Getting Started with the PressFile

Use this guide side by side with the PressFile for a quick introduction.

I. Meet the PressFile page 3

The PressFile manages your contact lists, helps you create new lists, and helps you reach your
contacts—one at a time or all at once, via email, letter, fax or telephone.

2. Contacting People page 8

The PressFile manages your contact lists, helps you create new lists, and helps you reach your
contacts—one at a time or all at once, via email, letter, fax or telephone.

3. WebLinks page | |

The PressFile also helps you conduct research on a contact, by quickly locating pertinent web-
based information and by using web services to validate email addresses and clean U.S. postal
addresses.

4. Shared History page |2

If you choose, the PressFile will automatically record the history of your contacts via email,
phone and letter. You can share this history with your colleagues, so that your entire
workgroup can be kept up to date on your company's contact history with an individual.

5. On Target page |3

The PressFile will help you form new lists quickly and precisely, so that your communications
can be efficiently and carefully targeted. You can make your lists available to your entire
workgroup as well. And you can take your list with you, by syncing it with your Palm™ or

PocketPC™,

6. Timely Connections page |6

The PressFile connects with calendar applications such as Microsoft Outlook™, Entourage™
and iCal™. You can create a new calendar event or reminder in these popular calendar
applications, directly from the PressFile.

1. Housekeeping page |17

Any database that contains thousands of names must be maintained. The PressFile makes
housekeeping easy through quick access to a Possible Dupes menu, as well as instant reports on
records with missing emails, incomplete addresses or no contact history.



Using this guide

Your PressFile may require logging in. If so, please do so. This guide begins with the
PressFile's main window, which is the first window you see when you begin using the
PressFile, right after you have logged in.

Your version of the PressFile may have customizations that cause the windows to vary
in appearance slightly from the descriptions included here. However, the three
columns of the main window will still work in the same fashion.

A note on responsiveness: the speed of a multi-user database

Your entries in the PressFile are immediately made available to as many as a few
hundred of your colleagues over the network. At times, you may find that the PressFile
takes a few seconds to redraw the screen. If you believe that the PressFile is responding
too slowly, contact your network administrator.



1. Meet the PressFile

A short introduction to the PressFile’s main window

Orgs & Lists

Both Organizations and Lists are groups of people in the PressFile. Lists are groups
that you can create for a specific purpose, and Organizations are by their very nature
groups of people. The PressFile gives you quick access to both.

Click Orgs at the top of the left column, then click Lists. You will see the column

below changes to show the type of group you've selected.

Organizations

Click Orgs at the top of the left column. Then select one of the organizations in the
column. The members of that organization show to the right.
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Click Org Info at the top of the center column. The address of the organization
shows in the Org Info panel, along with other details about this organization. Click
People at the top of the center column to return to the members of the organization.
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Extra: Select an organization, then shift-click to select a second or third organization. The members of all
the selected organizations show to the right.

Click * to add a new organization to the PressFile. You may duplicate an existing
entry, or start with a blank entry.
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Lists

Click Lists at the top of the left column. Then select one of the lists in the column.
The members of that list show to the right.
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Click List Info at the top of the center column. Details of this list are shown in the
List Info panel. Click People at the top of the center column to return to the
members of the list.

2, Send to List Calendar [ Sync te Palm = Reports~ (@
Lists G  List Info Q
Mame Ad Hoc List
All 24 shown Count:
Current People (25)  was 29« Clear List
ALL PEOPLE
#d Hoc List 25 Dynamic list: Marne
Afsanuddin - Hemneneutics and Hanor 4
#pplaby - Inherting the Reualution S0 ad Hoc List
Appleby - Review Capy 4z Tio
ppleby - Tour 3 3/13/2003
Brinig - From Contract to Covenant 12
Brinig - Galleys o
Brinig - Tour 0
Brinkley - Liberalism and Is Disconbenks 5
Burston - Crudble of Experience 20
CATALOG 373
aolleen's proof st 250
Editor Tap Tier 260
Major Prink 58
Major/Hationsl Broadcast 187
Mational Broadeast 25
* Cityt BOSTON

« City: CAMBRIDGE

+ Country: CANADA
+Job Tl EDITOR

« Keywords: CLASSICS
+ Keywords: FILIW

+ Keywords: GENERAL

Extra: Select any list, other than the 'ALL PEOPLE" list, then shift-click to select a second or third list.
The members of all the lists show to the right.



