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Organizer Print Layout Guide

Lotus Organizer 97 GS® offers over 40 predefined layouts for printing your
Organizer® information. This guide shows you what each print layout
looks like so you can choose those best suited to your needs.

In the following pages, you'll find samples of all the Organizer print
layouts. Each page contains the layout name, description, and a sample
printout. For a comprehensive list of all print layouts and where they
appear in this guide, see “Print Layout List,” on the next page.

When you print, choose layouts from the “Layout” box in the Print dialog
box. Remember that the list of layouts changes depending on the section
you’re in.

The samples in this book show how printouts look with Organizer’s default
settings. You can customize print layouts to conform to your individual
preferences.

For more information

For more information on customizing print layouts and Print Layout
elements, see Exploring Organizer Chapter 4, or refer to Help (online
documentation).

1. Choose Help - Search.
2. Type Printing, Customizing layout styles
3. Click Display.



Print Layout List

The following list contains all the Organizer print layouts by section and the
page where each one appears in this guide.

Calendar
Calendar List ............... 3
Daily Calendar/ToDo ........ 4

Daily Calendar/To Do/Calls ... 5

DailyPage ................. 6
Daily Timeline .............. 7
Daily Trifold Deluxe List ...... 8

Daily Trifold Deluxe Timeline .. 9

Daily Trifold List ............ 10
Daily Trifold Timeline ........ 11
Meeting Report . ............ 12
Monthly Calendar ........... 13
Multiple Calendars .......... 14
Weekly 2-Page .............. 15
Weekly Timeline ............ 16
Weekly Work Timeline ....... 17
Yearly Calendar ............. 18
To Do

Daily Calendar/ToDo ........ 4

Daily Calendar/To Do/Calls ... 5
Daily Trifold Deluxe List
Daily Trifold Deluxe Timeline .. 9

Daily Trifold List ............ 10
Daily Trifold Timeline ........ 11
Monthly ToDo ............. 13
StatusReport ............... 19
ToDolList ................. 20
Address

AddressCard ............... 21
Address Card (Rolodex) ...... 25
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ContactCard ...................... 22
Envelope (and Envelope International) ..25
Full AddressCard .................. 23
Label (and Label International) ........ 25
PhonelList ........... ... ... ... ..... 24
Planner

Daily Trifold Deluxe List ............. 8
Daily Trifold Deluxe Timeline ......... 9
Monthly Planner ................... 13
Planner List . ...................... 28
Quarterly Planner . .................. 29
YearlyPlanner ..................... 30
Notepad

Notepad Contents  .................. 31
Notepad Contents and Pages .......... 32
Notepad Pages ..................... 33
Calls

CallsCard ............ ... .. ... ..... 26
CallsList ............ ... . ... ..., 27
Daily Calendar/To Do/Calls .......... 5
Daily Trifold Deluxe List ............. 8
Daily Trifold Deluxe Timeline ......... 9
MonthlyCalls ...................... 13
Anniversary

Anniversary List .................... 34
Daily Trifold Deluxe List ............. 8
Daily Trifold Deluxe Timeline ......... 9
Monthly Anniversary ................ 13



Calendar List
Prints appointments from a Calendar section for the date range you specify.

Calendar List 10/11/99 - 10/18/99 jwagner.OR4
SIS T October 199 [ ovember 195 ]
S MTWTFSISMTWTEFSISMTWTFS

12 34 112 12345
56 7 8 9 10nuf8 a5 678 9(|7 8 91011 1213

12 13 14 15 16 17 18[10 16(|14 15 16 17 18 19 20
19 20 21 22 23 24 25|17 23||21 22 23 24 25 26 21
26 27 28 29 30 2425 26 27 28 29 30([28 29 30

31

8

@ calendar
Start End Category Description
7:30 AM 8:30 AM Expense Breakfast at Peter's with Liz, Katie, and Maureen
& 10:00 AM 10:30 AM Meeting, Staff 6? Weely staff meeting
1:00 PM 2:00 PM Lunch meeting: Discuss Q3 earnings
430PM 6:00 PM Issues I3 mterview: Tom Rosenthal
6:00 PM 8:00 PM Ideas Dinner at Akiko's to discuss Web page:

Eddie, Claire, Patsy, Paul, and Bobbie

9:30 AM 1000 AM Project Meet with Carlos, Chris, and Barbara:
N publishing milestones
11:00 AM 1200 PM Soundtrack Meet with Molly, Michael, Robin, & Liz:
soundtrack review
2100 PM 4:00 PM Expense Budget review with Cynthia, Jacques, & Lesiie: Toronto project
5:30PM 6:00 PM

Meet with Viadimir, Bill, and Larry:
Q1 revenue projections

8:30 AM 9:30 AM Ideas, Meeting Meet regarding ad campaign strategy
o2
11:30 AM 12:30 PM Promotions Taping for TV ad
& 4:00 PM 6:00 PM Project Steering meeting
8:00 AM 10:15 AM Product Review catalog mockup
% 2:00 PM 3:00 PM Meeting 6? Pricing Committee
6:00 PM 9:00 PM Prodict Dinner with T Hill: post-produict iaunch strategy
2:00 PM 3:00 PM Personal ) Tennis
i
2:00 PM 2:00 PM Personal Antique Fair at Bronsfield
10:00 AM 10:30 AM Meeting, Staff (ﬁj? Weekly staff meeting
. 10:30 AM 11:30 AM Tradeshow Tradeshow schedule meeting
©1999 Lous Development Corp. 101299 2953 A Page1
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Daily Calendar/To Do

Prints appointments and tasks from Calendar and To Do sections as a
single day on each page for the date range you specify.

