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Personal Call Manager

Personal Call Manager is a TAPI-based (Telephony Application Programming
Interface) application which provides an easy to use PC (personal computer)
interface for your telephone.

With Personal Call Manager you can:

* make calls

» redial telephone numbers

* return calls

* answer calls

e put calls on and off hold

* manage multiple calls

» transfer calls

» conference calls

» activate and de-activate Do Not Disturb
» call forward your telephone

Personal Call Manager also has an Address Book which allows you to store the

names, addresses, and telephone numbers of your contacts on your PC where they
are easy to find and use.

Using a handsfree telephone with Personal Call Manager

Personal Call Manager is a tool designed to accompany your telephone. It provides
tools to make processing calls easier, but you must still use your telephone to speak
with the caller. For this reason, we recommend that you use a telephone equipped
with handsfree. When using a handsfree telephone, you can perform all of the
Personal Call Manager functions without picking up the telephone handset.

About this guide

Personal Call Manager provides several ways to perform each task. Although this
document describes all of the possible methods, you only need to use one of the
methods to perform the task.
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8 About this guide

Starting Personal Call Manager

You can start Personal Call Manager from the short cut icon on the desktop or from
the Windows Start button.

To start Personal Call Manager from the short cut icon:

1. Double cIick|F :

To start Personal Call Manager using the Start button:

1. Click theStart button and point to therograms menu item.
2. Point to théPersonal Call Managermenu item.

3. Click thePersonal Call Managermenu item.

The Personal Call Manager introduction screen appears briefly. The Personal Call
Manager icon is added to the task tray and task bar, and the Personal Call Manager
main window appears.

Note: When you install Personal Call Manager, the short cut icon is installed by
default.

Personal Call Manager icons

When Personal Call Manager starts up, two icons are added to the screen: the
taskbar icon and the task tray icon. These two icons have distinctly different tasks.
The taskbar icon is used to open the Personal Call Manager main window. The task
tray icon provides access to Personal Call Manager functions when you are using
another program. The diagram below shows where each of these icons are located.

| Starll E Personal Call Manager | |<BE%D MT 11:33 &M

Taskbar icon Task tray icon
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Personal Call Manager task tray menu 9

Personal Call Manager task tray icon

The Personal Call Manager icﬁ appears on the right side of the task tray.

When you let the mouse pointer hover over the Personal Call Manager icon, the
number of current calls is displayed. The number displayed includes, the active call,
conference calls and calls on hold.

When you right click the Personal Call Manager icon, a menu appears that allows
you to exit from Personal Call Manager, set Personal Call Manager options, or open
the Personal Call Manager main window. The Personal Call Manager main window
provides access to additional features such as the Address Book.

When you single click the Personal Call Manager icon, the task tray menu appears.
From the task tray menu you can perform most basic call functions, such as making
and answering calls, putting calls on hold, transferring calls and conferencing two
calls together.

Personal Call Manager task tray menu

The Personal Call Manager task tray menu is divided into two main sections. The
lower portion of the menu contains the following call control options:

» Callers List - a list of the telephone numbers of the last ten people who called
* Redial List - a list of the last ten telephone numbers you dialed

* Quick Dials - a group of telephone numbers you want quick access to

» Transfer - allows you to transfer the active call to another telephone

* Manual Dial - allows you to call someone by entering their telephone number
on the PC keyboard

* DND - turns the Do Not Disturb feature on or off
The upper portion of the menu contains the current calls. Each of these calls has an

icon beside it to indicate the status of the call. If there are currently no calls, the
upper portion of the menu does not appear.

I:::]ﬂ Active Call Appears beside the call you are currently on.

* Held Call Appears beside calls that are on hold. Any call that is not
active will be on hold.

{: Conference Call AEpears beside the twoF calls that I)llou are connected to
when you are on a conference call.

-E; Held Conference | Appears beside conference calls that are on hold.

_._ Ringing Appears beside the calls that are currently ringing.
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10 Opening the main window

Personal Call Manager Main Window

From the main window you can perform all of the functions of the Personal Call
Manager task tray icon as well as access the Address Book, the Help files and
Personal Call Manager setup.

Opening the main window

When you start Personal Call Manager, the main window appears. If you do not
want the main window to appear when you start Personal Call Manager, refer to
“Changing the Startup Optiban page 82. When you change this option, the main

window is minimized to an icon on the taskbar when you start Personal Call

Manager. You can also minimize the main window at anytime by clicking on the
minimize button in the top right corner of the window.

To maximize the main window:

Components of the main window

click the Personal Call Manager icon in the taskbar

OR

right click the Personal Call Manager icon in the task tray and then click the

Open menu item.

The Personal Call Manager main window shows the following:

the menu bar

the toolbar

the address book
the current calls
the status bar

Norstar Personal Call Manager User Guide
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Components of the main window 11

All of these components, except the Menu bar, can be turned on or off to suit your

needs.

%l Personal Call Manager
File Edit “iew Call: Tools

Help

M= B3
—— Menu Bar

it &=el=] & )

K|

Toolbar

=168 My Contacts
=1 Business

----- 5 Perzonal
----- @ Duick gals

[C Financial Corporations
Z3 Mortel Metwaorks

; 3 Calgary

1 Maidenhead
3 Melboume

£ Ottawa

Mame

| Business ... | Extenzion | Home ... | Mobile Phone

Address Book

Calls:

Conference:

Mame | Fhone Mumber | Diuration

Mame | Fhone Mumber | Diuration |

Faor Help, press {1

@ Munra, Donha 3429

0:27

|

Current Calls

[Tapi Line: $805 - ROGER/5805 T /|—— Status Bar

Tree View

Calls box

List View Conference box

Menu bar

The menu bar shows the menus available from the main window. From these menus
you can access all of the features available from Personal Call Manager. The menu
bar is always visible on the main window.

One of the menus on the menu bar is the Calls menu. The items on the Calls menu
are identical to the items on the Personal Call Manager task tray menu.

Toolbar

The toolbar contains several buttons that provide quick and easy access to Personal

Call Manager functions.

Displaying the toolbar

To display the toolbar:

1. Click theView menu.

2. Click theToolbar menu item.
The toolbar toggles between being displayed and not being displayed. When
the toolbar is set to be displayéd,appears beside tA®olbar menu item in
theView menu.

PO871316 Issue 03
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12 Components of the main window

Using the toolbar

The toolbar buttons provide access to commonly used features.

Uo One Level | EXifS from the current directory and moves one level up in the
—_— P contact tree.
.
ﬁ New Folder | Adds a new folder to the Address Book.
.
’IE New Contact | Adds a new contact to the Address Book.
u:ll{i Cut Copies the selected folder or contact into the clipboard and then
_ deletes it.
Copy Copies the selected folder or contact into the clipboard.
E Puste Copies the folder or contact stored in the clipboard to the
s selected folder.
i , Displays the Address Properties dialog box if a contact is
Properties selected or the Folder Property dialog box is a folder is selected.
Prints information about the currently selected contact.
% Print If a folder is selected, prints information about all of the contacts
—_— in the folder.
O Large lcons Displays the folders and contacts in the Address Book in large
_E' 9 icons.
"= | | small lcons Displays the folders and contacts in the Address Book in small
it icons.
B5- List Displays the folders and contacts in the Address Book in small
&G icons organized in vertical columns.
Displays the folders and contacts in the Address Book in a report
=== Detail view format. In this format the icon, first name, last name,
=== telephone numbers, and email information of the contact is
shown.
Eﬂ Find Person Displays the Search dialog box. The Search dialog box is used to
find a particular contact within the Address Book.
" Displays the Calls Log Window. This window shows all of the
Ef Calls Log calls made or received while Personal Call Manager was
— operating.
'5? About Displays a dialog box containing information about the Persona
Call Manager software such as the software version.
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Components of the main window 13

Address Book

The Address Book is a list of all the contacts stored in Personal Call Manager. The
Address Book consists of two parts:

» the Tree View which shows the structure of your folders

» the List View which shows the folders and contacts stored in the currently
selected folder

For more information about the Address Book, refetddress Bookon page 51.

Displaying the Address Book

To display the Address Book:

1. Click theView menu.

2. Click theOnly Address Bookmenu item to display only the Address Book.
OR

Click theBoth Address Book and Callsmenu item to display both the
Address Book and the Current Calls.

The symbol « appears beside the current selection.

Current Calls

The Current Calls section of the screen shows which calls are active. The Current
Calls section consists of two parts:

» the Calls box which shows the calls that are currently on your telephone

» the Conference box which shows the conference calls that are currently on your
telephone.

Displaying the Current Calls
To display the Current Calls:

1. Click theView menu.
2. Click theOnly Calls menu item to display only the Current Calls.
OR

Click theBoth Address Book and Callanenu item to display both the
Address Book and the Current Calls.

The symbol « appears beside the current selection.

P0871316 Issue 03 Norstar Personal Call Manager User Guide



14 Components of the main window

Current Calls icons

There are several icons that are used in the Current Calls section. Each icon is used
to represent a call. The icons also show the status of the calls.

ﬁ Active Call Appears beside the call you are currently on.

Appears beside calls that are on hold. Any call that is not

Held Call active will be on hold.

Appears beside the two calls that you are connected to

Conference Call
when you are on a conference call.

Ringing Appears beside the calls that are currently ringing.

|§ Held Conference | Appears beside conference calls that are on hold.

Current Calls Toolbar

Above the Calls box and the Conference box are toolbars that you use to change
how the calls are displayed.

34| | Manual Didl Displays the Di.al diq!og box. This dialog box allows you to call
— someone who is not in the Address Book.

Hangs up the selected call. If only there is only one call, that call
is automatically selected.

i Release
]

o Large Icons Displays the current calls or conference calls in large icons.

L

O—

2= | | Small Icons Displays the current calls or conference calls in small icons.
L

B | | gt Displays the current calls or conference calls in small icons
O=b=- N . .

G-o- organized in vertical columns.
L

Displays the current calls or conference calls in a report view
format. In this format the icon, the callers name, the telephone
Detail number and the call duration is shown. The duration is a
running count of how many minutes the call has been
connected.

Displays the Notes tab of the Address Properties dialog box for
Properties the selected call. If the selected call is not in the Address book, a
dialog box appears asking if you want to add this caller.

&
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Closing the main window 15

Status bar

The Status bar is at the bottom of the screen and provides four information message
areas:

» Help messages — Shows a help message, if available, for the area the mouse is
pointing at. For example, if the mouse is pointing to one of the buttons on the
toolbar, the message describes what the button does.

» Line used — Identifies which telephone line is being used by Personal Call
Manager.

* DND — The acronym DND appears if the Do Not Disturb (DND) feature is
turned on for your telephone.

» Call Forward — Indicates if Call Forward is activated, and to which number your
telephone is call forwarded.

For Help, press F1 | Tapi Line: ROGERAL250 [ . |FuiD: 3138 él
Help messages Line used DND Call Forward
Displaying the Status bar

To display the Status bar:
1. Click theView menu.

2. Click theStatus Barmenu item.
The Status bar toggles between being displayed and not being displayed.
When the Status bar is set to be displayedppears beside the Status Bar
menu item.

Closing the main window

To close the main window, click the minimize button in the top right corner of the
window. The main window is minimized to an icon on the taskbar.

When you close the main window, call control features are still available from the
Personal Call Manager icon in the task tray.
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16 Defining the line used

Setting up Personal Call Manager

Before you can use Personal Call Manager you must choose the TAPI line that will
be used and define the dialing properties.

Defining the line used

If there are several lines available, you can choose which line Personal Call
Manager uses to make calls. To choose a line:

1. Click theTools menu.

2. Click theDial Using menu item.
TheChoose a TAPI Lindialog box appears.

Choose a TAPI Line B

— Connect Uzing:
TAF! Line: b

Configure Line... |

Addrezs: I L250 j

| ok I Cancel |

3. Click the drop list arrow beside tH@PI Line field.
4. Click the line Personal Call Manager uses.

5. Click the drop list arrow beside teldressfield.

6. Click the address for the line you chose.

7. Click theOK button.

Note: When using the Norstar TAPI Service Provider, the name of the TAPI line
is the same as the DN name for your telephone.