Click * to add a new list to the PressFile. You may duplicate an existing list, start with
a blank list, or create a dynamic list whose membership matches a list filter. (See the
beading on Filtering Columns, below, for more information.)

If it is not already selected, click at the top of the center column. Then select
one of the people in the column. Details on this person show to the right.
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Extm.- The People column bas a back button and aforward button. Click the arrows above the
checkboxes in the center column to step backward and forward through the various People you have
viewed today.

Click the three choices at the top of the right column:
. Note that each panel contains a set of information about the selected person.

On the panel, select the tabs labeled ‘Contacts’ & 'List Membership’. The
'‘Contacts’ tab shows contacts with the selected person, while the ‘List Membership' tab
shows selected lists.

History
Leon Wieseltier
Cortads | List Mernbership
Creatar
520 date project
5/20/03 projectl
type creator
Albert

Click * to add a new person to the PressFile. You may duplicate an existing entry, or
start with a blank entry.



The columns in the PressFile can be filtered, using the filter box at the top of each
column. Choose a filter type, such as ‘Name', and enter characters to narrow the
column to only those items that match those characters. For instance, enter "MA" to
find names that begin with those letters, such as Matheson or Maria.

People G,

Marme MARLA
I—I-
+ B found

Matia Candidate
Matann Cadson
Maria R, Estorino
Sara Mata Lara Flores
Marian Green

Mara Fusson

Extra: you can find people by their initials by entering the initials separated by a space. To find Jobn
Smith or Janet Samuels, you could enter “J S". Wildcard searches are also possible, using the “*"

(asterisk): enter “J*SON" to find Jason, Jackson or Jobnson.



2. Contacting People

Get in touch, one by one or a whole list at once.

Top Row Buttons

The top row of the PressFile's main window provides a number of different ways to
contact people.

4 send to List  |[F] calendar  [5f) syncto Palm Feports + (2)

Click 'Send to List' to show your options for reaching all the People currently in the
center column. You can send email, print labels or letters, or with additional software,
you can fax to a group.

Gueued Messages Sent Messages Send Ernails = | Cancel

Email People without email addresszes: 0 =
Send Frorm: Curtis’ Smallco [ cCreate a histary itern
Subject: Test

Flain Text: Dear <-<First Mame» =,

first | 1=t | The following event mav be of interest to << Organization= >,
org name

city

HTML:

Select each of the panels, Email, Labels, Letters & Fax, to view the options
available for that panel. Every panel offers the option of creating a history item for
every person contacted, by clicking the checkbox labeled 'Create a history item'.



Click ‘Calendar’ to create an event, reminder or appointment for the selected person.
This menu of choices creates an entry in your calendar: Microsoft Outlook on
Windows, and Entourage or iCal on the MacOS. (Other calendar applications may be
supported by custom scripting. Please contact your administrator for more information.)

< Send to List |7 Calendar 7| Syncto Palm = FReports - @

Open Outlook
Event/Reminder for Jocelyn Cordova i

M Reminder in 7 days for Jocelyn Cordova
T 25in list Reminder in 14 days va
cindi frtoriale Reminder in X days...

Liane Cooke FE

Eree——— Choose Calendar...

Matilyr Fletdher Pm phone =

Ira Glaszs ©(212) 555-1212

Click ‘Palm Sync' to send info on your current People to your Palm™ or PocketPC™,

Click Reports’ and select ‘Report Templates' to view your current People in a
Microsoft Word document. These documents may be form letters, label templates or
custom reports. Save a copy of one of the templates supplied with the PressFile, and
customize it to your needs. Then save it to the same PressFile templates folder, so it
may be quickly accessed from the ‘Reports’ menu.

The PressFile report templates are stored in your computer’'s main Documents folder.

Reaching the Selected Person via email

Select a person in the center column, and click the Details pane. If there is no email
address in the email field, enter one. Then click the email icon, to the left of the email
address. The PressFile will address a new email message to the selected person in your
default email software. (If no message is created, check your computer's default email settings, or
contact your administrator. )

Details
Dave Barry
Dave Barry
& DB arry@test com ?
v S-1212
: ga5-1212

Dave

Address 1
MIAMI HERALD

One Herald Plaza
Miami FL 33132-1693



The PressFile will ask if you wish to create a history item for this email. If you say ‘Yes'
a new contact item will be created for this person.