Daily Calenda October 11 jwagner.OR4
I [
wTw T
T 5
swomf|aas s 7slellze s 00
12 13 14 15 16 17 10| 10§ 12 13 14 15 36| [14 15 16 17 38 19 20)
19 20 21 22 23 24 25| 179 10 20 21 22 23| [aa 22 23 24 25 26 27
26 27 26 25 0 (24 25 26 27 28 29 20| [28/29 30
(I} Calendar ## To Do
[Time DesEHpion 1 B 0
7 :: o 3 Follow up
. Ask Larry, Robin, and Amy about edits
[Breakiast at Peters with Lz, Katie, and Maureen b Y
— [ 1 Staff
8 :: Send resumes to Chris
E
37
i s
E
10 % Weekly staff meeting ‘
i
E
%
111’: T
%
12
1 %[ Lunch meeting. Discuss Q3 earnings.
F
%
2 -
e
37
i s
E
=]
4 5|
| interview: Tom Rosenthal
& 7| Dinner at Akio's to discuss Web page:
9 Eddie, Claire, Patsy, Paul, and Bobbie
o
7
i
o
TP ——— TonvmassAN S S oy eae
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Daily Calendar/To Do/Calls

Prints appointments, tasks, and calls from Calendar, To Do, and Calls
sections as a single day on each page for the date range you specify.

Daily Calendar o/Calls Monday, October 11, 1999 jwagner.OR4
[ November1989 ]|
s ™ F s FS|ISMTwTFS
12 34 12 123 4 56
5 6 78 91018 a5 6 7 89|78 910111213
12 13 14 15 16 17 18|[10 B 12 13 14 15 16[14 15 16 17 18 19 20
19 20 21 22 23 24 25|[17 18 19 20 21 22 23|[21 22 23 24 25 26 27
26 27 28 29 30 24 25 26 27 28 29 30||28 29 30
@ calendar
Start End Category Description
7:30 AM 8:30 AM Expense Breakfast at Peter's with Liz, Katie, and Maureen
10:00 AM 10:30 AM Meeting, Staff & Weekly staff meeting
1:00 PM 2:00 PM Lunch meeting: Discuss Q3 earnings
4:30 PM 6:00 PM Issues A Interview: Tom Rosenthal
6:00 PM 8:00 PM Ideas Dinner at Akiko's to discuss Web page:
Eddie, Claire, Patsy, Paul, and Bobbie
# ToDo
[s P Category/Description
[e] 3 Follow up
Ask Larry, Robin, and Amy about edits.
C 1
Send resumes to Chris
< calls
[Time Person/Phone Number Company Status ©
11:30 AM Emilio Carvez Celluloid Heroes No Answer Ideas
809-555-5757 What are his 2000 openings: June - August
3:00 PM  Will Isaac The Round Table Planned ﬁ [1 Order screenplays for fim class.
617-555-9393
1969 Lotus Development Corp. 101199 1955 M S=Status P=Priory Page 1
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Daily Page

Prints appointments and any entries showing through to a Calendar section
as a single day on each page for the date range you specify. This example
contains entries showing through from the Planner, To Do, Calls, and
Anniversary sections.

Daily Page October 11, 1999 jwagner.OR4

SeEiembeleQQ )c 9
S M TWTFSI|SM T F
12 34 1 12 3 4 56
5 6 7 8 910113 4 5 6 7 8 9|7 8 9 1011 12 13
12 13 14 15 16 17 16| 10 |fBY 1 13 14 15 16|14 15 16 17 18 19 20
19 20 21 22 23 24 25[(17 18 19 20 21 22 23||21 22 23 24 25 26 27
26 27 28 29 30 24 25 26 27 28 29 30||28 29 30
31

November 1999
W T FS

S M T

S
2

Monday

& Ask Larry, Robin, and Amy about edits

o) Send resumes to Chris

Emilio Carvez 809-555:-5757.
Will Isaac 617-555-9393
Film Review

Christopher's birthday

7:30 AM  Breakfast at Peter's with Liz, Katie, and Maureen

10:00 AM & WeeKly staff meeting

1:00 PM Lunch meeting: Discuss Q3 earnings

4:30 PM 3 Interview: Tom Rosenthal

6:00 PM Dinner at Akiko's to discuss Web page:

Eddie, Claire, Patsy, Paul, and Bobbie

© 1999 Lotus Development Corp. 101299 2t 10:54 AM
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Daily Timeline

Prints appointments from a Calendar section as a single day on each page

for the date range you specify.