Changing the dialing properties

You use the Dialing Properties to define where you are situated and what is required
to dial from this location. To access dialing properties:

1. Click theTools menu.
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Changing the dialing properties 17

2. Click theDialing Properties menu item.
TheDialing Propertiesdialog box appears.

Dialing Properties HE |
My Locations | Telephany Dirivers I

| am dialing from:

ID efault Location j Mew... | Eemove |

| am in this countmy Area Code
IEanada j |4I33 Diialing Rules... |
™ | always have to dial the area code befare the phone number
™ Dizable call waiting by dialing: I TI
[ Use calling card for long distance Caling Card... |

e IE' far lang distance
To access an outzide line, first dial; :

IE'_ for local

Dial using: & Tone dial ¢ Pulze dial

k. I Cancel | i |

From theDialing Propertiesdialog box you can:

» choose the location you are dialing from (I am dialing from)

* choose the country you are in (I am in this country)

» setthe area code you are dialing from (Area Code)

» choose if you are using a calling card (Use a calling card for long distance)
» set the number used to disable Call Waiting (Disable call waiting by dialing)
» set how to access lines (To access an outside lines)

» choose the type of dialing system (Dial using)

| am dialing from

Thel am dialing from field is used to save different sets of dialing properties. It is
used when you have a computer (such as a lap top) that you use at different
locations. The settings for the different locations can be saved under different
names in thé am dialing from field. You can then quickly change to the new
settings when you switch locations.
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18 Changing the dialing properties

For example, you may have a lap top computer that you use at both the north and
south locations. If the north and south locations have different dialing requirements
(such as call waiting in the north but not in the south), you can set up two different
sets of dialing properties in them dialing from field. Then, when you switch
locations, you can change the dialing properties by changing the name that appears
in thel am dialing from field.

Creating a new location

When you create a new location, you are creating the name that is used to access the
new set of dialing properties. After you create the location, any changes made to
Dialing Propertiesdialog box are saved with this name.

To create a new location:

1. Click theNew button.
A dialog box appears confirming that a new location was created.

2. Ensure the text in tHeam dialing from field is highlighted.
3. Enter the name of the new location.

4. Change the other fields on th&ling Propertiesdialog box to match the
dialing properties required for this location.
These fields are described later in this section.

5. Click theApply button to store the changes with the new location.

Selecting a location

When you select a location, all of the dialing properties are changed to the settings
that are stored for that location. To select a location:

1. Click the drop list arrow that is on the right side ofltaen dialing from
field. A list of locations appears.

2. Click the location you are currently at.
The dialing properties are changed to the setting stored for this location.

Deleting a location
When you no longer need a location, you can delete it from the list of locations.

To delete a location:

1. Click the drop list arrow that is on the right side ofltaen dialing from
field. The list of locations appears.

2. Click the location you want to delete.

3. Click theRemovebutton.
A confirm deletion dialog box appears.

4. Click theYesbutton.

Norstar Personal Call Manager User Guide P0O871316 Issue 03



Changing the dialing properties 19

| am in this country
This field defines the country of the you are currently in.

To select a country:

1. Click the drop list arrow beside tham in this country field.
2. Scroll through the list of countries.

3. Click the country you are in.

Tip:  You can scroll quickly through the list of countries by typing the first few
letters of the country’s name. As you type, the list will move to the country
that matches the letters you type.

Area Code

TheArea Codefield defines the area code you are currently in. Personal Call
Manager uses the number in this field to determine if a call is a local call (to the
same area code) or a long distance call.

To enter an area code:
1. Highlight all of the characters in tAgea Codefield.
2. Type the area code.

In some locations, the area code must always be added when dialing a telephone
number. To make Personal Call Manager include the area code, ensatevtys
have to dial the area code before the phone numbéeld contains a check mark

().
Dialing Rules

In some locations, calls within the same area code are considered long distance
calls. These calls require the country code and area code (e.g. 1-403) to be added to
the front of the telephone number before they are dialed.

The Dialing Rules feature allows you to define the prefixes (e.gx229 that are
long distance calls in your area code.
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20 Changing the dialing properties

To set the prefixes that are long distance:

1. Click theDialing Rulesbutton.
TheDialing Rulesdialog box appears.

Dialing Rules E |

Dial phone numbers with the following
prefides az long distance:

Mew...

Remove. ..

|

Dial phone numbers with the following
area codes as local:

Mew... |
Hemu:uve...l

QK I Cancel |

To add a prefix that is considered long distance

1. Click theNew button located in the top half of the dialog box.
TheNew Area Code and Preftialog box appears.

2. Enter the prefix and click tH@K button.

To delete a prefix that is considered long distance
1. Click the prefix you want to delete.
2. Click theRemovebutton.

To add a prefix that is considered local

1. Click theNew button located in the bottom half of the dialog box.
TheNew Area Code and Preftialog box appears.

2. Enter the prefix and click tf@K button.

To delete a prefix that is considered local
1. Click the prefix you want to delete.

2. Click theRemovebutton.
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Changing the dialing properties 21

Use a calling card for long distance

Choose this field if you want to use a calling card for long distance telephone
numbers. This field also lets you define which calling card you are using.

To use a calling card:

1. Ensure th&Jse calling card for long distancecheck box contains a check

mark ().

If you have previously set up a calling card, the settings for that calling card

are used.

If you have not set up a calling card, refetgdting up a calling card

To stop using a calling card

1. Ensure th&Jse calling card for long distancecheck box is empty.

Setting up a calling card

You must set up the calling card parameters before you can use a calling card. To

set up a calling card:

1. Click theCalling Card button.

TheCalling Carddialog box appears.

Calling Card B

Maone [Direct Dial]

Phore Mumber

Mew... | HEmmve.. |

Calling Card Phone Mumber I

FIMN number I

Long Distance Uzage. ..

|nternational Lzage. ..

QK I Cancel |

2. Click the drop list box at the top of the dialog box.

3. Scroll through the list to find the calling card you are using and then click the

calling card.

Note: If the calling card you are using is not on this list, refekdding a

custom calling card

4. Click theCalling Card Phone Numberfield.

PO871316 Issue 03
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22 Changing the dialing properties

5
6.
7
8

Enter the calling card telephone number.
Click thePIN number field.
Enter your calling card PIN number.

Click theOK button.

Adding a custom calling card

The dialing parameters for some calling cards are already configured in Personal
Call Manager and appear in the list of calling cards. If the calling card you are using
is not on the list of cards, you must set up how to use your calling card.

To add a custom calling card:

1.

© N o 0 &

Click theCalling Card button.
TheCalling Carddialog box appears.

Click theNew button.
TheCreate New Calling Cardialog box appears.

Type the name of the calling card and click@€ button.
A dialog box appears informing you that you must set up the dialing rules for
the new calling card.

Click theOK button.

Click theCalling Card Phone Numberfield.
Enter the calling card number.

Click thePIN number field.

Enter your calling card PIN number.
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Changing the dialing properties 23

9. Click theLong Distance Usagédutton.
A secondCalling Carddialog box appears.

Calling Card ]|
— Steps to make a call
Dial :
CalingCard phone numbe ther wait for ITnnE 'I
—Step 2
Dial IF'IN j then wait for Im
= Step 3
Dhial IDestinatiDn Murmber [including area code) j then wait For I "I
—Skep 4
Dial I j ther wait for I VI
—Step b
Dial I j then wait for I vI
—Step B
Dial | =]

Ok I Cancel

10. Click theDial field in the first step.
11. Choose the first set of numbers that must be dialed.
12. Click the nexbDial field and then click the next set of numbers to be dialed.

13. Repeat step 12 until you have completed all of the steps needed to make a call
using your calling card.

Note: Refer to the documentation that came with your calling card for the
sequence of steps that are required with your card.

14. When all of the required steps are added, clickOebutton.
15. Click thelnternational Usage button.
16. Repeat steps 10 to 14 to add the steps required to make an international call.

17. Click theOK button to return to thBialing Propertiesdialog box.
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24 Changing the dialing properties

Disable call waiting by dialing

If call waiting is available for the current location, use this field to define the
numbers required to disable call waiting. Your telephony application will use these
numbers to disable call waiting when required.

To enter the numbers required to disable call waiting:

1. Click theDisable call waiting by dialingcheck box.
A check mark {') appears.

2. Click the drop list arrow beside tBesable call waiting by dialingfield and
then click the appropriate disable call waiting code.
If the appropriate code does not appear on the list, click the field and type the
disable call waiting code.

To identify that call waiting is not used, ensurelhgable call waiting by dialing
check box is empty.

To access outside lines

There are two fields for accessing outside lines. The first field is for the digits
required to access local numbers and the second field is for the digits required to
access long distance lines. These access numbers are required if you are using a line
pool or call routing to make calls. These numbers are the same numbers you dial if
you are making an outside call from your telephone.

If you do not dial an extra number (e.g. 9) when making a call from your telephone,
leave these fields blank.

To change the outside line access numbers:

1. Highlight thefor long distancefield and then type the number required to
access an outside line for a long distance call.

2. Highlight thefor local field and then type the number required to access an
outside line for a local call.

Dial using

Use this field to choose tone dialing signals or pulse dialing signals when making a
call. To select pulse dialing, click tRailse dialbutton. To select tone dialing, click
theTone dial button.
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Defining long distance numbers in your area code

In some locations, calls within the same area code are considered long distance
calls. These calls require the country code and area code (e.g. 1-403) to be added to
the front of the telephone number before they can be dialed.

The Toll Prefixes feature allows you to define the prefixes (e.gx22%) that are
long distance calls in your area code.

To define toll prefixes:
1. Click theTools menu.

2. Click theToll Prefixes menu item.
TheToll Prefixesdialog box appears.

Toll Prefixes

If arw of theze numbers require you to dial 1-403 first,
move them ta the lizt on the right.

Cancel |

Local phone numbers: Dial 1-407 first:

200- -

2071 s ﬂ £
202
203-swws <= Remoye
204w
2051w Add Al -»
206w

207w ;I <- Remaove All

AND

fELL

3. Scroll through the list of prefixes in thecal phone numbersfield and click
the prefix that requires an area code added.

4. Click theAdd-> button.
Repeat steps 3 and 4 for each prefix that requires an area code added.

6. Note: If you add a prefix to thBial first field that does not require an area
code, remove it by clicking on the prefix and then clicking or<tfieemove
button.

7. When you have finished moving all of the prefixes that require an area code,
click theOK button. TheToll Prefixesdialog box closes.

The Toll Prefixes feature is only available if the country you choose iDidhey
properties dialog box has a country code of 1. For more information about dialing
properties, refer toChanging the dialing propertiesn page 16.

P0871316 Issue 03 Norstar Personal Call Manager User Guide



26 Making a call using the Address Book

Making a call

Using Personal Call Manager, you can make a call using the Calls menu, the
Personal Call Manager task tray menu, the toolbar, or the Address Book. When you
make a call, the Ringing icon appears in the Calls box, the Personal Call Manager
task tray menu, and Calls menu. When the call is answered, the icon changes to the
Active Call icon. Both the Ringing and the Active icons have a label that is used to
identify the call.

If you make a call using the Address Book, the name in the Address Book is used
as the label for the call.

If you manually dial the telephone number, Personal Call Manager compares the
number dialed to the numbers stored in the Address Book. If a match is found, the
name from the Address Book is used as the label. If no match is found, the number
dialed is used as the label.

Making a call using the Address Book

Before you can call a number from the Address Book, you must add the number to
the Address Book. For more information about adding numbers to the Address
Book, refer to Adding a new contact to the Address Bbok page 53.

To make a call using the right mouse button:
1. Look in the Address Book to find the icon of the person you want to call.
2. Right click the icon and point to tii@al menu item.