Beginning a Letter to the Selected Person

If there is no street address, enter one. Then click the letter icon, to the left of the
street address. This opens the PressFile templates folder, which contains a PressFile
letterhead template and may also contain templates customized for your needs. Open a
template of your choosing, and it will be merged with data for the selected person. (If
no templates folder is found, or if it is empty, contact your administrator.)

Details
Dave Barry
full narme Dave Barry (11
title
& email DBarry@test.com ?

phone = 555-1212
phone -
fax ™ 555-121%2

greeting Dave

Addresz 1 2 =t notes: Ad Hoc List

orgargzs#6n MIAMI HERALD
ice
street One Herald Plaza 2

city 2T zip Miarmni FL 323132-1692
country

The PressFile will ask if you wish to create a history item for this letter. If you say Yes'
a new contact item will be created for this person.

Dialing the Selected Person’s phone number

Whether you are on the Details, Keywords or History pane, you can click the
selected person’'s name to quickly send an email or dial their phone number. Phone
dialing can be configured to dial through your phone system, or through your
Bluetooth-enabled mobile phone. (Phone dialing must be enabled for your installation of the
PressFile. Contact your administrator for more information.)
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3. WebLinks

Use resources on the web to help you work with contacts

Validate emails, Clean U.S. postal addresses

As part of a PressFile support agreement, you may have the PressFile check whether
email addresses are valid, and format U.S. postal addresses to the standards of the
United States Postal Service. This service may also be available for other regions of the
world.

These web services are accessed via buttons to the right of the email address and street
address fields, found on the selected person’s Details pane. Click the web service icon
to engage the service.

Link to web-based content for a person

From the bottom of the selected person's Details pane, click "WebLinks'. Select an
item to show web content for this person in your default browser. (If your browser does not
open, confirm your default internet settings. )

Wy weblinks -

City Guide: Galveston

Street Map of University Of Texas Medical Branch
Alta Vista Refined Search: Erica Ainsbury

CMNN: ASCAP NEWS

Editorial Calendar for ASCAP NEWS

Email address search for Erica Ainsbury

Street address & phone search for Erica Ainsbury
Dow Jones Interactive: Erica Ainsbury

notes

11



4. Shared History

Find out who did what with whom, and log your own contacts

Logging Contacts

The PressFile will automatically log your emails, calls and letters if you wish. You can
also enter these contacts if they happen away from your desk.

Click History and select the ‘Contacts’ tab. Click * to add a new history item. You
may select a project for this item, as well as a contact type. For instance, if you placed
a phone call for the Acme Corporation, you might choose '‘Acme’ as the project and
select ‘phone’ as the type of contact.

Link a document to this history item by clicking the paperclip icon at the bottom of
the ‘Contacts’ tab. To ensure that your colleagues can reach the document, link only to
documents on shared network volumes.

History

Sara Maria Lara Flores
Cortads | List Mernbership

Project -

projech

[ 1

project 1
project 2
project 3

5f17 Phone: Curis

note upcoming event

Edit...

Quick Reports

In the top row buttons, click 'Reports’ and select ‘Quick Report’. From this reports
window, you may select a group of history items, for instance, all contacts for ‘project
1"in April, and print a report. You may also create an Excel spreadsheet, or make a new
list with the contact names. For more complex reporting needs, click Extended
Report.

Print Report | Send to Excel | Cancel (3

Quick Report Hew List from Selections

Selectitemsfomthe pop up menus below:

32303
£ 303

21303
21303
21303

1



5. On Target

Focus your lists precisely.

Finding People
Click the magnifying glass icon to find People, Lists or Orgs.

Lists Q People

f

Enter your search criteria, then click one of the three query options:

Find All Matches—queries across all entries
Find in Current List—queries only the items already in the column
Add Matches to List—finds items that are not already in the column.

You may also choose to omit items that match your query, by clicking the ‘Omit’
checkbox at the left. For more on finding records, consult your FileMaker Pro manual.