Daily Timeline 10/11/99

Sepiember 1999
S M T W T FS

S M T

Wt

jwagner.OR4

Novermber 1999

12 3
56 78 910
12 13 14 15 16 17
19 20 21 22 23 24
26 27 28 29 30

34567
10 [ 12 12

17 15 19 20
24 25 26 27

14 15 16 17 18 19 20
21 22 23 24 25 26 21
28 29 30

B calendar

Time MDndai

Breakfast at Peter's with Liz, Katie, and Maureen

©

‘Weekly staff meeting

Lunch meeting. Discuss Q3 earnings

Interview: Tom Rosenthal

Dinner at Akiko's to discuss Web page:
Eddie, Claire, Patsy, Paul, and Bobbie

© 1999 Lotus Development Corp. 10111199 2t 9.05 A

Page 1
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Daily Trifold Deluxe List

Prints appointments, tasks, calls, events, and anniversaries from Calendar,
To Do, Calls, Planner, and Anniversary sections as a single day on each
page for the date range you specify.

Daily Trifold Deluxe List Monday, October 11, 1999 jwagner.OR4
) Calendar & ToDo 2 Calls
St End Description E_* ] [ ione Number ]
730AM  830AM  BreaklastalPeterswih Lz, Kaie,and O 3 Folowup Emilo Carvez Ideas
Maureen Ask Larry, Robin, and Amy about edits Celluloid Heroes. What are his ‘00 openings: June -
OO0 AN OO AN By Weekly Siar ineiing & S 809-555-5757 August
TO0BRI T S00 BM T Liieh eeting: DIscuss O3 Bainings Send resumes (o Chrs
ARBN 00 B igview: To Rosenial {82 order screenplays for fim
6/00°PHI OO BRI Diiier al AKIKG'S o GiScsS Web pge: The'Round Table dlass,
Eddie, Claire, Patsy, Paul, and Bobbie 6175559393
= .
{3 Pranner [3) Anniversary
[Event Category/Note ] [category Description
Eim Review Promotional video Personal Christopher's bithday

8 Lotus Organizer 97 GS



Daily Trifold Deluxe Timeline

Prints appointments, tasks, calls, events, and anniversaries from Calendar,
To Do, Calls, Planner, and Anniversary sections as a single day on each
page for the date range you specify.

Daily Trifold Deluxe Timeline Monday, October 11, 1999 jwagner.OR4
(%) Calendar & ToDo 2 Calls

i Do i c— I ey ]
79 0. 3 Folowup Emilo Carvez deas

Ask Larry, Robin, and Amy about edits Celluloid Heroes ‘What are his ‘00 openings: June -
509-555-5757 August
BB Order screenplays for fim
The Rourd Table dass
517:555.9393

| Breakfast at Peter's with Liz, Kate, and Maureen &y

Siaff
Send resumes 1o Chris

[Weekly staff meeting ‘

P
siglaie)s

Lunch meefing: Discuss Q3 eamings

58 aie)

w
5ie]aie

IS
siala

Inerview: Tom Rosenthal ’
(3 Planner [3) Anniversary

[Event Category/Note ] [category Description

Fim Review Promotonal video Personal Chrisopher's birthday

Lz

o

>

Dinner at Akiko's (0 discuss Web page:
Eddie, Claire, Patsy, Paul, and Bobbie

slsig|sislsis

<

2858
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Daily Trifold List

Prints appointments and tasks from Calendar and To Do sections as a
single day on each page for the date range you specify. An Action Items
section is included for you to write in comments or items.

Daily Trifold List

Monday, October 11, 1999

jwagner.OR4

100PM 200PM Lunch meeting Discuss Q3 eamings

430PM 6:00PM @ Interview: Tom Rosenthal

600PM 10:00 PM Dinner at Akko's to discuss Web page:
Eddie, Claire, Patsy, Paul, and Bobbie

24 25 26 27 28 20 30|28
3

@ Calendar # To Do
o T sl vt e s|s vt s B F
730 AM B30 AM Breakfast at Peter's with Liz, Kate, and T TS T o 3 Folowup
Maureen s ofl7 o 5101 128fl7 6 5 1011 12 3 sk Lary, Robin, and Amy about edits
10 11 12 13 14 15 16134 15 26 17 36 19 0l 15 136 17 130 19 20)
1000 AV 1030 A Weekly staff meeting 1715 1920 2122 Bflsr 22 7 s | 2 mus T 1 Sl

Send resumes to Chris

TR D T

456 78 910

25 26 27 28 20 30

2345
9 10

16
23

T T2 35 45
6 78f6 75 010m02

1112 13 14 15[[13 14 15 16 17 15 19|

17 18 19 20 21 22120 21 22 23 24 25 26

24 25 26 27 28 29|27 28 20 30

U 1500 T T | TR
T T E|E T e T e s
T
456 78 o0fl8 51011213145 6 78 5 0m
11 12 13 14 15 16 17|15 16 17 18 10 20 21|f12 13 14 15 16 17 18]
18 19 20 21 22 23 24|22 23 24 25 25 27 28[19 20 21 22 23 24 25|
25 26 27 28 29 30 31|20 26 27 28 29 30

overmber T Tecember T

T
MTw T Fs|swTwT Fs|

[ ouober o]
[Ewrwrrs|
T

34567 8 0f7

10 11 12 13 14 15 16|14

17 15 15 20 21 22 23]

