 2-9 to 2-10, 2-14
compared with breaking
assignments 2-13
items 2-9 to 2-10, 2-14
Displaying See also Views
categories 1-17 to 1-22
columns 3-3 to 3-6
defaults 3-15
Help 1-6 to 1-8
hidden columns 2-9
items 1-14, 1-17 to 1-22, 3-8 to
39
menu commands 1-2, 2-2
pop-up calendar 3-17 to 3-19
sections 3-8 to 3-9
settings choices 3-15
view manager 1-14
Done dates 3-13 to 3-14
DONE (F4) key 3-13
Done symbol (I1) 3-13

Down arrow key (1) 1-2, 1-5, 3-11

Due dates See When dates

E

EDIT (F2) key 1-12, 2-3 to 2-4,
3-20,3-23
Editing categories and items
1-12, 2-4 to 2-5, 2-14
Entering
categories 3-11
category names 1-12, 1-24
dates 1-21, 3-18
items 1-3, 1-12, 1-24, 3-17 to
3-19,3-23
phone numbers 1-15
Entry dates 3-13 to 3-14
ESCkey 1-6

F

File commands
Retrieve 3-21, 3-24

Save 3-1 to 3-2, 3-20
File Retrieve box 1-2
Files
building 3-23
creating 3-21 to 3-22
discarding categories from
2-10
names 3-22
printing 3-20
saving 3-1 to 3-2, 3-20, 3-24
selecting 3-21
structure of 1-2
FIND (F5) key 1-8
Function key map 1-2, 1-7, 1-23
Function keys
ALT-F4 {DISCARD) 2-9 to
2-16, 2-12
F1 (HELP) 1-6 to 1-7
F2 (EDIT) 1-12, 2-3 to 2-4, 3-20,
3-23
F3 (CHOICES) 2-3, 3-15, 3-17
F3 (INDEX) 1-8
F4 (DONE) 3-13
F5 (FIND) 1-8
F5 (NOTE) 1-22 to 1-23, 2-4
F5 (RETURN) 1-23, 24
F6 (KEYS) 1-8
Fé6 (SETTIME) 3-19
F8 (RETURN) 1-8
F8 (REVIEW) 1-7, 1-8
T8 (VW MGR) 1-14, 1-18, 2-1,
24
F10 (MENU) 1-25, 2-2

H

HELP (F1) key 1-6 to 1-7
Help system 1-6 to 1-8
Highlight 1-5, 1-10
HOME key 1-14

INDEX (F3) key 1-8
Information
adding to items 2-6
assighing to categories 1-4 to
1-6
displaying in views 1-17 to
1-22
entering 1-3, 1-24
hiding columns of 3-6 to 3-7
hiding sections 3-10
moving 2-7 to 2-9
summary of types 3-3
Initial Section 3-22
Initial View 3-22

Inserting categories and items
2-6,2-14
INS key 2-6, 3-9, 3-21
Item columns See alse Columns
defined 1-14
in views 1-19 to 1-20
[tem commands
Reposition 2-7 to 2-8
Undisc 2-9
Items
adding 1-3, 3-17 te 3-19
assigning priorities to 3-8
assigning to categories 1-4 to
1-6,1-8 to 1-12
automatic assignment 1-10,
1-18
breaking assignments of 2-11
to 2-13
defined 1-3, 1-18, 3-3
discarding 2-9 to 2-10, 2-14
displaying 1-14, 1-17 to 1-22,
3-5to39
done 3-13 to 314
editing 1-12, 2-4 to 2-5, 2-14
entering 1-3, 1-12, 1-24, 3-17 to
3-19, 3-23
inserting 2-6
moving 2-7 to 2-8
notes added to 1-22 to 1-23
removing 2-11 to 2-13, 2-14
retrieving 2-9, 2-13
in sections 1-19
in views 1-14, 1-16, 1-19 to
1-20

K

KEYS (F6) key 1-8

L

Leaving Agenda 1-25
Left arrow key (<) 1-10, 2-8
Looking at information See Views