3. Click the telephone number you want to dial for this person (e.g. the contact’s
Business number).

You can use the drag and drop feature to make a call. To make a call using the drag
and drop method:

1. Look in the Address Book to find the icon of the person you want to call.
2. Use the right mouse button to drag the icon into the Calls box.

3. Click the telephone number you want to dial for this person (e.g. the contact’s
Business number).

To call the prime telephone number using the Address Book:
1. Look in the Address Book to find the icon of the person you want to call.

2. Make the call by double clicking on the icon or dragging the icon to the Calls
box.

Note: When you add a contact, you define one of the telephone numbers as the
prime number.
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Making a call using the task tray or Calls menu
To make a call:
1. Click the Personal Call Manager task tray icon oiGhaks menu.
2. Click theManual Dial menu item. Th®ial dialog box appears.

L~ |

Enter Phone Mumber or Mame [Last Mame, First Hame]

[3429 EndNow [ [ Dial |
Phone Murmber T_I,Ipe:l 'I Help | Cancel |

I ame | Buzinezs Ph... | E stengion | Home Phao... | b obile F'hu:un...l Fax Mumber | Err
Johnzon, Donna 3423

<] | 0

3. Enter the telephone number you want to dial.

If you have the Search Option set to Fast Search, Personal Call Manager
compares the number you are entering to the contacts stored in the Address
Book. Any contacts that match the numbers you are entering appear in the
bottom area of the dialog box. To dial one of these contacts, click the contact
you want to call. The default number appears irfthene Number Type

field. To choose a different number, click fieone Number Typelist box

then click Business, Home, or Mobile to select the number to call.

4. Click theDial button.

If you want to call a contact in the Address Book and you only remember the
contact’s name, enter the contact’'s name. If you are using Fast Search, any contacts
that match the name you are entering appear in the bottom area of the dialog box. If
you are using Slow Search you must click Emed Now button to make the

contacts appear.

For more information about Search Options, refeiGbdnging the Search
preferenceson page 81.

Tip: You can also open thgia/ dialog box by:

1. Pressing thé3 key.
OR
1. Click the Personal Call Manager task tray icon oiGhks menu.

2. Point to theQuick Dials menu item and then click ti@ther menu item.
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Making a call using the toolbar

To make a call using the toolbar:

ey
1. Click |
TheDial dialog box appears.

L~ |

Eall:l | Find Mo I Wial |
& Last_Mame, First_Mame Phane Number: I vI Help | Cancel |
" Phone Mumber
I ame | Buzinezs Ph... | E stengion | Home Phao... | b obile F'hu:un...l Fax Mumber | Emz
4| | i

2. Enter the telephone number you want to dial.

If you have the Search Option set to Fast Search, Personal Call Manager
compares the number you are entering to the contacts stored in the Address
Book. Any contacts that match the numbers you are entering appear in the
bottom area of the dialog box. To dial one of these contacts, click the contact
you want to call. The default number appears irfthene Number Type

field. To choose a different number, click fRkone Number Typelist box

then click Business, Home, or Mobile to select the number to call.

3. Click theDial button.

If you want to call a contact in the Address Book and you only remember the
contact’s name, enter the contact’s name. If you are using Fast Search, any contacts
that match the name you are entering appear in the bottom area of the dialog box. If
you are using Slow Search you must click ned Now button to make the

contacts appear.

For more information about Search Options, refeiGbdnging the Search
preferenceson page 81.

Tip: You can also open th®al dialog box by pressing tHe3 key.

Norstar Personal Call Manager User Guide P0O871316 Issue 03



Redialing a number 29

Redialing a number

Personal Call Manager keeps a list of the last ten telephone numbers you called. The
most recent call is at the top of the list and the oldest call is at the bottom. When
there are already ten calls on the list and you make another call, the new call is
added to the top of the list and the oldest call is deleted. If you call a number that is
already on the list, the number does not appear on the list a second time. The number
is moved from its previous location to the top of the list.

To redial one of the last ten telephone numbers:
1. Click the Personal Call Manager icon or @edls menu.
2. Point to theRedial List menu item.

3. Click the number you want to redial.

Returning a call

Personal Call Manager keeps a list of the telephone numbers of the last ten people
who called you. The Callers List shows both the calls you answered and the calls
you were unable to answer. You can use this list to return the calls.

The calls shown on the Callers List are numbered from one to ten. Call number one
is the most recent call and is stored at the top of the list. Call number ten is the oldest
call and is stored at the bottom of the list. When there are already ten calls on the
list and you receive another call, the new call is added to the top of the list and the
oldest call is deleted. If you receive a call from a number that is already on the list,
the number does not appear on the list twice. The number is moved from its
previous location to the top of the list.

Telephone numbers are only shown on the Callers List if:

* You subscribe to a Caller ID (CLID) service.
OR

* Your TAPI Service Provider (such as the Norstar TAPI Service Provider)
provides name or number information for internal calls.

To return a call:
1. Click the Personal Call Manager task tray icon oiGhaks menu.
2. Point to theCallers List menu item.

3. Click the number of the person you want to call.
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Calling from the Quick Dial list

Before you can call a number from the Quick Dial list, you must add that number
to the Quick Dials. For more information about Quick Dials, refeQoi¢k Dials
on page 77.

To call one of the numbers from the Quick Dial list using the Address Book:

1. Click the Quick Dials icon in the Tree View portion of the Address Book.
The icons of all the Quick Dials appear in the List View of the Address Book.

2. Drag the icon of the contact you want to call into the Calls box.

To call one of the numbers from the Quick Dial list using the Personal Call Manager
task tray or Calls menu:

1. Click the Personal Call Manager task tray icon oiGhaks menu.
2. Point at th&uick Dials menu item.

3. Click the icon of the person you want to call.
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Answering a call

Knowing when someone is calling

Personal Call Manager notifies you when there is an incoming call. When someone
calls you, thevou Have a New Call dialog box appears, and the Ringing icon appears

in the Calls box, the Personal Call Manager task tray menu and the Calls menu. If
you subscribe to a Caller ID service, or you are receiving an internal call through
Norstar, the name or number of the caller appears below the icon andraw the

Have a New Call dialog box.

Knowing who is calling

When a call is made or received an icon appears in the Calls box, Calls menu, and
Personal Call Manager task tray menu. These icons are given a label to help identify
who is on the call. The information on the label depends on several factors.

If you subscribe to a Caller ID service, Personal Call Manager compares the
received number to the numbers stored in the Address Book. If a match is found,
the name from the Address Book appears with the Active Call icon. If a match is
not found, then the name sent with the Caller ID information appears. If a match is
not found and a name is not sent with the Caller ID information, then the telephone
number appears.

If no Caller ID information is available, or you do not subscribe to this service, then
the word Unknown is used as the label.

If you are using a Norstar system and the Norstar TAPI Service Provider, internal
calls show the name of the contact stored in the Address Book if available. When
there is no name for the caller in the Address Book, then the Norstar extension name
appears.

Displaying who is calling from the task tray

When you click the Personal Call Manager icon in the task tray, the current calls
appears at the top of the menu. If you subscribe to a Caller ID service or you are
receiving an internal call through Norstar, the name or number of the caller appears
beside the icon. To perform a function on one of the current calls, point at the name
or number of the caller and a menu appears.

P0871316 Issue 03 Norstar Personal Call Manager User Guide



32 Answering a call using the You Have a New Call dialog box

Answering a call using the You Have a New Call dialog box

Personal Call Manager displays th&: Have a New Call dialog box when you
receive a call.

You Have a New Call: |

From: IMunru:u, [Donna, 3423

Type: |Direct Cal

Dept; IDncumentatiDn

Carmpar: INDrtE| Metwarkz

LCancel |

If you subscribe to Caller ID services and your TAPI Service Provider supports
Caller ID, information about the caller is displayed ontbe Have a New Call

dialog box. If the caller is one of the contacts in your Address Book, the name,
telephone number, type of call, department, and Company appear on the dialog box.
Also, a small picture appears in the dialog box and a voice announce message plays,
if you assigned them when you added the contact. For more information about
adding contacts to the Address Book, refertdding a new contact to the Address
Book’ on page 53. If the Caller is not one of your contacts, the name and/or
telephone number and call type appears.

To answer a call using théou Have a New Catlialog box:
1. Click theAnswer button.

Note: TheCancelbutton only cancels theou Have a New Call dialog box,
not the call. If you click th€ancel button, theyou Have a New Call
dialog box closes but the call continues to ring on your telephone.

Answering a call from the main window
To answer the call:

1. Double click the Ringing icon. The icon changes to the Active Call icon and
the call is answered.

OR
1. Right click the Ringing icon in the Calls box.

2. Click theAnswer menu item.
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Answering a call from the task tray or Calls menu
To answer a call:
1. Click the Personal Call Manager task tray icon oiGhaks menu.
2. Point to the label of the call.

3. Click theAnswer menu item.

Accessing the Notes tab

After you have answered the call, you can displayNibiestab of theAddress
properties dialog box. ThéNotestab is used to record information about the contact,
such as recent orders, meeting locations, etc. For instructions about adding
information to theNotestab, refer to Note’ on page 59.

To display theNotestab:

1. Click the icon of the caller.

2. Click B2
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Putting a call on hold

When a call is put on hold, the icon for the call changes from the Active Call icon
to the Held Call icon. For information about the various icons, refdPeéosbnal
Call Manager task tray mehan page 9 andCurrent Calls icorison page 14.

Putting a call on hold using the main window

To put a call on hold:

1.
2.
3.

Make or answer the call.
Right click the icon of the call in the Calls box.

Click theHold menu item.

Putting a call on hold using the task tray or Calls menu

To put a call on hold:

1.

2
3.
4

Make or answer the call.
Click the Personal Call Manager icon or @alls menu.
Point to the call you want to put on hold.

Click theHold menu item.

Answering a held call using the main window

To answer a held call:

1.
2.

Right click the icon of the call in the Calls box.

Click theUnHold menu item.

Answering a held call using the task tray or Calls menu

To answer a held call:

1.
2.

Click the Personal Call Manager icon or @alls menu.

Point to the caller you want to talk to.

3. Click theUnHold menu item.
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Multiple calls

Personal Call Manager can control several calls at once. The maximum number of
calls is equal to the maximum number of lines available. All of the calls currently
connected appear on the Personal Call Manager task tray me@all#menu, and

the main window.

Although several calls can be controlled, only one call can be active at any time,
except if you have a conference. In a conference, you can have two active calls.
When you answer a held call, the currently active call is automatically put on hold.
This allows you to switch between held calls simply by answering the caller you
want to talk to.

Switching between calls on the main window

On the main window, the currently connected calls are shown in the Calls box. The
currently active call shows the Active Call icon while the rest of the calls show the
Held Call icon.

To switch to a different call:

1. Double click the icon of the caller you want to talk to.
OR

1. Right click the icon of the caller you want to talk to.

2. Click theUnHold menu item.

Switching between calls on the task tray and Call menus

On the Personal Call Manager task tray menu an@#fis menu, the currently
connected calls appear at the top of the menu. The currently active call shows the
Active Call icon while the rest of the calls show the Held Call icon.

To switch to a different call:
1. Point to the caller you want to talk to.

2. Click theUnHold menu item.
The call you pointed to becomes the active call and the other call is put on
hold.
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Transferring a call

Personal Call Manager allows you to transfer a call to a different telephone. You
can transfer the call with an announcement or without. With an announcement, you
are calling the person you are transferring the call to before you actually transfer the
call. Announcements are used to inform the person who the caller is and why they
are calling.

Note: Transferring your telephone to an external telephone number is not

supported when you are using the Norstar TAPI Service Provider.

Transferring a call without an announcement

When you transfer a call without an announcement, you are transferring without
checking if the person is available to answer the call. This is also known as a blind
transfer.

Transferring a call using the main window
To transfer a call:

1.
2.

Make or answer the call.

Drag the icon of the call to another call icon in the Calls box or to a contact
icon in the Address Book.

If you are transferring the call to a contact in the Address Book, the contact
must be showing in the List View portion of the Address Book. For
information about finding a contact, sderfding a contact in the Address
Book’ on page 60.