21

28 29 30

24 25 26 27 28 29 30|
51

89101 1218l 6 7 & 0 101

15 16 17 18 19 20112 13 14 15 16 17 18

22 23 24 25 26 27|19 20 21 22 23 24 25

26 27 28 29 30 31

Action Items

©199Lcus Dmvpmer o

01U %1006 S-Staws PPty

10 Lotus Organizer 97 GS




Daily Trifold Timeline

Prints appointments and tasks from Calendar and To Do sections as a
single day on each page for the date range you specify. An Action Items
section is included for you to write in comments or items.

Trifold Timeline jwagner.OR4
@ Calendar # To Do
Sana 1555 Febriary 1050 Warch 159
(T e | e, i \
7 T T kS T T o 3 Follow up
f 395 678078 0wnukE[7e 0012
ke o " 5 10 11 12 13 14 15 16|[14 15 16 17 18 19 20|14 15 16 17 18 19 20| Ak Lary, Robin, and Amy about edts
Hpreakdastat Peter's with Liz, Katie, and Maureen 17,15 15 50 21 55 232k 72 25 30 20 o |lBh 2 5 e el ¢ T st
3 ?; 25 26 27 28 29 30|(28 28 29 30 31 Send resumes to Chris
i
3 P |
b2 ] T T2 3 a8
5678 9mf2s 5 1 1)
9 11 12 13 14 15 16 17||8 10 11 12 13 14 15|43 14 15 16 17 18 19|
i 18,15 20 21 22 23 24116 17 18 19 20 21 22|20 21 22 23 24 75 28
25 26 27 26 29 30| 123 24 25 25 27 28 29|27 28 29 30
p Cm 777 fson "
10 #fweeKly siafl mesing by 1959 Ao Seplpnber 1907
x 2 34
& omolle 9101112 130fls 6 7 8 o 101
E 1117 13 14 15 16 17115 16 17 18 19 20 21[[12 13 14 15 16 17 19
18 19 20 21 22 23 24|22 23 24 25 26 27 28|19 20 21 22 23 24 2§
11 2627 28 29 30 3129 30 31 26 27 28 2 %0
i
2 Gciober 1699 Novermber 1699 ‘December 1t
i WoTw T rs|Sw o w Fs|s T w s
7 T T T T
1 3.4.56 7 897 8 91011235 6 7 8 9 101
x 10 11 12 13 14 15 16|24 15 16 17 18 19 20]|12 13 14 15 16 17 18|
3 17 18 19 20 21 22 23(|21 22 23 24 25 26 27)|19 20 21 22 23 24 25
p 24 55 25 27 28 29 0|28 29 30 26 27 28 29 %0 31
» = a1
1 ¥ Lunch meeting: Discuss Q3 earnings
E Action Items
2
i
3
i
2
x
4 interview: Tom Rosenthal
5
i
6 % Dinner at Akiko's to discuss Web page:
2 Eddie, Claire, Patsy, Paul, and Bobbie
7
i
[ —— 1 ai0TAN SSats Pepiry rpt
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Meeting Report

Prints meeting information (description, room, and attendees) on one page
for a selected meeting with space for manually recording meeting notes.

Meeting Report Wednesday, October 13, 1999 jwagner.OR4

Sepiember 1999
T

S M TWTFS
12 3.4

November 1999
S

M T W T FS

5 6 7 8 9 1011f|3 4 5 6 7 8 9|/7 8 9 10 11 12 13
1213 14 15 16 17 18|10 JY 12 13 14 15 16|14 15 16 17 18 19 20
19 20 21 22 23 24 25[|17 18 19 20 21 22 23||21 22 23 24 25 26 27

26 27 28 29 30 24 25 26 27 28 29 30|28 29 30
31
@) calendar
[Start End Location Description |
2:00PM  4:00 PM

Pricing Committee

-International issues
-Discuss wholesale pricing adjustment
-Presentation on seasonal promotions

|Attendees Notes

]
Andrew Lindsay/Organizer
Maria Crow/Organizer

©1999 Lotus Development Corp. 1011/99 2t 333 PH Page1
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Monthly Calendar, To Do, Planner, Calls, or Anniversary

Monthly layouts for Calendar prints appointments and any entries showing
through to a Calendar section as a single month on each page for the date
range you specify. This example contains entries showing through from the
To Do, Calls, Planner, and Anniversary sections.

Monthly layouts for To Do, Calls, Planner, and Anniversary sections only
show entries from the individual sections.

Note Monthly Calendar, Monthly To Do, Monthly Planner, Monthly Calls,
and Monthly Anniversary are the layout titles that appear in Organizer.