Find All Matches Find in Current List | Add Matches to List Cancel (‘:’}

Eriter the text vou wish to find, Use rmore than one request for broader (boclean OR) seardhes:  Mew Request

full name kevwords i | African-American
- title Arnerican History
|l omit armail Anthrapology
Archeology
| Symbols| = : Art and Architecture
| — phanes | Arts & Culture Editars
| Seript: AiiT; Studie; |
| Children 2 Adolescents
[ Eun!inue‘_‘. 2 Classics
I Crime
arganization Cultural Studies
oFfice Econornics & Business
1 Education
| street

Environrmental Studies
European History

| city state zip
| L 1Film




Click the checkbox to the left of a person, list or organization to mark it. Once you
have marked your records, you may show or omit only the marked records. Click the
Show-Omit icon directly above the column's checkboxes, and select an option from
the menu.

Marne

Mrrssssmrrsmsssmsssmssssnnnnn

|-|-
+ 1831 found

Richard Aaron
Erica Abeel
Richard Abidin
Richard Abowitz
Alex Abrarnovidh
Bella Abzug
Julia Adarns
Phillip Adarns
Kenneth Adhien

You can make new lists in any of the following ways:

Find people by clicking the magnifying glass icon

Mark a set of people and then recall them from the Show-Omit menu
Combine a set of existing lists

Find contacts in the Quick Report window, then click ‘New List From

Selections’ at the upper right.

When the names you want are showing, click * to add a new list to the PressFile. You
may also duplicate an existing list, start with a blank list, or create a dynamic list whose
membership matches a list filter.
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Updating Lists

There are a few ways to update a list. Try these approaches with sample lists:

1. Select a list, then mark a few people for omission,
by clicking the checkbox to the left of their names.
2.  From the Show-Omit menu, select ‘'Omit Marked People'.
3. Click * and select 'Update <list name> with Current People’,
or click 'Update List>' at the top of the column.

If you would like to update a list that is not selected:

1. Assemble the desired names in the People column,
by finding or marking records.
2. Ctrl-click on the list you would like to update.
3. From the menu, select 'Update <list name> with Current People'.

To add or remove people from a list one at a time:

1. Select the person you would like to remove or add to a list.

2. Click the History pane, and select the List Membership tab.

3. Find the list by using the filter box at the top of the column. You may need to
uncheck the checkbox labeled ‘only lists with <person’s name>".

4. Check the grey box to the right of the list.

History

Julia Adams

.............................

L anly lists with Julia Adarms Marne = DAPPLEEY

Appleby - Inherting the Revolutbon <«

Appleby - Review Copy
Appleby - Tour



6. Timely Connections

Link your PressFile contacts to your calendar, your Palm and the web

Calendar Events

In the top row buttons, click ‘Calendar’. If your calendar program is not mentioned in
the first menu item, select ‘Choose Calendar...' The PressFile opens any calendar

application for which you can supply a file path, and can create appointments in
Microsoft Outlook™, Entourage™ and iCal™.

2 send to List || calendar (i) Syncto Palm = Repors+ (@

Open Outlook
Event/Reminder for Jocelyn Cordova E

Herme  Reminder in 7 days for Jocelyn Cordova
% 25in list Reminder in 14 days va
[ cindifrtorisle  Reminder in X days...
[ Uane Cooke ME
[ Jocelyn Cordova
] Marilyn Fletcher PW phone =
[ Tra Glass WEEZ RADIO fax ™ (212) 555-1212

om i

Choose Calendar...

Palm Sync

Click the 'Sync to Palm’ button to take the current People column with you on your
Palm™ or PocketPC™,

Web Content

Click the Details pane, and select the "Weblinks' menu, below the street address. The
menu items will bring you directly to web content pertaining to the selected person.

If you have subscribed to the PressFile's Web Services, you can validate email addresses
automatically, without having to send emails and wait for them to bounce. You can
also format United States postal addresses to the standards of the U.S. Postal Service,
including the automatic addition of zip + 4 extensions.
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7. Housekeeping

Keep your data up to date by checking for duplicates and incomplete records

Possible Dupes

Duplicate records are a fact of life in large databases. Many times, the duplicate
records will have similar but not identical names. The PressFile helps you find records
that have similar names as well as similarities in other fields such as phone numbers or
postal codes.

When you select a name that is a possible duplicate, you will see a number in
parentheses to the right of the name field on the Details pane. Click the number to
show the Possible Dupes menu.