Transferring a call using the right mouse button

You can use the right mouse button and the icons on the main window to transfer a
call. To transfer a call:

1.
2.
3.

Make or answer the call.
Right click the icon in the Calls box.

Point to thelransfer menu item.
A menu of the current calls appears.

Click one of the current calls.

The call is transferred to the person selected.

If the person you want to transfer the call to does not appear on the list of
current calls, perform steps 5 and 6.
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5. Click theOther menu item.
TheTransferdialog box appears.

Transzfer E |

Enter Phone Mumber or Mame [Last Mame, First Hame]

[3429 Eind Now | [ Transfer |
Phone Mumber Type: I 'I Help | Cancel |

I ame | Buzinezs Ph... | E stengion | Home Phao... | b obile F'hu:un...l Fax Mumber | Em
Johnzon, Donna 3429

4| | i

6. Enter the telephone number of the person you want to transfer the call to and
click theTransfer button. The call is transferred to the number entered.

Tip: If Fast Search is enabled, Personal Call Manager compares the telephone
number you are entering to the contacts stored in the Address Book. Any
contacts that match the numbers you are entering appear in the bottom area
of the dialog box. Click the contact you want and clickTirensfer button.

Tip: If you want to call a contact that is in the Address Book and you only
remember the contact’s name, enter the contact’s name.

If Fast Search is enabled, any contacts that match the name you are entering
appear in the bottom area of the dialog box. Click the contact you want and
click theTransfer button.

If Slow Search is enabled, you must enter the name and then cliginthe
Now button. Any contacts that match the name you entered appear in the
bottom area of the dialog box. Click the contact you want and click the
Transfer button.

For information about Fast and Slow Search, &®hqging the Search
preferenceson page 81.
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Transferring a call using the task tray or Calls menu
To transfer a call:

1.
2.
3.

Tip

Tip:

Make or answer the call.
Click the Personal Call Manager task tray icon oiGaks menu.

Point to thelransfer menu item.
A menu of the current calls appears.

Click one of the current calls.

The call is transferred to the person selected.

If the person you want to transfer the call to does not appear on the list of
current calls, perform steps 5 and 6.

Click theOther menu item.
TheTransferdialog box appears.

Enter the telephone number of the person you want to transfer the call to and
click theTransfer button. The call is transferred to the number entered.

. If Fast Search is enabled, Personal Call Manager compares the telephone
number you are entering to the contacts stored in the Address Book. Any
contacts that match the numbers you are entering appear in the bottom area
of the dialog box. Click the contact you want and clickTirensfer button.

If you want to call a contact that is in the Address Book and you only
remember the contact’s name, enter the contact’s name.

If Fast Search is enabled, any contacts that match the name you are entering
appear in the bottom area of the dialog box. Click the contact you want and
click theTransfer button.

If Slow Search is enabled, you must enter the name and then cliginthe
Now button. Any contacts that match the name you entered appear in the
bottom area of the dialog box. Click the contact you want and click the
Transfer button.

For information about Fast and Slow Search, &®hqging the Search
preferenceson page 81.
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Transferring a call using the keyboard

You can use the keyboard and the icons on the main window to transfer a call. To
transfer a call:

1. Make or answer the call.
2. Click the icon in the Calls box.

3. Press th&4 key.
TheTransferdialog box appears.

Transzfer E |

Enter Phone Mumber or Mame [Last Mame, First Hame]

[3429 Eind Now | [ Transfer |
Phone Mumber Type: I 'I Help | Cancel |

I ame | Buzinezs Ph... | E stengion | Home Phao... | b obile F'hu:un...l Fax Mumber | Em
Johnzon, Donna 3429

4| | i

4. Enter the telephone number of the person you want to transfer the call to and
click theTransfer button. The call is transferred to the number entered.

Tip: If Fast Search is enabled, Personal Call Manager compares the telephone
number you are entering to the contacts stored in the Address Book. Any
contacts that match the numbers you are entering appear in the bottom area
of the dialog box. Click the contact you want and clickTirensfer button.

Tip: If you want to call a contact that is in the Address Book and you only
remember the contact’s name, enter the contact’'s name.

If Fast Search is enabled, any contacts that match the name you are entering
appear in the bottom area of the dialog box. Click the contact you want and
click theTransfer button.

If Slow Search is enabled, you must enter the name and then cliginthe
Now button. Any contacts that match the name you entered appear in the
bottom area of the dialog box. Click the contact you want and click the
Transfer button.

For information about Fast and Slow Search, &®hqging the Search
preferenceson page 81.
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Transferring a call with an announcement

When you transfer a call with an announcement, you are calling the person you are
transferring the call to so you can check if they are available, and give them
information about the call.

Transferring a call with an announcement using the main window
To transfer a call:

1. Make or answer the call.
Put the call on hold.
Call the person you are transferring the call to.

Give the person any pertinent information about the call.

a & w DN

Drag the icon of the call you are transferring to the Active Call icon.

Transferring a call with an announcement using the right mouse button

You can use the right mouse button and the icons on the main window to transfer a
caller. To transfer a call:

1. Make or answer the call.
Put the call on hold.
Call the person you are transferring the call to.

Give the person any pertinent information about the call.

a ~ w DN

Right click the icon in the Calls box and point to Tmansfer menu item.
A menu of the current calls appears.

6. Click the icon of the person you are transferring.

Transferring a call with an announcement using the task tray or Calls menu
To transfer a call:

Make or answer the call.

Put the call on hold.

Call the person you are transferring the call to.

Give the person any pertinent information about the call.

Click the Personal Call Manager task tray icon oiGaks menu.

o o M w N e

Point to thelransfer menu item.
A menu of the current calls appears.

7. Click the icon of the person you are transferring (the first call you made or
answered).
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Conferencing a call

In a conference call you are connecting yourself and two other people onto a single
call.

Creating a conference

To create a conference you must have at least two lines, one for each caller. These
two lines can be external lines or intercom lines.

Creating a conference using the Conference box
To create a conference:

1. Make or answer the two calls you want to connect in a conference call.
2. Drag the icon of the first call from the Calls box to the Conference box.
3. Drag the icon of the second call from the Calls box to the Conference box.

The icons for the two calls change to the Conference icons.

Creating a conference using the Calls box
To create a conference:

1. Make or answer the two calls to be connected in a conference call.

2. Right click the icon of the first call to be connected in a conference call.

3. Click theConferencemenu item.

4. Right click the icon of the second call to be connected in a conference call.
5. Click theConferencemenu item.

The icons for the two calls move to the Conference box and their icons change to
the Conference icon.

Creating a conference using the task tray or Calls menu
To create a conference:

1. Make or answer the two calls to be connected in a conference call.
Click the Personal Call Manager task tray icon oiCGhaks menu.
Point to the first call to be conferenced and clickGbaferencemenu item.

Click the Personal Call Manager task tray icon oiGaks menu.

a & WD

Point to the second call to be conferenced and clicKtiméerencemenu
item.

The icons for the two calls change to the Conference icon.
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Putting the conference calls on hold
When you put a conference on hold, both calls are put on hold. Neither caller can
speak to you but the two callers can speak to each other.

Putting the conference calls on hold using the main window
To put the conference calls on hold:

1. Right click one of the calls in the Conference box.
2. Click theHoldConf menu item.

The calls are put on hold and the icons change to the Held Conference icon.

Putting the conference calls on hold using the task tray or Calls menu
To put the conference calls on hold:

1. Click the Personal Call Manager task tray icon oiGhaks menu.
2. Point to one of the calls in the conference.
3. Click theHoldConf menu item.

The calls are put on hold and the icons change to the Held Conference icons.

Taking a conference off hold

There are two ways to take a conference off hold.

Restoring a held conference using the main window
To cancel hold on a conference:

1. Right click one of the calls in the Conference box.

2. Click theUnHoldConf menu item.

The calls in the conference become active and the icons change to the Conference
icons.

Restoring a held conference using the task tray or Calls menu
To cancel hold on a conference:

1. Click the Personal Call Manager task tray icon oiGhaks menu.
2. Point to one of the calls in the conference.
3. Click theUnHoldConf menu item.

The calls in the conference become active and the icons change to the Conference
icons.
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Splitting a conference

When you split a conference, the conference is ended, but both calls remain
connected. One of the callers becomes the active call and the other caller is put on
hold. Since the conference is ended, the two callers can no longer speak to each
other.

Splitting a conference using the main window
To split a conference using the main window:

1. Drag one of the icons out of the Conference box.

The call whose icon you removed from the Conference box becomes the active call
and the other call is put on hold. The icons for both calls are moved to the Calls box.

You can also use the right mouse button and the icons on the main window to split
a conference. To split a conference:

1. Right click one of the icons in the Conference box.
2. Click theSplit Conf menu item.

The caller you selected becomes the active call while the other caller is put on hold.
The icons for both calls are moved to the Calls box.

Splitting a conference using the task tray or Calls menu
To split a conference:

1. Click the Personal Call Manager task tray icon oiGhks menu.
2. Point to the icon of one of the callers in the conference.
3. Click theSplit Conf menu item.

The caller you selected becomes the active call while the other caller is put on hold.
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Ending a conference

When you end a conference, you are removing yourself from the conference and
allowing the other two callers to continue to talk to each other. While the other
callers are talking to each other, they are still using two of your telephone lines.

If you want to end the conference and disconnect both the callers, split the
conference and then end each of the calls.

Ending a conference using the release button
To end a conference:

1. Click the icon of one of the conference calls in the Conference box.

iy .
2. Click 4=k | (The one in the Conference box).

Ending a conference using the main window
To end a conference:

1. Right click one of the icons in the Conference box.
2. Click theRelease Conimenu item.

The conference is ended.

Ending a conference using the keyboard
To end a conference:

1. Click one of the icons in the Conference box.
2. Press th®eletekey on your PC keyboard.
The conference is ended.

Note: When using the keyboard to end a call, make sure you have clicked on one
of the icons in the Conference Box before you pressinDétetekey. If
you do not and a contact in the Address Book is highlighted, the contact is
deleted. To retrieve a contact that is accidentally deleted in this manner,
click theEdit menu and then tHéndo menu item.

Ending a conference using the task tray or Calls menu
To end a conference:

1. Click the Personal Call Manager task tray ico@alls menu.
2. Point to the icon of one of the calls in the conference.
3. Click theRelease Confmenu item.

The conference is ended.
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Ending a call

Ending a call using the release button
To end a call:
1. Click the icon of the call in the Calls box.

Note: If there is only one call in the Calls box, you do not need to select the
call.

e .
2. Click 4=k | (The one in the Conference box).

Ending a call using the main window
To end a call:
1. Right click the icon of the call in the Calls box.

2. Click theReleasemenu item.

Ending a call using the task tray or Calls menu
To end a call:
1. Click the Personal Call Manager task tray icon oiGhaks menu.
2. Point to the call you want to disconnect.

3. Click theReleasemenu item.

Ending a call using the keyboard

To end a call using the keyboard, the Personal Call Manager main window must be
visible.

To end a call:
1. Click the icon of the call in the Calls box.
2. Press th®eletekey on your PC keyboard.

Note: When using the keyboard to end a call, make sure you have clicked on the
icon in the Calls Box before you pressing Bedetekey. If you do not and
a contact in the Address Book is highlighted, the contact is deleted. To
retrieve a contact that is accidentally deleted in this manner, clickdihe
menu and then thendo menu item.
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Calling features

Personal Call Manager gives you easy access to two common calling features: Do
Not Disturb and Call Forward.

Do Not Disturb (DND)

When DND is enabled, the telephone will not ring when someone calls, but the line
indicator still flashes. In Personal Call Manager,theHave a New Call dialog box
still appears and the icon for the call appears in the Calls box.

You can turn the Do Not Disturb (DND) feature on or off from@ads menu or
the Personal Call Manager icon in the task tray.