Monthly Calendar October 1 - 31, 1999 jwagner.OR4

Q) Calendar
S Monda Tuesaay T T Friday Saturda,
27 28 1 2
ercury projed] \\—u T ercury projed Mercuy projed Mercuy projed] 200 PM Tennis
00 3 ety st meet]
4 5! 6 7 8 9
1200 P Flea Market nferen nferen nferen 6:00 AM AM Debrief on PM Tennis
10:00 AM Weekly staff meetin}11:00 AM Debrief on in-sore [12:00 PM Lunchtime Lecture:[Megan o discuss promotions
[11:30 AM Brainstorm wiAliice [promotions performance. [Elements of Effective
(Communication
12 13 14 15 16
Miriam and Mariyn Birthdays| ristine - 203-555-4536 X61fivichael venuri 617-555-44]Wlarc Y 6-555-1982a 803:555-0291 x2}800 PM Tennis
9:00 AM Annual Park clean-uj lorgan, 8:30 AM Meet regarding ad ~ [John Sanbors rurmday |antonakos
Send resumes to Chiis  [Larry's Birthday campeign stategy [10:00 AM Ly project 5:00 AM Review catalog mocHup
Cal forresevations at  [9:30 AM Mee with Carlos, ChS" iesores die 200 PM Pricing Commitce.
Justin's Diner tonight |and Barbara: publishing 1130 AM Taping for TV ad ~ [6:00 PM Dinner with T. Hill:
|& reckoverseas revene miectones l4:00 PM Steering committee [post-product launch strategy
projections 100 AM Meet vith Molly, meeting
7:30 AM Breakfast at Pet l(achae\ Robin, & Liz:
with Liz, Kate, and Mauregsoundirack review
10:00 AM Weekly staff  [2:00 PM Budget review with
[Cynthia, Jacques, & Leslie:
100 PM Lunch meeting: [Toronto project
Discuss Q3 eamings
v
17 18 19 20 21 22 23
2:00 PM Antique Fairat |Amal Nj 919-555-0qpAchada 01144-181.739- FAMena pojet [snavana212.655 2178 xfchacl 508.555-4908 x31B00 PM Ternis
Bronsfeld |Athena project Desivio 1:30 AM Review brochure  [Skalkos kim |4:00 PM Record Convention
10:00 AM Weekly staff meetinffihena project ayout cynthia & sill. 1989 10:30 AM Tradeshow schedulf
10:30 AM Tradeshow schedul[:00 AM Press briefing 3 :30 PM Brief North PM Lunch with J.
meeting 100 Pt Operaions meeting sales team on upcoming procstuct specs 2:00 PM Pricing Committee:
5:00 PI [2:00 PM Sales call: Locker, In}
evenin Amna Rors
24 25 26 27 28 29 30
L0 A Brnch a onmmy cforr Wit o3 AM Parrish _508-555-0901 x98.00 AM Breaklast al Peler's 2:00 PM Tennis
|with Dan & Barbar 10:00 AM weekly saff meetnbschedule vith Andrea Michael Kim 5554908 3|8 icing Committee
4:00 PM Review: Catalog | 3:00 PM Monthiy 9:30 AM Seasonal promotion
mockup videoconference with update
Headquarters 2:00 PM Steering Committee.
meeting
3L 1 2 3 1 5 [
Halloveen [Pablo proje] 9:00 AM Breaklast with Steve|2:00 PM Meel with Caflos, CIFi%:00 PM Meet vith Viad abol:00 PM Pricing Commitiee. | 2:00 PM Tennis
1:00 PM Pig & Pepper Fesiival10:00 AM Weekly staff book tiles [and Barbara: publishing  [product development priorie]
miestones update
1999 Lot Dovelopment Gorp oo 1048 A P 1
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Multiple Calendars

Prints appointments and any entries showing through to the Calendar
section in two or more Organizer files as a day per page for the date range

you specify.

ple Calendar Monday, October 11, 1999 jwagner.OR4

B e
2 3 4 1 1 2 3 4 5
B e 55 mfllEle s s v s [Sl e w0z
12 13 14 15 16 17 18||10 12 13 14 15 16((14 15 16 17 18 19 20
19 20 21 22 23 24 25||17 18 19 20 21 22 23([21 22 23 24 25 26 27

26 27 28 29 30 4 25 26 27 25 29 3028
@ calendar
Time Mond:
Calendar McMurray's Calendar
7 o
15
w|Breakfast at Peter's with Liz, Katie, and Maureen [Breakfast at Steve's with Erin, Keith, and Amy
ke
8 o)
15
0
s
9 o)
15
%
ke
10 oo|Weekly staff meeting Marc, Mike, Molly, and Dagmar:
15
Y
ke
11 oof [Drop off story boards for Cassie
15
%
s
2|
15
%0
ke
1 oo|Lunch meeting: Discuss Q3 earnings [Lunch meeting - Tom and Bob

a|Interview: Tom Rosenthal

6 oo|Dinner at Akiko's to discuss Web page: Eddie, Claire, Patsy, Paul, and Bobbie,|

© 1999 Lotus Developmert Corp. 10139 a 1057 AV Page 1
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Weekly 2-Page

Prints appointments and any entries showing through to a Calendar section
as a single week on two pages for the date range you specify. This example
contains entries showing through from the Planner, To Do, and Calls

sections.