Matching category names 1-21,
3-11

Menu commands 1-25, 2-2
MENU (F10) key 1-25, 2-2
Moving

columns 2-7 to 2-9

the highlight 1-5, 1-10

itemns 2-7 to 2-8

sections 2-7
Multiple views See Views



N

Naming
categories 1-12, 1-24, 2-4, 2-14
files 3-22
sections 3-23
New File box 3-22
NOTE (F5) key 1-22 to 1-23, 24
Note symbol (6} 1-23
Notes
adding to items 1-22 to 1-23
creating 1-22 to 1-23
editing 2-4
printing 1-23
Number symbol () 3-17
Numbers 1-16, 3-13, 3-14 to 3-19
Numeric Column Properties box
3-16
Numeric columns, adding 3-13,
3-14 to 3-17

o)

Organizing information See Cate-
gories; Views

P

PGDN key 3-19
PGUP key 3-19
Phone numbers, entering 1-15
Pop-up calendar 3-17 to 3-19
Print Final command 2-2 ta 2-3,
2-14

Printing 2-14

defaults 2-3

files 3-20

notes 1-23

settings 2-2 to 2-3

views 1-23, 2-1 to 2-3
Priorities 3-8

Q

Quit command 1-25, 3-20

R

Rearranging sections 2-7 to 2-9
Removing
categories 2-11 to 2-12, 2.14
columns 2-11 te 2-13, 2-14, 3-6
to 3-7, 3-20
items from sections 2-11 to
2-13, 2-14
sections from views 3-10
Renaming categories 3-20

Replacing categories See Editing,
categories
Repositioning columns 1-14, 2-7
to 2-9
Retrieving
discarded items 2-9, 2-13
files 3-21 t0 3-22
RETURN (Fb) key 1-23, 2-4
RETURN (F8) key 1-8
REVIEW (F8) key 1-7, 1-8
Right arrow key (—) 1-5, 2-8, 3-8

S

Save File box 3-2
Saving files 3-1 to 3-2, 3-20, 3-24
Section Head box 3-8
Sections
adding 3-7 to 3-9, 3-20, 3-23
category assignments in 1-19
default settings 3-9
defined 1-19, 3-3
displaying items in 3-8 to 3-9
heads 1-14, 1-18, 3-8
Initial 3-22
moving items in 2-7 to 2-8
naming 3-23
removing from views 3-10
removing items from 2-11 to
2-13, 2-14
settings 3-9
in views 1-16
Select File box 3-21 to 3-22
SETTIME (F6) key 3-19
Settings
column 3-6, 3-15 to 3-16
defaults 2-3, 3-6, 3-9, 3-11 to
3-12, 3-15, 3-16
displaying choices 3-15
numeric column defaults 3-16
print 2-2 to 2-3
section defaults 3-9
view defaults 3-11 to 3-12
Settings boxes 3-11
Special values 1-16
Starting Agenda 1-1 to 1-2
Structure of files 1-2
Switching views 1-14 to 1-15,
1-24, 3-7 to 3-9
Symbols and special characters
See list at beginning of index

T

Tasks See [tems
Time 111, 3-19
Title screen 1-2
Totaling numbers 3-14

Index-3

Trash 2-9
Typing information 1-3

U

Undiscarding items 2-9
Up arrow key (T) 1-5

Vv

Values 3-3, 3-13 to 3-19
View Add box 3-10 to 3-11
View commands
Add 3-10 to 3-11, 3-20
Column Add 3-6, 3-14, 3-20,
321
Column Move 2-7 to 2-8
Column Width 2-7 to 2-8
Section Add 3-9, 3-21
Section Move 2-7 to 2-8
View manager 1-14
View names
editing 2-4
setting 3-10, 3-11
Views
adding columns 3-3 to 3-6
adding sections 3-7 to 3-9
categories in 1-16, 1-18 to 1-22
columns in 1-16
creating 3-10 to 3-13, 3-20
defined 1-13, 1-15 to 1-16, 3-3
discarding items from 2-9 to
2-10, 2-14
editing 2-4
Initial 3-22
item columns in 1-19 to 1-20
items in 1-14, 1-16
printing 1-23, 2-1 to 2-3
removing columns from 3-6 to
3-7,3-20
removing sections from 3-10
sections in 1I-16
settings 3-11 to 3-12
switching 1-14 to 1-15, 1-24,
37t0 39
VW MGR (F8) key 1-14, 1-18, 2-1,
2-4

w

When dates 1-21, 3-13 to 3-14
Widening columns 2-7 to 2-9,
2-14