Turning DND on or off
To turn DND on or off:

1. Click the Personal Call Manager task tray icon oiGhaks menu.
2. Click theDND menu item.

When DND is on:

» the Personal Call Manager task tray icon chang @:o

» the symbol] appears beside tiEND menu item on th€alls menu and the
Personal Call Manager task tray menu

* DND appears in Status bar

Call Forward
To call forward your telephone:

1. Click theTools menu.
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2. Click theForward menu item.
TheForward dialog box appears.

Forward E |

Enter Phone Mumber or Mame [Last Mame, First Hame]

{3429

Fird Mo | Fonward I
Phone Hurnber T_I,Ipe:l 'I Help | Cancel |

I ame

| Buzinezs Ph... | E stengion | Home Phao... | b obile F'hu:un...l Fax Mumber | Em

<]

Johnzon, Donna 3429

| 2

3. Enter the telephone number you want to call forward your telephone to.

4. Click theForward button.

The number your telephone is forwarded to appears datttes bar

Tip: If Fast Search is enabled, Personal Call Manager compares the telephone
number you are entering to the contacts stored in the Address Book. Any
contacts that match the numbers you are entering appear in the bottom area
of the dialog box. Click the contact you want and clickRbewvard button.

Tip: If you want to forward your telephone to a contact that is in the Address
Book and you only remember the contact’s name, enter the contact’s name.

If Fast Search is enabled, any contacts that match the name you are entering
appear in the bottom area of the dialog box. Click the contact you want and
click theForward button.

If Slow Search is enabled, you must enter the name and then cliginthe
Now button. Any contacts that match the name you entered appear in the
bottom area of the dialog box. Click the contact you want and click the
Forward button.

For information about Fast and Slow Search, &®hqging the Search
preferenceson page 81.

Note:

Call forwarding your telephone to an external telephone number is not
supported when you are using the Norstar TAPI Service Provider.
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Calls Log Window

The Calls Log consists of two parts: the Incoming Calls Log and the Outgoing Calls
Log. The Incoming Calls Log shows all of the calls that were made to your
telephone. The Outgoing Calls Log shows all of the calls you made from your
telephone. Calls made or received while Personal Call Manager was not operating
are not shown.

The Calls Log shows the name and telephone number of the caller, if available. The
Calls Log also shows the date and time the call was made and how long the call was.

Viewing the Calls Log

To view the Calls Log:

1. Click Eﬂ.

OR
1. Click theTools menu and then click thghow Call Log Window menu item.

The Calls Log window appears with either the Incoming Calls showing or the
Outgoing Calls showing.

@3 Incoming Calls Log Window
File Edit iew
[ev o] % |32 &
I ame | Phone Mo | Drate & Time | Diuration[min:zec) | il
kurro, Donna 3429 11407498 11:86.. 037
Companion, Phone 3429 110793 11:54... 002
Inknown 11/06/98 02:40.. 847
RavIMDER DAR... 8141 11/06/98 0302, 000
MALUREEM amn 11/06/98 0216, 041
Companion, Phone 3429 11/06/98 01:57.. 351
Companion, Phone 3429 11/06/93 01:55.. 000
Companion, Phone 3429 11/06/93 01:09... 00
Companion, Phone 3429 11/06/93 01:03... 000
MALUREEM amn 11/06/98 01:06... 211
Companion, Phone 3429 11/06/93 1251, 1:.05
SECURITY 733 11/02/98 08036, 008
3429 3429 11/02/98 08033, 0:23
L 3423 11/02/38 0533 0.0 ~
For Help, presz F1 i
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Viewing the Incoming Calls
To view the Incoming Calls:

1. Click %#|.
OR

1. Click theView menu and then click tHacoming Calls Log menu item.

Viewing the Outgoing Calls
To view the Outgoing Calls:

1. Click E'*|.
OR

1. Click theView menu.

2. Click theOutgoing Calls Logmenu item.

Updating the Calls Log

If you make or answer a call while the Calls Log is open, the Calls Log is not
updated. To update the Calls Log:

1. Click.
OR

1. Click theView menu.

2. Click theRefreshmenu item.

Sorting the Calls Log
You can sort the Calls Log by name, telephone number, duration, or date and time.

» To sort the Calls Log by the name of the caller, c_Mame |

» To sort the Calls Log by the telephone number of the caller,
click Phone Mo I

» To sort the Calls Log by the length of the call, cl_Duration[min:z2c] |

» To sort the Calls Log by time the call was made or received,
click Date & Time I
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Making a call from the Calls Log

You can call any of the numbers stored in the Incoming or Outgoing Call Log. To
make a call:

1. Click the number you want to dial.

2. Click |
OR

1. Click the number you want to dial.

2. Click theEdit menu and then clicRedial.

Printing call information from the Calls Log

You can print the Calls Log information for any call in the Calls Log. To print the
Calls Log information:

1. Click the call you want to print.

Note: You can select several calls to print by holding down the Control or
Shift key and clicking on other calls.

2. cnck%l.

OR

Click theEdit menu and then clicRrint.

Deleting calls from the Calls Log
To delete a call from the Calls Log:

1. Select the call you want to delete.
2. Click #% |
OR

Click theEdit menu and then click tHeeletemenu item.

Closing the Calls Log Window
To close the Calls Log Window:
1. Click theFile menu and then click tiexit menu item.

You can also close the Calls Log Window by clicking on the close window button
in the top right-hand corner of the window.
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Address Book

The Address Book is the portion of Personal Call Manager where you store the
telephone numbers and addresses of the people and businesses you deal with. Each
entry in the Address Book is called a contact. A contact is normally the telephone
number of a person or business, but can be any number you want to keep track of
or store in Personal Call Manager.

The Tree View of the Address Book

When you view the Address Book, the left side shows the tree structure of the
Address Book. The tree structure shows how the folders are organized. It also
allows you to select the folder you want to view. A sample tree view is shown
below.

EI@: My Contacts
=-_1] Business

- [ Financial Corporations
E[:l Mortel

-] Calgary

t aidenhead

kelbourne

Ottawa
Raliegh
Fichardzon

The contacts are stored in two main areas:

* Quick Dials — Contacts added to the Quick Dials section appear Qalise
menu and the Personal Call Manager task tray menu. You can add contacts to
the Quick Dials section, but not folders.

* My Contacts — Contacts added to the My Contacts section do not appear in the
Calls or Personal Call Manager task tray menu, but can easily be accessed from
the Address Book. In the My Contacts section, you can add contacts and folders.

Folders are added to help organize the contacts. By grouping the contacts into
smaller groups of similar contacts, the contacts are easier to view on the screen and
thus easier to find and access.
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You can change which folders are shown by clicking on certain portions of the Tree
View. Clicking on a box with “+” inside it expands the folder that it is beside,
showing the folders contained in that folder. Clicking on the a box with “-” in it
collapses the folder it is beside, hiding the folders that are in the folder. Double
clicking on a folder will open or close the folder. When a folder is open, the contents
of the folder is shown in the List view portion of the Address Book.

The List View portion of the Address Book

On the right side of the screen is the List View of the Address Book. The List View
shows the contacts and folders stored in the folder selected in the Tree View.

The List View of the Address Book can be viewed in four different formats: large
icons, small icons, list, and detail.

Displaying the Address Book in large icons

In large icons, each contact is shown with the last name of the contact below the
icon. To view in large icons:

. Click il

OR

* Click theView menu then click thearge Icon menu item.

Displaying the Address Book in small icons

In small icons, each contact is shown with the last name of the contact to the right
of the icon and the contacts are arranged horizontally. To view in small icons:

. Click == |.
OR

¢ Click theView menu then click th&mall Icon menu item.

Displaying the Address Book in list view

In list view, each contact is shown with the last name of the contact to the right of
the icon and the contacts are arranged vertically. To view in list view:

« Click &&=
OR

* Click theView menu then click theist menu item.

Displaying the Address Book in details view
In details view, the contacts are shown with more information. With each contact

there is the last name, first name, the telephone numbers you can call and the Email
Address and Email type. To view in details view:
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* Click theView menu then click th®etail menu item.

Contacts

A contact is any entry in the Address Book. A contact can be a person, business, or
any number or address you want stored in Personal Call Manager.

Adding a new contact to the Address Book
Contacts are added using tress Properties dialog box.

To access the Address Properties dialog box using the toolbar:

1. CIickEl.

TheAddress Propertiedialog box appears.

2. Enter the address information for this contact.
For descriptions of the address fields, referAddress Properties dialog Box
on page 54.

3. Click theOK button.

Note: If a contact with the same name is already in the Address Book, a
dialog box appears asking if you want to make a duplicate. If you want
to make a duplicate of a contact, it is recommended that you use the
copy method described il€bpying a contatton page 64.

The contact is added to the folder shown in the List View of the Address Book.

To access the Address Properties dialog box using the right mouse button:
1. Right click in an open area in the List view portion of the Address Book.

1. Point to théNew menu item and then click tl@ontact menu item.
The Address Propertiedialog box appears.

2. Enter the address information for this contact.
For descriptions of the address fields, referAddress Properties dialog Jox
on page 54.

3. Click theOK button.

Note: If a contact with the same name is already in the Address Book, a
dialog box appears asking if you want to make a duplicate. If you want
to make a duplicate of a contact, it is recommended that you use the
copy method described il€6pying a contatton page 64.

The contact is added to the folder shown in the List View of the Address Book.

P0871316 Issue 03 Norstar Personal Call Manager User Guide



54 Confacts

To access the Address Properties dialog box using the menu bar:
1. Click File and then point to thdew menu item.

1. Click theContact menu item.
TheAddress Propertiedialog box appears.

2. Enter the address information for this contact.
For descriptions of the address fields, referAddress Properties dialog Box
on page 54.

3. Click theOK button.

Note: If a contact with the same name is already in the Address Book, a
dialog box appears asking if you want to make a duplicate. If you want
to make a duplicate of a contact, it is recommended that you use the
copy method described il€bpying a contatton page 64.

The contact is added to the folder shown in the List View of the Address Book.

Address Properties dialog box

The Address Properties dialog box consists of four tabs. Each tab is used to enter a
different type of contact information.

* Business Use this tab to enter the name, address, and telephone number of the
contact.

* EMail Address - Use this tab to enter the EMail address and type.
» Settings- Use this tab to define the default telephone number used.

* Note - Use this tab to enter any other information about the contact.
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Business
The Business tab is used to enter the name, address, and telephone number of a
contact.
Munro, Donna-Addrezs Properties E3 |
Business | EMail sddress | Settings | Motes |
M ame
’7 Last: IMunru:u Eirst: ID.:.nna
Address: 2421- 37 Ave NLE. ;I Title: IF'ru:u:qu:tiu:un bl anager

Compary: IN:::rteI Metwarks

=l Department: |Documentation

City: |Calgary Offiee: [&T:
State: I-"-"-":'Efta Azsiztant: I
Zip code: |T2E B7 Phaone number: Eut
Courtry: IEanada IBuginegg L“S#EEI I_

(] I Cancel | Help |

The first information you enter is the contact’s name. The contact’s name is divided
into the first name and the last name. Both the first name and the last name must be
entered before a contact can be added to the Address Book. The last name is used
as the label for the contact in the Address Book. The first name is used as the label
in the Calls box when you are on a call to the contact. When you are searching for
a contact, you can search using the first name or the last name.

After you enter the name you can enter the contact’'s address. There are five
different fields used to enter the address: Address, City, State, Zip code, and
Country.

After entering the address, you can enter the Title, Company, Department, Office,
and Assistant of the contact.

The final information to enter is the contact’s telephone numbers?itwee

number field is a drop list that allows you to enter four different telephone
numbers. You can enter the Business, Home, Mobile, and Fax telephone numbers
for the contact. Either the Business, Home, or Mobile telephone number can be
dialed from the task tray or the Personal Call Manager main window.
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E-Mail Address
The E-Mail Address tab has two fields: E-mail address and E-mail type.