05:585:5787
617-585.9393

203:585.45%
01-555-5489

fe: Toronto project

617-585-4419

adeampagn sisteay

4165551982

1130 AM Taping for TVad
400PM  Steeting commitee mesting

803-585.0291

st unch stategy.

200 BTemis

20PN Antoue Fair & Bronsfet!
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Weekly Timeline

Prints appointments from a Calendar section as a single week on each page
for the date range you specify.

Weekly Timeline 10/11 - 10/17/99 jwagner.OR4

Sepiember 1999 November 1999
S M T W T FS|SMTWT SM T wWTFS
12 34 2

P
T
8

19 20 21 22 23 24 25|
26 27 28 29 30 24" 25 26 27 28 29 30|[28 29 30

@ calendar
Time Monda) Tuesda) ‘Wednesd: Thursday Frid: Saturday Sunday

7 ol

15
|Breakfast at Peter's

Ls|with Liz, Katie, and
p Maureen

Review catalog

15 mockup
EJ Meet regarding ad

) campaign strategy

30) Meet with Carlos,

Chris, and Barbara

5|
10 oo|Weekly staff meeting

11 ® Meet with Molly,

P Michael, Robin, & Liz
kY review Taping for TV ad

1 oo|Lunch meeting:

15|Discuss Q3 earnings

2 Budget review with Pricing Committee | Tennis Antique Fair at

15 Cynthia, Jacques, & Bronsfield
Leslie: Toronto projed

4 Steering

15} meeting

20| Interview: Tom

45| Rosenthal

el Meet with Viadimir,

5] Bill, and Larry:
6 @[Dinner at Akiko's to Dinner with T. Hill:

15| discuss Web page: post-product launch
x| Eddie, Claire, Patsy, strategy

.| Paul, and Bobbie.

©1999 Lotus Developmert Corp. 1011992t 930 AM Page 1
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Weekly Work Timeline

Prints appointments from a Calendar section as a single work week
(Monday - Friday) on each page for the date range you specify.

Weekly Work Timeline

10/11 - 10/15/99

SM TWTFS

Sepiember 1099

October

November 1999

17 1
25 26 27 28 29

21 22 23 24 25 26 21

jwagner.OR4

26 27 28 29 30 24 30|28 29 30
31
@ calendar
Time Mond Tuesda) Wednesday Thursday Frida

7 o
15
30| Breakfast at Peter's with Liz,
5| Katie, and Maureen

8 ol Review catalog mockup
15
30) Meet regarding ad
p strategy

9 o
15
39 Meet with Carlos, Chris, and
45| Barbara:

10 00| Weekly staff meeting
15
3
4

11 o Meet with Molly, Michael,

i Robin, & Liz:

soundtrack review i
30) Taping for TV ad
4s)

IZE
15
3
45

1 o Lunch meeting: Discuss Q3
1¢| earnings
¥
4}

2 o Budget review with Cynthia, Pricing Committee
1 Jacques, & Leslie: Toronto

project
3
4]

3 o
15
3
45

4 o Steering meeting
15
30| Interview: Tom Rosenthal
4}

5 %

15
30 Meet with Vladimir, Bill, and
4] Larry:

6 0| Dinner at Akiko's to discuss Dinner with T. Hill:
15| Web page: post-product launch strategy|
39| Eddie, Claire, Patsy, Paul, an|
| Bobbie
4

7 Y
15
g
4

8 o
15
3
4

© 1999 Lotus Development Corp 10199912 AV Page 1
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Yearly Calendar

Prints a 12-month reference calendar for the year you specify.

arly Calendar

999

©1999 Lotus Development Corp.

January 1999
S T

M

T W

3

10 11 12 13 14
17 18 19 20 21
24 25 26 27 28

7

BR & o e[

©NE ol
885 o nfol

BB K ofn|

“April 1999
M T W T

)

N8E oo

S

E

1 2
6 7 9
13 14 15 16
20 21 22 23
27 28 29 30

July 165

8

9 10
16 17
23 24

56 7
1112 13 14
18 19 20 21
25 26 27 28

B R G oo

6
13

8

27

8 9 10 11
14 15 16 17 18
2122 2324 25
28 29 30

T W

‘September 1999
M T W T F

12)

26|

11
18

BRE~
BR & o el

0 11 12 13 14
7 18 19 20 21
24 25 26 27 28

3
6 7 8 910
13 14 15 16 17
20 21 22 23 24
27 28 20 30

e

December 1999

«.
<]
-
&
o)

M T W T F

so

11
18|
25|

o 48]
<[8]

BRE~

14 15
21 22

6
9 10 1112 13
16 17 18 19 20
23 24 25 26 27

28 29 20

3
6 7 8 910
13 14 15 16 17
20 21 22 23 24
27 28 20 30 31

»lo)

11
18|
25|

101199 at 10:21 AV

Page 1

18 Lotus Organizer 97 GS




Status Report

Prints tasks from a To Do section in order of status (completed, overdue,
current, and future) for the date range you specify.