Details

Carla Davidson
Carla Davidson

=N Chavidson@test, cam Show Possible Dupes (1)
- 555-1212 +/ Carla Davidson
i S55-1912 Carla Davidson, AMERICAN LEGACY (phone)

Carla

Address 1
AMERICAN HERITAGE

&0 Fifth Avenue
Mew vork Mv 10011

Select one of the names listed in the menu to show that record. The record you are
viewing will have a checkmark.

If you decide to delete a record with possible dupes, you may wish to reassign the
history items that belong to the record you're removing. To reassign all the history
items for a possible dupe, click the = to the right of the person's name and select
'Reassign history items to..." Select the record you would like to receive the history
items from the submenu.

To reassign a single history item for a possible dupe, click History and select the
'‘Contacts’ tab. Select the history item you would like to move, and click the = at the

right edge of the ‘Contacts’ tab. Select 'Reassign this item to..." and select the record
you would like to receive the history item from the submenu.



You can also find all the possible dupes in a list. Select the list, then select the ‘Show-
Omit' menu (the grey checkbox at the top left in the People column). Select ‘Possible
Dupes’, then select 'Show’, ‘Omit" or 'Mark' from the submenu.

Records missing addresses or contact history
Select the list you wish to check, then select the ‘Show-Omit' menu (the grey

checkbox at the top left in the People column). In addition to ‘Possible Dupes', you
can check for:
Bad or Missing Emails—fields that are empty or invalid

Incomplete Addresses—missing a postal code, for instance

People with No History—records that have no recorded contact items

Select one of these items, then select ‘Show’, ‘Omit’ or ‘Mark' from the submenu.

Advanced Features

Table views, FileMaker features

Table Views

Every PressFile column offers quick access to a table view. Look for the "Table Grid’
icon at the upper right corner of each column.

gl fend to List B Calendar '__] Syncto Palm = Reports @
Lists = People G, History
Marne - \ Marne - \ Panos D. Bardis
~
All 25 shown Court: + 2%in list Contads

[] ALL PECQPLE 5] Erica Ainsbury ECTTOR, ASCAR MEWS O oy lists with D, Pancs D, Marne = | ADPLERY
[ ad Hoe List Tic 25 b [ Chades dlexander Editor, Irtematonsl Mews,
[ Afsamuddin - Hermneneutics and Honor 3 [ Bruce Allen FIRKIS REVIEWS Appleby - Inheriting the Revolution Fossrman Tistge
[ Appleby - Inherfting the Revoldion =1 [] Mina Ayoub Assistart Editor, CHROMICLE ©F  Appleby - Review Copy Rosemary Tistge
[ Applaby - Review Copy Fosermany 43 [ Dr Panos Dy Bardis BOOK REVIEW EDITOF » Appleby - Tour Rosernar Tietge
[ Appleby - Taur Rosemar Tietge a [ Dave Bamy MIAMI HERALD
[[] Btinig - From Corfrad: to Covenarnt 1z [¥] Robet Biggs ECITOR, JML MEAR EASTERM ST)
[] Btinig - Galleys Fosemar Tietge 1] [ Jonathan Bing Edior [Trterdiews ], PUBLISHER

Click the Table Grid' icon to display a new window containing a scrolling list of the
contents of the column.
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This table view is a full-featured FileMaker window, where you can:

Click the column headings to sort by that column
Resize or reorder the columns by clicking and dragging
Perform finds

Replace the contents of a field across all found records.

To learn more about these features, consult the FileMaker Pro manual.

This version of the PressFile uses FileMaker Pro as its database engine. FileMaker offers
additional features to PressFile users, such as:

Web publishing via XML
SQL integration
Customized interfaces
The PressFile's FileMaker foundation offers the ability to customize virtually any aspect

of the software. For more information, consult the FileMaker Pro manual, or call your
PressFile support staff.



Presskile Support

Get more out of the PressFile through fee-based support

Support Options

The PressFile's quarterly service options include web services, phone support and
screensharing over the web. Support is also available on an hourly basis. For more
information, visit

pressfile.com/support

or call:

U.S.: 8-PressFile (toll-free, 877-377-3453)
International: +305-273-6096

or write:

help@pressfile.com
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