Munro, Donna-Addrezs Properties E3 |

Businesz EMail Address | Settingsl Maotez I

E-mail addresz: I

E-mail type: I

(] I Cancel | Help |

The E-mail address specifies where the contact’s E-mail account is. The E-mail
type specifies which type of E-mail service the contact is using.
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Settings

The Settings tab allows you to select which dialing default is used for this contact
and the picture displayed and voice announcement heard when this contact calls
you.

Munro, Donna-Addrezs Properties E3 |

Businessl Ebdail sddress  Settings | MNates I

Drefault Dial —%oice Announce File Path

= Business |

= Mu:ul:ules — Image File Path

= Home
=[]

(] I Cancel | Help |

For the default telephone number dialed, you can choose Business, Home, or
Mobile. The settings you specify here define the telephone number automatically
used for this contact only. Other contacts are not affected by the defaults you choose
for this contact. Also, you can choose to override these settings when making a call
by selecting any other telephone number defined for the contact in the Address
Book.

You can select a voice announcement to play when you receive a call from this
contact. This voice announcement allows you to identify who is calling without
having to look at the PC screen or telephone display.

To add or change the voice announcement for this contact:

1. Record the voice announcement message you want played when this contact
calls and save it in a .WAJV file format. The message is typically the contacts
name, but can be any sound file that is saved in a .WAV file format.

Note: You can record the voice announcement using the Sound Recorder
accessory included with Windows 95 or any other sound editing
application.

Click === beside th&oice Announce File Pathfield.
Move to the folder where the voice announcement file is stored.
Double click the voice announcement file you want to use.
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If you decide you no longer want a voice announcement for this contact, you can
remove the voice announcement from the contact. To remove the voice
announcement:

1. Click xl beside th&oice Announce File Pathfield.
The voice announcement no longer plays for this contact.

Note: The .WAV file you deleted from the contact is not deleted from the PC hard
drive and can be used again later.

You can select a bit map image that is displayed owdheiave a New Call dialog

box when you receive a call from this contact. The image gives you a visual
reminder of who the caller is. The image is typically a bit map picture (.BMP file)
of the contact, but can be any .BMP file that reminds you of the contact.

To add or change the bit map image:

1. Create or find the image you want displayed when this contact calls. You can
create this file with any graphics application that saves the image as a .BMP
file.

2. Click _===| beside thémage File Pathfield.
3. Move to the folder where the image file is stored.

4. Double click the image file you want to use.

If you decide you no longer want Personal Call Manager to display an image when
this contact calls, you can remove the image file from the contact. To remove the
image file:

1. Click xl beside thémage File Pathfield.

The image file no longer appears for this contact.

Note: The .BMP file you deleted from the contact is not deleted from the PC hard
drive and can be used again later.
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Note

The Note tab is used to record miscellaneous information about the contact. You
can enter significant dates, recent orders, meeting locations or any information you
want handy when you call the contact.

Munro, Donna-Addrezs Properties E3 |
Buziness I Ebdail Addrezs I Setting: Motes |
Motes:
Hawe a meeting with her on June 25 to dizcuzs binding methods. ;I

Order due an June 3 will be delaved due to supplier problems.

The new product colars she azked for in May are now available and will be
included in the nest deliveny.

| |
(] I Cancel | Help |

Adding a caller to the Address Book

When you receive a call, you can add that caller to your Address Book. You must
open the Personal Call Manager main window before you add a caller.

To add a caller:

1. Click the caller’s icon in the Calls box.

A dialog box appears asking you if you want to create a hew contact.

3. Click theYesbutton.
The Address Propertiedialog box appears.

4. Enter the address information for this contact.
For descriptions of the address fields referAddress Properties dialog Box
on page 54.

5. Click theOK button.

The contact is added to the folder shown in the List View of the Address Book.

Tip: If you subscribe to Caller ID service, the telephone number, and name if
available, are automatically entered into the dialog box.
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Finding a contact in the Address Book

The Address Book has a search feature to help you find a contact. You can search
for a contact using the contact's name or telephone number.

The Search feature operates in two different modes: Slow Search and Quick Search.
In Slow Search mode, you enter the characters you want to find and then click the

Find Now button. Personal Call Manager then searches through the Address Book

to find the contact. In Quick Search mode, Personal Call Manager starts searching
through the contacts as soon as you enter a character.

To change the Search mode used, refeCtmahqging the Search prefererices
page 81.

Slow Search
To find a contact:

1. Click theTools menu and then click tHeind Personmenu item.

OR

Click Eﬂt .

The Searchdialog box appears.

Search |
Enter Phone Mumber or Mame [Last Mame, First Hame]
[3423 [EndNow] 01 |
Phone Mumber Type: Iﬁ Help | Cancel |
I ame | Buzinezs Ph... | E stengion | Home Phao... | b obile F'hu:un...l Fax Mumber | En

Joknzon, Donna 3429

4| | i
2. Enter the name or telephone number of the contact you want to find.

3. Click theFind Now button.
A list of the contacts that match the name or number you entered appears in
the bottom of th&earchdialog box.

4. Click the last name of the contact you want.

5. Click theOK button.
The folder containing the contact opens and the selected contact is
highlighted.
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Quick Search
To find a contact:

1. Click theTools menu and then click tHeind Personmenu item.
OR
Click Eﬂ )

The Searchdialog box appears.

Search |
Enter Phone Mumber or Mame [Last Mame, First Hame]
|34 i i) 4
Phore Mumber T_I,Ipe:l 'I Help | Cancel |
I ame | Buzinezs Ph... | E stengion | Home Phao... | b obile F'hu:un...l Fax Mumber | En
Johnzon, Donna - 2429
Jones, Karen 3486
Perking, Mathew 3458
1] | i
2. Enter the first character of the name or telephone number of the contact you

want to find.

Personal Call Manager compares the letter or number you entered to the
contacts stored in the Address Book. Any contacts that match the character
you entered appear in the bottom area ofS&archdialog box.

If you have several contacts starting with that character, enter the next
character in the name or telephone number. Personal Call Manager then
displays only the contacts that match both of those characters.

3. Continue entering characters or use the scroll bar to find the contact in the
Searchdialog box.

4. Click the last name of the contact you want.

5. Click theOK button.

The folder containing the contact opens and the selected contact is
highlighted.
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Entering names or numbers

There are times when you know only part of the name or telephone number of the
contact you want to find. When this happens, you can enter the letters or digits you
know and the Search feature will find all of the contacts that match the information
you entered. You can then select the contact you were looking for.

If the portion of the name or number you know is at the beginning, simply enter the
portion you know then click thiéind Now button. Personal Call Manager will find
all of the contacts that start with the letters or digits you entered.

If you remember the contact’s first name, but not last name, enter a comma followed
by the contact’s first name. For example, if you are looking for a contact named
Tom, enter “, Tom”. All of the contacts whose first name is Tom are found.

If the portion you know is not at the start, you can use “wild card” characters at the
start of the name or number. There are two wild card characters you can use.

? Use the question mark to represent any single character.

* Use the asterisk to represent any characters that precede the characters you
entered.

For example, the following names were added to the Address Book:
Chatterton Jones Mason Smith Stanley Steward Washington

* If you enter “S” the names found asmith, Stanley andsteward.
* If you enter “Ste” the only name foundSsawart.

* If you enter “?a” the names found df@son and/Nashington.

* If you enter “??a” the names found &reaterton andsStanley.

» Ifyou enter “*a” the names found aténaterton,Mason,Stenley, Stewad, and
Washington.

Tip: When you are using the Norstar TAPI Service Provider, you can also enter a
comma (,) as a special character. This special character is used to add a pause
between the numbers dialed. This feature is not supported by all TAPI
Service Providers.

Editing the properties of a contact

The information stored with a contact can be changed whenever required. A typical
example is when a contact moves or changes telephone numbers.

To change the properties of a contact using the right mouse button:

1. Find the contact in the Address Book.
You can find the contact manually or use the Personal Call MaSagech
feature

2. Right click the contact.
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3. Click theProperties menu item.
The Address Propertiedialog box appears.

Johnzon, Donna-Address Properties E |

Business | EMail sddress | Settings | Mote |

I ame
’7 Last: I.Ju:uhnsu:un Eirst: ID.:.nna

Address: 2421 - 37 Ave MLE. ;I Title: IF'ru:u:qu:tiu:un bl anager

Compary: IN:::rteI

=l Depattment: |Documentation

City: |Calgary Dffice: [ATA
State: I-"-"-":'Efta Azsiztant: IH.;.ger Munro
Zip code: |T2E B7 Phaone number: Eut:
Courtry: IEanada IBuginegg L“S#EEI I

(] I Cancel | Help |

4. Move to the tab which has the information you want to change and then
change it.

“Adding a new contact to the Address Bbohk page 53 describes the information
that can be entered.

To change the properties of a contact using the toolbar:

1. Find the contact in the Address Book.
You can find the contact manually or use the Personal Call MaSagech
feature

2. Click the contact.

The Address Propertiedialog box appears.

4. Move to the tab which has the information you want to change and then
change it.

“Adding a new contact to the Address Bbohk page 53 describes the information
that can be entered.
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To change the properties of a contact using the menu bar:

1. Find the contact in the Address Book.
You can find the contact manually or use the Personal Call MaSagech
feature

2. Click the contact.
3. Click theFile menu.

4. Click theProperties menu item.
The Address Propertiedialog box appears.

5. Move to the tab which has the information you want to change and then
change it.

“Adding a new contact to the Address Bbohk page 53 describes the information
that can be entered.

Organizing the Address book

As you add contacts to the Address Book, you should divide the contacts into
logical groups. This will make it easier for you to find the contacts you have
entered.

You group the contacts together by adding folders to the Address Book and moving
your contacts into the appropriate folders. A simple example is to add two folders,
one named Personal and one named Business. All of your business contacts would
then be stored together in one folder and all of your personal contacts would be in
another. For more information, refer tGreating a new folder in the Address

Book’ on page 70.

Copying a contact

When you copy a contact, you are creating a new contact in the Address Book that
is based on the original contact. Personal Call Manager provides two ways to copy
a contact: a linked copy and a template copy. In the linked copy, all of the
information about the contact is copied. In a template copy, all of the information
about the contact except the contact name is copied. In both methods of copying the
original contact remains in the original folder.

Deciding which copy method to use
The copy method you choose depends on what you want to do.

In a linked copy, Personal Call Manager links the copy to the original. When you
change one of the properties of the contact, Personal Call Manager automatically
updates the original contact and all of the copies of the contact. This ensures that all
of your copies of the contact are updated. Use this copy method when you want to
have identical copies of a single contact in several different folders so the contacts
are easier to find and organize. For information about how to make a linked copy of
a contact, refer toCopying a contact using the linked copy methanl page 65.
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In a template copy, Personal Call Manager does not link the new contact to the
original contact. The most common use of the template copy feature is to create a
new contact that is similar, but not identical to, an existing contact. For example, a
new person joins a company you deal with. The address and telephone number of
the new contact is the same, but the name is different. For information about how
to make a template copy of a contact, refe@ogying a contact using the template

copy methotion page 66.

Copying a contact using the linked copy method

Use this method of copying a contact when you want to create a copy that is linked
to the original contact. For information about the two different methods of copying
a contact, refer toDeciding which copy method to dsen page 64.

To copy a contact using drag and drop, the contact must be visible in the List View
and the folder you are copying it to must be visible in the Tree View. To copy a
contact:

1. Press and hold thl&ontrol key on your PC keyboard.
2. Click the contact you want to copy.

3. Drag the contact to the folder you want the contact copied to.

To copy a contact using the toolbar:

1. Click the contact you want to copy.

3. Open the folder you want to copy the contact into.
The contents of the folder appear in the List View box.

2. Click

4. Click B .

The contact is copied to the new folder.

To copy a contact using the right mouse button:
1. Right click the contact you want to copy.
2. Click theCopy menu item.

3. Open the folder you want to copy the contact into.
The contents of the folder appear in the List View box.

4. Right click an open area in the folder.
5. Click thePastemenu item.

The contact is copied to the new folder.
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To copy a contact using the menu bar:
1. Click the contact you want to copy.
2. Click theEdit menu.