10/1 - 10/29/99

jwagner.OR4

September 1999 November 1999
SM TWTFSI|I[SMTWTFSIISMTWTF S
12 34 2| 123 456
5 6 78 910113 9ll7 8 910111213
12 13 14 15 16 17 18|10 16/|14 15 16 17 18 19 20
19 20 21 22 23 24 25|17, 23|21 22 23 24 25 26 21
2 27 28 29 30 24 20|28 20 30
31
# To Do
Start Due P Category Description
10/4/99 10/7/99 2 Budget Send fax to Pablo regarding Q3 earnings
10/6/99 10/8/99 2 Review competitive analysis
10/11/99 10/11/99 3 Follow up Ask Larry, Robin, and Amy about edits
10/11/99 10/11/99 1 Staff Send resumes to Chris
10/12/99 10/12/99 3 Personal Call for reservations at Justin's Diner tonight
10/14/99 10/14/99 1 Follow up Check overseas revenue projections
10/15/99 10/15/99 1 Project Listen to soundtrack mix
10/18/99 10/18/99 3 Project Do quarterly status reports
10/21/99 10/22/99 2 Follow up Send printer dates to Mike!
10/25/99 10/25/99 1 Issues Conference call with Le:
10/29/99 10/29/99 1 Personal Get car inspected!

©1999 Lotus Development Corp.

10119921924 AM  S=Status P=Priority
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To Do List

Prints tasks from a To Do section sorted by date, status, category, or
priority. This example shows tasks printed for a specified date range.

10/1 - 10/25/99 jwagner.OR4
# To Do
Start Due S P Category Description
10/1/99
10/2/99
10/3/99
10/4/99 10/4/99 2 Budget Send fax to Pablo regarding Q3 earnings
10/5/99
10/6/99 10/8/99 3 Review competitive analysis
10/7/99
10/8/99
10/9/99
10/10/99
10/11/99 10/11/99 [¢] 3 Follow up Ask Larry, Robin, and Amy about edits
10/11/99 C 1 Staff Send resumes to Chris
10/12/99 10/12/99 F 3 Personal Call for reservations at Justin's Diner tonight
10/13/99
10/14/99 10/14/99 F 1 Follow up Check overseas revenue projections
10/15/99 10/15/99 F 1 Project Listen to soundtrack mix
10/16/99
10/17/99
10/18/99 10/18/99 F 3 Project Do quarterly status reports
10/19/99
10/20/99
10/21/99 10/22/99 F 2 Follow up Send printer dates to Mike!
10/22/99
10/23/99
10/24/99
10/25/99 10/25/99 F 1 Issues Conference call with Leslie, Afsar, and Chris
©1999 Lotus Development Corp. 1019921 B18AM  S=Staus P=Priority Page1
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Address Card

Prints business and home addresses, and telephone numbers from an
Address section for the range you specify; entries can be sorted by last
name, company, category, or another field you select. This example is

sorted by last name.

Address Card

Address

a
I
[y
»

Andrews, Ms. Laurie

Demetri, Mrs. Efronsina

Business Home
Ms. Laurie Andrews

Business
Ms. Efronsina Demetri

Home

Sales Manager

A &E Enterprises 2525 Sycamore Lane

111 Mall Road Weston, MA 02889
Burlington, MA 02145

Tl 617-5552233 &t 1 508-555-4567
Fa 617-555-2000 Fa

Antonakos, Mrs. Lia
Business Home
Mrs. Lia Antonakos

Vice President
Mountain Works, Inc.
2220 River Court
Aurora, CO 80525
i 8035550201 e i
Fax 803-555-0202 Fax

148 Lowell Lane
Aurora, CO 80526

803-555-3849

Bowman, Mr. Steven
Business Home
Mr. Steven Bowman
General Manager

Genco, Inc.

1200 Van Ness

San Francisco, CA 94110

48 Maple Drive
San Francisco, CA 94163
United States

Director of Marketing
C&G Manufacturers

43 Princess Street

Suite 234

Toronto, Ontario M5JR26
Canada

45 Clarendon Street

Apt. #4

Toronto, Ontario M5JR28
Canada

o1 416-555-4300 e 1
Fax 416-555-0099

Te1 416-555-0056
Fax 416-555-5677

I

Estrada, Mr. Juan

Business Home
Mr. Juan Estrada

Sales Manager

Aqua | Gallante Way

78 El Way Caugus, Puerto Rico 00631

Yy
Caugus, Puerto Rico 00621

Tel1 809-555-9008 B
Fax 809-555-5600

TéL 809-555-0087
Fax 809-555-0091

I

Fernandez, Ms. Maria

Business
Ms. Maria Femnandez

Home

71 4155559000 e« 245  Td1  415.555.8907
Fax 415-555-9800 Fa 415-555-8911

President

C&G Manufacturers

43 Princess Street

Suite 234

Toronto, Ontario M5JR26
Canada

345 E. River Road
Toronto, Ontario M5JR27
Canada

Carvez, Mr. Emilio
Business Home
Mr. Emilio Carvez

Director

Celluloid Heroes

5757 East Hastings Street
New York, NY 11564

T 1 212-555-8989 Ba Tl
Fax 212-555-8990 Fax

1212 Verde Avenue
San Juan, Puerto Rico 98563

809-555-5757

Crow, Dr. Perry

Business Home
Dr. Perry Crow

Anthropologist

University of Waterloo

1 Hyde Road

Toronto, Ontario LAN 5GO

Canada

a1 401-555-5489  ex 557 Ta1
Fax 401-555-5490 Fax

©1999 Latus Develcpment Corp.

