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Introduction

You can use the Contacts program to store information about your ‘contacts’, such as those
found in an address book. Each contact includes “labels” for details such as names,
addresses, email addresses, telephone and fax numbers.

Displaying on-line help
To display on-line help, select the Help on Contacts option from the Tools menu.

Adding a contact

You can add contact details in any order.

To add a contact:

1. Tap the New contact button on the Toolbar or select the command from the File menu.
2. Type the contact information next to the appropriate labels.

e Tap on a label or use the arrow keys to move between the boxes. Use the scroll bar
to see labels that are not currently displayed.

* Tap on the page headings to move between the personal and work pages.
3. Tap the Save button when you've finished typing in the contact details.

Note: If there is no suitable label for the information you wish to enter, you can add a new
label. See ‘Contact labels’ later.

Looking at your contacts
Contact details are displayed as a single page, with the list of contacts shown alongside.

e To sort contacts alphabetically by first name, last name or company name, use the Sort
button on the Toolbar or the Sort by command on the View menu.

e To adjust the width of the list and contact details, use Preferences on the Tools menu.

Finding contacts

You can find contacts by typing part of the name, or search for text contained anywhere within
the contact details.

e To search for a contact by name, simply type the first few letters of the name in the ‘Find:’
box and press Enter. Only the name and company name are searched.

e To search for text contained anywhere within a contact's details, e.g. text in an address,
email or notes label, tap on the Find in all text button on the Toolbar or use the command
on the Edit menu.

Search tips

Type a ? for a single unknown letter or a * for any number of unknown letters (known as “wildcards”),
e.g. typing ‘?ath’ would find ‘cath’ and ‘kath’, whereas typing “*ath’ would also find ‘goliath’.

After a search, only those entries including the search text will be displayed. To display all the
contact entries again, tap on the ‘Find:’ box.
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Editing & deleting contacts
To change a contact’s details:

1. Select the contact you wish to edit, then tap on the Edit contact button on the Toolbar or
select the command from the File menu.

2. Change the contact details as required, and tap the Save button to save your changes.
To delete a contact, select the command from the File menu.

Note: If you delete a contact accidentally, select Undo delete on the Edit menu to get it back
again.

Contact labels

If the current contact labels are not suitable for the information you wish to enter, you can
add, remove and rename the labels used by all new contacts. It is best to set up the labels
you want before you start to type in your entries.

Note: If you wish to store different types of information, you can use the Data program to
create a custom database. See the ‘Data User Guide’ document for more information on
creating your own databases.

Changing labels

Each individual contact can have different labels from other contact entries.

To add a label to a single contact:

1. Open a contact by adding a new contact or editing an existing entry.

2. Tap Add item and select the label to add to the contact.

Note: The label you select will only be added to this individual contact.

You can add, remove, rename and change the order of labels used for all new contacts.
To change labels for all new contacts:

Select Set up labels on the Tools menu, then:

e« To add a new label, tap Add item and select a label type.

* To change the name of a label, select it and tap Rename.

» To change the order of a label in the list, select it and use Move up and Move down.
 To delete a label, select it and tap Delete.

Note: You can't delete labels from existing contacts, but you can prevent a label’s title
appearing by deleting its contents.
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Exchanging contacts

You can exchange contact details with other programs and machines that support the ‘vCard’ standard.
You can also exchange contacts using Infrared with other machines which support the ‘vCard’ and
‘IrObex’ standards (see the ‘Infrared’ document for more details).

To do this, use the More command on the File menu to:
* import information from a vCard file into Contacts.
e export contacts as a vCard file for use with another program.

Note: You can choose to export only the selected contact, or all contacts currently in view
(e.g. the result of a search).

Printing contacts
You can print all your contacts, or choose a set of contacts to print by using a search.

« Before you print, refer to the instructions in the ‘Printing’ document to select a printer.
To print contacts:

1. Display the contacts you wish to print.

Note: If you do not wish to print all the contacts, select a contact or use the find commands to
display a selection of contacts (see the ‘Finding contacts’ section).

2. Tap on the Print button on the Toolbar or use the Printing commands on the File menu:

» Use the Page setup command to control the page size, margins, and add headers
and footers. See the ‘Printing’ document for more details.

» Use the Print setup command to specify which contacts to print, and the number of
copies.

e Use the Print preview command to see how your printed copy will look.
* Use the Print command to print your entries.
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