3. Click theCopy menu item.

4

Open the folder you want to copy the contact into.
The contents of the folder appear in the List View box.

5. Click theEdit menu.
6. Click thePastemenu item.

The contact is copied to the new folder.

Copying a contact using the template copy method

Use this method of copying a contact when you want to create a new contact that is
based on an existing contact. All of the contact information except the contact name
is copied to the new contact. This feature allows you to quickly add contacts that
are similar to existing contacts. For information about the two different methods of
copying a contact, refer t@eciding which copy method to Usen page 64.

To copy a contact using the right mouse button:
1. Right click the contact you want to copy.
2. Click theCopy menu item.

3. Open the folder you want to copy the contact into.
The contents of the folder appear in the List View box.

4. Right click one of the contacts in the folder.
The contact clicked on is not affected by the pasting procedure.

5. Click thePaste Speciamenu item.
You are prompted to enter a name.

6. Enter the name of the contact and click@#e button.

After the contact is copied into the folder, you can open the contact properties and
change any properties that are required.

To copy a contact using the menu bar:
1. Click the contact you want to copy.
2. Click theEdit menu.

3. Click theCopy menu item.

4

Open the folder you want to copy the contact into.
The contents of the folder appear in the List View box.
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5. Click theEdit menu.

6. Click thePaste Speciamenu item.
You are prompted to enter a name.

7. Enter the name of the contact and click@#e button.

After the contact is copied into the folder, you can open the contact properties and
change any properties that are required.

Moving a contact

Contacts can be moved from one folder to another to help organize the Address
Book. When you move a contact, the contact does not remain in the original folder.

To move a contact using drag and drop, the contact must be visible in the List View
and the folder you are moving it to must be visible in the Tree View. To move a
contact:

1. Click the contact you want to copy.

2. Drag the contact to the folder you want the contact moved to.

To move a contact using the toolbar:

1. Click the contact you want to move.

2. Click '}E )
The icon for the contact dims.

3. Open the folder you want to move the contact into.
The contents of the folder appear in the List View box.

4. Click B .

The contact is moved to the new folder.

To move a contact using the right mouse button:
1. Right click the contact you want to move.

2. Click theCut menu item.
The icon for the contact dims.

3. Open the folder you want to move the contact into.
The contents of the folder appear in the List View box.

4. Right click an open area in the folder.
5. Click thePastemenu item.

The contact is moved to the new folder.
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To
1.
2.
3.

5.
6.

move a contact using the menu bar:
Click the contact you want to move.
Click theEdit menu.

Click theCut menu item.
The icon for the contact dims.

Open the folder you want to move the contact into.
The contents of the folder appears in the List View box.

Click theEdit menu.

Click thePastemenu item.

The contact is moved to the new folder.

Tip

. After you have used the Cut command (indicated by the contact icon

dimming), you must use the Paste command to move the contact before
using the Cut or Copy commands again. If you use the Cut or Copy
command before pasting the contact, the contact remains in the original
folder and does not move.

Deleting a contact

To
1.
2.

To
1.
2.
3.

To
1.
2.

delete a contact using the right mouse button:
Right click the contact you want to delete.

Click theDeletemenu item.

delete a contact using the menu bar:
Click the contact you want to delete.
Click theEdit menu.

Click theDeletemenu item.

delete a contact using the keyboard:
Click the contact you want to delete.

Press th®eletekey.
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Printing Contacts

There are two printing formats you can us to print information about any of the
contacts stored in the Address Book. You can print a contact list or contact details.

Printing a contact list

When you print a contact list, the name, company, and telephone numbers stored in
the Address Book for the contact are printed. You can print contact list information
for one contact or many contacts.

Note: When printing a contact list, set your page orientation to landscape.
To print a contact list:
1. Click the contact or contacts you want.

Note: Use the Control or Shift keys to select more than one contact.
2. Click theFile menu and then click therint Contact List menu item.

OR

Click %l

3. Click theOK button.

To print a contact list for all of the contacts in a folder:

1. Click the folder or folders which contain the contacts you want to print.
Note: Use the Control or Shift keys to select more than one folder.

2. Click theFile menu and then click therint Contact List menu item.

OR

Click %l
3. Click theOK button.

Print Contact Details

When you print the contact details, all of the information stored in the Address
Book for the selected contact is printed. You can print contact detail information for
one contact or many contacts.

To print contact details:
1. Click the contact or contacts you want.
Note: Use the Control or Shift keys to select more than one contact.

2. Click theFile menu and then click tHerint Contact Detail menu item.
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Folders

Folders can only be added to the My Contacts section and the folders within this
section. You cannot add folders to tBaick Dialssection.

Creating a new folder in the Address Book
To create a new folder using the right mouse button:

1. Click a folder in the Tree View of the Address Book. The contents of the
selected folder appear in the List View. The new folder is added to the
contents of the folder shown in the List View.

2. Right click an open area in the List View.

3. Point to thdNew menu item and then click t®lder menu item.
TheCreate New Foldedialog box appears.

Create Mew Folder E |
Folder M ame:

fl
ak I Cancel |

4. Type the name of the new folder and then clickQRebutton.
The new folder is added to the selected folder.

When naming the new folder, you must use a name that does not already exist
in the selected folder.

To create a new folder using the toolbar:

1. Click a folder in the Tree View of the Address Book. The contents of the
selected folder are shown in the List View. The new folder is added to the
contents of the folder shown in the List View.

2. cnckﬂ.

TheCreate New Foldedialog box appears.

3. Type the name of the new folder and then clickQKebutton.
The new folder is added to the selected folder.

When naming the new folder, you must use a name that does not already exist
in the selected folder.

To create a new folder using the menu bar:
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1. Click a folder in the Tree View of the Address Book. The contents of the
selected folder are shown in the List View. The new folder is added to the
contents of the folder shown in the List View.

2. Click theFile menu.

3. Point to thdNew menu item and then click ti®lder menu item.
TheCreate New Foldedialog box appears.

Create Mew Folder E |
Folder M ame:

fl
ak I Cancel |

4. Type the name of the new folder and then clickQRebutton.
The new folder is added to the selected folder.

When naming the new folder, you must use a name that does not already exist
in the selected folder.

Copying a folder

When you copy a folder, the folder and all of the contacts and folders contained in
the folder are copied to the new folder.

To copy a folder using drag and drop, the folder must be visible in the List View
and the folder you are moving it to must be visible in the Tree View. To copy a
folder:

1. Press and hold thl&ontrol key on your PC keyboard.
2. Click the folder you want to copy.

3. Drag the folder you are copying to the folder you want the it copied to.

To copy a folder using the right mouse button:

1. Right click the folder you want to copy.
The folder must be in the List View box to use the right mouse button.

N

Click theCopy menu item.

3. Open the folder you want to copy the folder into.
The contents of the folder appear in the List View box.

e

Right click an open area in the List View box.

5. Click thePastemenu item.
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To copy a folder using the toolbar:

1. Click the folder you want to copy.

3. Open the folder you want to copy the folder into.
The contents of the folder appear in the List View box.

2. Click

4. Click B .

To copy a folder using the menu bar:
1. Click the folder you want to copy.
2. Click theEdit menu.

3. Click theCopy menu item.

4

Open the folder you want to copy the folder into.
The contents of the folder appear in the List View box.

5. Click theEdit menu.

o

Click thePastemenu item.

Moving a folder

Folders can be moved from one enclosing folder to another. When you move a
folder, you move the folder and all of the contacts and folders contained within.

To move a folder using drag and drop, the folder must be visible in the List View
and the folder you are moving it to must be visible in the Tree View. To move a
folder:

1. Click the folder you want to move.

2. Drag the folder you are moving to the folder you want it moved to.

To move a folder using the toolbar:

1. Click the folder you want to move.

2. Click & .

3. Open the folder you want to move the folder into.
The contents of the folder appear in the List View box.

4. Click B .
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To move a folder using the right mouse button:

1. Right click the folder you want to move.
The folder must be in the List View box to use the right mouse button.

2. Click theCut menu item.

3. Open the folder you want to move the folder into.
The contents of the folder appear in the List View box.

4. Right click an open area in the folder.

Click thePastemenu item.

To move a folder using the menu bar:
Click the folder you want to move.
Click theEdit menu.

Click theCut menu item.

A w0 DnpPF

Open the folder you want to move the folder into.
The contents of the folder appear in the List View box.

o

Click theEdit menu.

Click thePastemenu item.

Renaming a folder
To change the name of a folder using the right mouse button:

1. Right click the folder you want to rename.

2. Click theProperties menu item.
TheFolder Propertydialog box appears.

Folder Property E |
Folder M ame:

IN ortel

ak I Cancel |

3. Type the new name of the folder.
4. Click theOK button.
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To change the name of a folder using the toolbar:

1. Click the folder you want to rename.

2. Click :
TheFolder Propertydialog box appears.

3. Type the new name of the folder.
4. Click theOK button.

To change the name of a folder using the menu bar:
1. Click the folder you want to rename.
2. Click theFile menu.

3. Click theProperties menu item.
TheFolder Propertydialog box appears.

4. Type the new name of the folder.

5. Click theOK button.

Deleting a folder

When you delete a folder, the folder and all the contacts and folders contained in
the folder are deleted.

To delete a folder using the right mouse button:
1. Right click the folder you want to delete.
2. Click theDeletemenu item.

3. Click theOK button to confirm deleting the folder and its contents.

To delete a folder using the menu bar:
1. Click the folder you want to delete.
2. Click theEdit menu.

3. Click theDeletemenu item.

4. Click theOK button to confirm deleting the folder and its contents.
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Importing Contacts

If you have a list of contacts in another application, you can save your list of
contacts as a text file and then import those contacts into Personal Call Manager.

To import addresses:

1. Open the application that contains your existing contact list and save the list
as a comma delimited text file. Make a note of the order of the information
fields in the existing file.

Note: Refer to the documentation that came with the application for
instructions on how to save the contact list as a comma delimited text
file.

2. Open the Personal Call Manager main window.

3. Click theFile menu and then click tHenport Address menu item.
Thelmport address from text fildialog box appears.

Import address from text file |
Source Tesxt File:
| L
— Fieldz Azsignment
Last Mame; I j
First M ame: I j
Buziness I j
Haome Ph: I j
tobile Ph: I j
Comparny: I j
Department; I j
| rrrt | Help |

4. Click _===] to choose the file you want to import.
TheOpendialog box appears.

5. Move to the folder that contains the file you want to import.

6. Double click the file you want to import.
Thelmport address from text fildialog box appears with the path and file
name in the&Source Text Filefield.
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7. Click the drop list arrow beside thast Namefield and click the text field
number that contains the last name information.

Note: The text field number is determined by the order the information was
in when you saved the file in step 1.

8. Repeat step 8 for each of the information fields. Chblose if the
information for the field is not in the file you are importing.

9. Click thelmport button.

The contacts from the text file are added to your Address Book. You can now move
the new contacts into their proper folders.

Exporting the Contacts

You can save all of the contacts in your Address Book into a comma delimited text
file. This file can then be used in other applications. For example, you may want to
add your contacts to a customer database or use the contacts to create a mailing list.

To export contacts:

1. Click theFile menu and click th&xport Address menu item.
TheExport address into a text fiialog box appears.

Export address into text file |
Destination Text File:
| L
— Fieldz Azsignment
Field 1: [Last Name N
Field 2 |First Name =
Field 3: IBusiness Phare j
Field 4: IH::ume Phone j
Field 5 [Mobie Phone =
Field 6: | Company I
Field 7. IDepartment I
Erpnrt | Help |
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2. Click === | to enter the name of the text file.
The Save aslialog box appears.

Move to the folder you want to store the text file in.
4. Type the file name into tHéle namefield.

5. Click theSavebutton.
TheExport address into text fildialog box appears with the path and file
name in théestination Text Filefield.

6. Click the drop list arrow besid@eld 1 and click the information you want to
appear in the first field of the text file (e.g. Last Name).

