Module 6

Address Book

The Address Book is used for general information and tracking of people and companies,
and is also used for email addresses.
This address book is used in other applications written by Atad Data.
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Suburb State  Post Code “ork ‘eb Fage
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First Wame Last Name Company Mame Wiork Ph Mo Work Fax Mo Home Ph Mo | Mohile Ph Mo | E-Mail Address Catagaory
Faulineg Bakker 07 37107929 07 3710 79mM pauline.bakkergbwea net E
Craig Balthes 07 3403 2678 07 3403 2603 0429882 871 ‘acshwi@brishane.gld.gov.au
Fhil Bamsley hontgomery Watson Harza 07 3721 8616 a7 3721 8601 philbamsleyibwea net
Keith Barr 07 3403 2602 07 3403 2603 0414 505 542 ‘ppoehwi@brishane.gld.gov.au
Garth Bellingham a7 35107300 07 3510 7350 0407 750 766 garth.bellingham@mwhglohal.
Clayton Berlin J P Richards a7 3271 2911 a7 3271 3623 0419 703 878 (c_berlin@jpr.com.au
Lance Bichard 07 3721 2661 07 3721 8601 0412192 643 lance.bichard@hwea. net
Colin Bigos John Holland 07 3368 3144 colinbiggs@ihg.com.au Business
Rilsa Bolton oy 3r1o79an o7 arorem 0410 772914 ‘ailsa boltong@bwea net
Con Bookogianne John Holland ar 3aTiavarz ar3ario7am 0419 380 217 ‘con.bookogianne@bwea.net
Alice Bosch 07 3721 8640 07 3721 86M alice boschi@bwea.net
Mark Bottrell Montys 07 3721 8625 07 3721 86M 0400 680 TES imark bottrell@bwea net
Peter Bourns 07 37107915 07 371079m peterbourns@bwea.net
Mark Bradswoarth 07 37107933 mark hradsworth@bwea net
Dravid Brooker 07 3721 8639 07 3721 a6M 0403 991 602 david.brooker@bwea.net
lan Brumby 07 3403 3335 07 3403 0205 todpshwighrishane.gld.gov.au
Cravid Carherry 07 3287 3375 07 32587 3372 0439 600 566 david.carberryi@dsiteco.com.al
Mark Carney BEWWEA - Cxley Site [IERCFRNIIFAAR.) o7 arorem 0417 597 450 'markcamey@bwes net
Jamie Carter 039728 66AE 039728 GETT 0410 586 916 jamieci@alchimie.com.au
John Cave Richard Flanagan (07) 5564-0466 ((07) 5564-0262 0417 787 195 jeave@richardflanagan.cam.au
Richard Commisso 073631 9405 07 3869 0055 0407 741 223 irichard commisso@bwea. net
Tany Cotronese a7y 371079149 aF 371079m tany.cotronese@bwea.net _l_.|
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The address book has two functions. It acts as an Email Address Book and; can be used as
an Engineering Directory for storing information of various vendor products.

For companies having multi users a common address book can be stored on a central
system for all users, or each user can store an address book on their own hard drive with
individual information. The address book has fields aligned with most email address books.

There are four (4) tab fields for storing relevant information — Name & Company Details,
Personal / Home Details & Attributes Search, Comments & Picture, and Mail List.

Name & Company Details

For all work related information.

Personal / Home Details & Attributes Search
For all personal information and attributes to be entered.

Comment & Picture
This is for the adding of comments and photos.
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Module 6

Mail List

El Attributes Search

By adding a key word into this field associated with the addressee you can perform a quick
search by clicking the “Attributes Search” button and typing in the key word. This will locate
all entries in the address book with the same attribute.

E Build Key Words

Once a list of Key Attribute Words has been created you can display the list and select a key
word to perform an Attribute search.

Post Codes L] Post Codes

The Post Code information window gives you the ability to search for post codes within each
State.

As the information is stored on the same file, when entering the address information in the
main address window, the suburb name is recognized and the postcode is entered
automatically into the postcode field.

The table containing the address list is a headed list allowing you to sort by each of the
columns by clicking on the heading. This simplifies finding an entry.

AlB|lc|p]E[FlG|m| 1] J]K[L|m]|
Njofjpla|r[s|T|u|v|w|x|Y|z|
To search alphabetically on the Surname of a person click on the relevant button ie Rob
Burton press the letter “B”.

il Export Address Book

By clicking on this button you will export the entire Address Book into a Microsoft Excel
spreadsheet. Once exported you will have the option of closing the spreadsheet or keeping
it open. If you choose not to close the spreadsheet it will remain open until you close or save
it. If you choose to close the spreadsheet you will be given a message similar to the
following graphic telling you the location the Excel Address Book will be saved into.

Do wou wank ko save,
This will be saved to the Following location :- C:\Program Files, 0331
RTiTransportx) AddressBooky MAR 2003, xls

il Import Address Book
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By clicking this button you can import an Address Book previously exported either from the
Kontrol Pro address book or from another email address book. After clicking the button you
will need to locate the previously saved file and then click “OK?”.

Select import file ed |

Look in: Ia Tranzportx j [ Ei( Ed-

i AddbaokExp.dFt

o didddressBookl4 MAR 2003, xls
B8 AddressBiook3 MAR. 2003, xls
i AMasterlist,dF1

i AMasterlistLea.df1

i/ EMasterList.df 1

=] Masterlistas txt

File marmne: IAddressBookM MaR 2003 s j 0K I
" Files of type: [ & Files [+ =] Cancel |

4

&l Will copy the selected email address to the clipboard. This can be pasted into any
word document or excel spreadsheet etc.

Prints the selected information, including Name, Phone Numbers and Email Address.

Allows you to export the Address Book into a Atad Data style address book. The file
bl | will be created in the folder “TransportX” found in your “Program Files” “Omnis” folder.
The file will be named AddBookExp.df1.

fu
il Allows you to import a Atad Data applications style address book.

!I This will refresh the list of names in the address book after a search has been carried
out.

N This takes you to the previous record in the list.

|E This takes you to the next record in the list.
Ll This takes you to the first record in the list.

il This takes you to the last record in the list.

d#4| Perform a search, by entering a name and clicking “OK” you will display the next
record starting with that name.
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El Prints your envelopes with the Name and “Home Address” of the person selected.
ﬁl Prints your envelopes with the Name and “Business Address” of the person selected.
ﬂl Allows you to import an Electronic Business Card into the address book.

Delete - Deletes the selected record.

Edit - Allows you to edit the selected record.

New - Allows you to enter a new contact into the address book.

K [ | (=)

OK - Allows you to accept a new record, any changes made while in the edit mode and
any search functions performed.

%

Cancel - Cancels a new record, any changes made while in the edit mode and any
search functions performed.

l=

Close - Closes out of the address book window.

Notes
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