7. Repeat step 7 until all of the fields are showing the information you want. For
any field you do not want information in, clitdone

Note: Only one type of information can appear in a single field.
8. Click theExport button.

All of the contacts in the Address Book are saved into a comma delimited text file.

Quick Dials

The Address Book is divided into two mains sections: My Contacts and Quick
Dials. The My Contacts section is used to store your contacts. The Quick Dials
section is used to store contacts that you use frequently or need to access quickly.

The contacts that you add to the Quick Dials section are automatically added to the
Quick Dials menu. TheQuick Dials menu is accessed from tGalls menu or the
Personal Call Manager task tray menu.

Adding Quick Dials

To add a Quick Dial, simply add the contact to the Quick Dials section of the
Address Book. Any of the methods described earliedtta contact can be used to
add Quick Dials.
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Displaying the information about Personal
Call Manager

The About Personal Call Manager window shows the version number of the Personal
Call Manager software you are using.

To access the About Personal Call Manager window:
1. Click theHelp menu and then on thAbout PCM menu item.
OR

1. Click ? .

Synchronization with the telephone

When a Norstar telephone is connected to the Computer Telephony Adapter and
you are using the Norstar TAPI Service Provider, common call control operations
can be performed on either the telephone or on Personal Call Manager. For
example, to end a call you can press the Rls (Release) key on the Norstar telephone
or click Release in Personal Call Manager.

Any set programming you use to customize your telephone is not synchronized. For
example, the personal speed dials programmed on the Norstar telephone are not
automatically copied into Personal Call Manager.
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On-line help

There are three methods of accessing the on-line help information for Personal Call
Manager:

+ from the toolbar
» from the keyboard
+ from the menu bar

Accessing on-line help screens from the keyboard

You can access context sensitive help by pressirgltkey. The help information
is about the currently active window or dialog box.

Opening the on-line help contents screen

From the menu bar, you can access the main window of the on-line help
information. To access the main on-line help window:

1. Click theHelp menu.
2. Click theHelp topics menu item.
The main help window gives you access to all of the help information.

From the Contents tab, you can view all of the main topics of help. To move to one
of the topics, double click that topic.

From the Index tab, you can view an alphabetically sorted list of help topics. The
topics listed on the Index tab are more detailed than the topics shown on the
Contents tab. To move to a particular topic, click the topic.

The main help window also has a Find tab. The Find tab allows you to enter a word
or topic you need help information about. The help feature searches through the
help information and displays any information about the word or topic you entered.

Accessing the Tip of the Day

TheTip of the Daywindow gives you helpful information about how to use
Personal Call Manager.

To display theTip of the Daywindow:
1. Click theHelp menu.
2. Click theTip of the Day menu item.
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Turning the Tip of the Day off

The Tip of the Day window normally appears when you start Personal Call
Manager.

To turn the Tip of the Day off:

1. Click theHelp menu.

2. Click theTip of the Day menu item.

3. Click theShow Tips at Startupcheck box.

When theShow Tips at Startupcheck box is blank, th&p of the Daywindow
does not appear when you start Personal Call Manager.

Turning the Tip of the Day on
To turn the Tip of the Day on:

1. Click theHelp menu.
2. Click theTip of the Day menu item.
3. Click theShow Tips at Startupcheck box.

When theShow Tips at Startupcheck box contains a check mark, The of the
Day window appears when you start Personal Call Manager.
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Personal Call Manager Preferences

Personal Call Manager preferences determine how the Address Book is searched,
how Personal Call Manager appears when you start it up, and whether the dialing
rules are used.

Changing the Search preferences

The Search feature operates in one of two different modes: Slow Search and Quick
Search. In Slow Search mode, you enter the characters you want to find and then
click theFind Now button. Personal Call Manager will then search through the
Address Book to find the contact. In Quick Search mode, Personal Call Manager
starts searching through the contacts as soon as you enter a character.

Tip: If you plan on using the Quick Search mode, your computer should be
equipped with a Pentium processor or better. If you use a slower processor,
the Fast Search mode still works, but there may be noticeable delays when
entering information into the Search window.

To change the Search mode from the menu bar:

1. Click theTools menu and then click theptions menu item.
The Optionsdialog box appears.

S |
Optiohz |
— Search Option Startup Option
g éluwﬁearch " PCM main window stay open
™ Fast Search [need Pentium CPU] = PCM main window minimized

— Dialing Rule Setting

v Usze Bules defined in the Dialing Froperty Dialog

— Caller's Record Display Option

[T Aute display contact's notes page upon answering the call

(] I Cancel Help

2. Click the Search Option you want to use.
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To change the Search mode from the task tray:
1. Right click the Personal Call Manager icon in the task tray.

2. Click theOptions menu item.
TheOptionsdialog box appears.

3. Click the Search Option you want to use.

Changing the Startup Option

The Startup Option determines if the main window is open or minimized when you
start Personal Call Manager.

To change the Startup Option from the menu bar:

1. Click theTools menu and then click t@ptions menu item.
The Optionsdialog box appears.

S |
Optiohz |

— Search Option
@

L PO

™ Fast Search [need Pentium CPU]

Startup Option
% PCM main window stay open
= PCM main window minimized

— Dialing Rule Setting

v Usze Bules defined in the Dialing Froperty Dialog

— Caller's Record Display Option

[T Aute display contact's notes page upon answering the call

(] I Cancel Help

2. Click the Startup Option you want to use.

To change the Startup Option from the task tray:
1. Right click the Personal Call Manager icon in the task tray.

2. Click theOptions menu item.
The Optionsdialog box appears.

3. Click the Startup Option you want to use.
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Changing the Dialing Rule Setting

The Dialing Rule Setting determines if the dialing properties entered mdimg
Properties dialog box are used. This feature is enabled by default.

When the Dialing Rule Setting is on, Personal Call Manager uses dialing properties,
such as the local area code and the outside line access code, when making a call.
When it is disabled, Personal Call Manager does not use the dialing properties and
you must manually enter any additional dialing information, such as the outside line

access code.

To change the Dialing Rule Setting from the menu bar:

1. Click theTools menu and then click t@ptions menu item.
The Optionsdialog box appears.

Preference E3 |

Optiohz |

— Search Option
@

L PO

™ Fast Search [need Pentium CPU]

% PCM main window stay open

Startup Option
|;__ PCH main window minimized

— Dialing Rule Setting

v Usze Bules defined in the Dialing Froperty Dialog

— Caller's Record Display Option

[T Aute display contact's notes page upon answering the call

(] I Cancel | Help |

2. Click theUse Rules defined in the Dialing Property Dialogheck box to
change the setting.

To change the Dialing Rule Setting from the task tray:
1. Right click the Personal Call Manager task tray icon.

2. Click theOptions menu item.
The Optionsdialog box appears.

3. Click theUse Rules defined in the Dialing Property Dialogheck box to
change the setting.
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Changing the Caller’s Record Display Setting

When the Caller's Record Display Setting is on, Personal Call Manager compares
the incoming telephone number to the entries in the Address Book. If a match is
found, the Notes tab of theddress Prperties dialog box appears showing the
information for that caller. If a match is not found, a dialog box appears asking if
you want to add the caller to the Address Book.

Telephone numbers are only shown on the Callers List if:

* You subscribe to a Caller ID (CLID) service.
OR

* Your TAPI Service Provider (such as the Norstar TAPI Service Provider)
provides name or number information for internal calls.

To change Caller’'s Record Display Setting from the menu bar:

1. Click theTools menu and then click t@ptions menu item.
The Optionsdialog box appears.

S |
Optiohz |
— Search Option Startup Option
@ o Seac  PEM main indow sty cpen
™ Fast Search [need Pentium CPU] = PCM main window minimized

— Dialing Rule Setting

v Usze Bules defined in the Dialing Froperty Dialog

— Caller's Record Display Option

[T Aute display contact's notes page upon answering the call

(] I Cancel | Help |

2. Click theAuto display contact’s notes page upon answering the calheck
box to change the setting.

To change the Dialing Rule Setting from the task tray:
1. Right click the Personal Call Manager task tray icon.

2. Click theOptions menu item.
The Optionsdialog box appears.

3. Click theAuto display contact’s notes page upon answering the calheck
box to change the setting.
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Quitting the PCM application

You can quit Personal Call Manager from the task tray or the main window.
To quit Personal Call Manager using the task tray:
1. Right click the Personal Call Manager icon in the task tray.

2. Click theExit menu item.

To quit Personal Call Manager using the main window:

1. Click theFile menu and then click tHexit menu item.

You can also quit Personal Call Manager by clicking on the close window button in
the top right hand corner of the Personal Call Manager main window.

Removing the PCM application

In certain situations, you may want to remove Personal Call Manager from your
computer. For example, when you get a new computer you will want to move
Personal Call Manager to the new computer. The Uninstall program makes sure all
of the files that comprise Personal Call Manager are removed from the computer
hard disk.

Tip: If you are moving Personal Call Manager to a new computer, make a copy of
thePCMAddressBook.mdbfile before you remove Personal Call Manager.
You can then copy this file to the new computer where Personal Call
Manager is installed. This copies all of the contacts you have added to the
Address Book onto the new computer.

To remove the Personal Call Manager software:

1. Make sure you have quit from Personal Call Manager.

2. Click the WindowsStart button and point to th8ettingsmenu item.
3. Click theControl Panel menu item.

4. Double click theAdd/Remove Programsicon.

5. Click Personal Call Manager

6. Click theAdd/Removebutton.

All of the files associated with Personal Call Manager are removed from your
computer hard drive.
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Glossary

Address Book

The Address Book is the portion of Personal Call Manager where you store the
telephone numbers and addresses of the people and businesses you deal with.

Call Forward

A feature that forwards all the calls arriving at your telephone to another telephone.

Calling Line Identification (CLID)

A service provided by the telephone company that allows you to see the caller's
telephone number and in some cases the caller’'s name. If you subscribe to this
service, Personal Call Manager can then show you the caller's name or telephone
number on the PC screen.

Contact

A contact is any entry in the Address Book. A contact can be a person, business, or
any number or address you want stored in Personal Call Manager.

Dialing properties

The dialing properties define where you are situated and what is required to dial
from this location.

DN name
The name used to identify your telephone on the Norstar system.

Do Not Disturb

A feature that stops calls from ringing at your telephone.yboefave a New Call
dialog box will still appear.

Handsfree
A feature you can use to make calls without using the telephone receiver.

Icon

A graphic symbol used to represent an object (such a contact or call) or a task (such
as manual dialing) in Personal Call Manager.

Key system

A telephone communication system that provides advanced call control features.
An example of a key system is the Norstar system.

List View

The portion of the Address Book that shows the contacts and folders stored in the
selected folder.
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Menu bar
The menu bar shows the menus available from the main window.

PBX

A telephone communication system that provides advanced call control features.
An example of a PBX is the Meridian 1 system.

PC (Personal Computer)

A Windows 95™ compatible computer that runs the Personal Call Manager
software.

Quick dials
A group of telephone numbers that you can call by selecting a menu item.

Status bar

An area at the bottom of the Windows 95™ screen which provides information
messages about Personal Call Manager.

TAPI

TAPI stands for Telephony Application Programming Interface. It is a set of
programming tools that allows Personal Call Manager to communicate with the
telephone system.

TAPI line
The telephone line that Personal Call Manager uses to make a call.

TAPI Service Provider

The application that provides Personal Call Manager with access to the TAPI
functions.

Task tray

An area in the bottom right hand corner of the Windows 95™ screen. It contains the
Personal Call Manager task tray icon which is used to perform several common call
control functions.

Taskbar

An area at the bottom of the Windows 95™ screen. It contains the Personal Call
Manager taskbar icon which is used to maximize the Personal Call Manager
Window or bring it to the foreground.

Tool bar

The tool bar contains several buttons that provide quick and easy access to Personal
Call Manager functions

Tree View

The portion of the Address Book that shows how the folders used to store the
contacts are organized.
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Wild card character

A wild card character is a special character that can be used represent any letter or
number.
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