141655504300 e 123

Fax 416-555-0099

Td1 416-555-6758
Fax 416-555-7744

I

Gonzales, Mr. Emmanuel

Business
Mr. Emmanuel Gonzales

Home

Sales Associate
Target Sports Stores
980 E. LaSalle Street
Chicago, IL 60611

Caplan Square
Apt. 4
Chicago, IL 60612

Td1 312-555-2211 Bt
Fax 312-555-2748

Td1 312-555-5645

Fax

H

Haskell, Mr. Richard

Business
Mr. Richard Haskell

Home

President

Relational Technology Inc.
5441 W. Montgomery Lane
Port charles, NY 10022

107 Emerald Street
Port Charles, NY 10022

TéL 516-555-9899 B
Fax 516-555-6700

1011199 1059 AM

TéL 516-555-2312
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Contact Card

Prints business and home telephone, fax, and e-mail information from an
Address section for the range you specify; entries can be sorted by last
name, company, category, or another field you select. This example is
sorted by last name.

Contact Card

Address

|

And - Has

||

Andrews, Ms. Laurie

Fernandez, Ms. Maria

usiness
Ms. Laurie Andrews

Home

Business Home
Ms. Maria Fernandez

Te1 617-555-2233
a2 617-555-4545
Fax 617-555-2000
Email LAndrews@AOL.com

TéL 508-555-4567

Antonakos, Mrs. Lia

Business
Mrs. Lia Antonakos

Home

Tl 803-555-0291
Fax 803-555-0202

Emi | Antonakos@MW.com

Tel1 803-555-3849

Bowman, Mr. Steven

Business
Mr. Steven Bowman

Home

a2 415-555-9001
Fax 415-555-9800
emi  SBowman@INB.com

Tl 4155559000  Ex 245

Td1 415-555-8907

Fax 415-555-8911

I

Carvez, Mr. Emilio

Business
Mr. Emilio Carvez

Home

Td1 212-555-8989
Fax 212-555-8990

TéL 809-555-5757
E-mad ECarvez@SanJuan

Crow, Dr. Perry

Business
Dr. Perry Crow

Home

Fax 401-555-5490

Td1 401-555-5489 ea 557

T 1 416-555-4300 Tel1
Fax 416-555-0099 Fax
Email MFernandez@CPU.com

416-555-6758
416-555-7744

I

Gonzales, Mr. Emmanuel
Business Home
Mr. Emmanuel Gonzales

Td1 312-555-2211 Td1 312-555-5645
a2 312-555-2217
Fax 312-555-2748

Email EGonzales@AOL.com

H

Haskell, Mr. Richard

Business Home
Mr. Richard Haskell

TéL 516-555-9899 Td1 516-555-2312
Te2 516-555-3859

Fax 516-555-6700

E-mail RHaskel@AOL.com

Isaac, Will

Business Home

Will Isaac

TeL 617-555-9393 Té1 617-555-0805

Fax 617-555-9394

|

Jackson, Mr. Reginald

Busines Fome
Mr. Reginald Jackson

- - T 617-555-9921 T 617-555-0613
Demetri, Mrs. Efronsina an 617.555-0922

Business Home

Ms. Efronsina Demetri Fax 617-555-6752

T4l 416-555-4300 B« 123 T1  416-555-0056

Te2  416-555-0453

Fa 416-555-0099 Fa 416-555-5677

E-mail EDemetri@AOL.com

Estrada, Mr. Juan

Business Home

Mr. Juan Estrada

Tl 809-555-9008 71 809-555-0087

Tz 809-555-9001

Fa 809-555-5600 Fa 809-555-0091

E-mail JEstrda@NU.com

©1999 Lotus Development Carp. 10111/99 & 10:38 AM Page 1
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Full Address Card

Prints primary business and home information for the range you specify for
an Address section; entries can be sorted by last name, company, category,
or another field you select. This example is sorted by last name.

Full Address Card And - Car

Address
Andrews, Ms. Laurie Bowman, Mr. Steven
Business Home Business Home
Ms. Laurie Andrews Mr. Steven Bowman
Sales Manager General Manager
A & E Enterprises 2525 Sycamore Lane Genco, Inc. 48 Maple Drive
111 Mall Road Weston, MA 02889 1200 Van Ness San Francisco, CA 94163
Burlington, MA 02145 San Francisco, CA 94110 United States
Tell 617-555-2233 Ex Tel1 508-555-4567 Tel1 415-555-9000 Bt 245 Tell 415-555-8907
Tol2 617-555-4545 Tel2 T2 415-555-9001 Tel2
Fax 617-555-2000 Fax Fax 415-555-9800 Fax 415-555-8911
E-mail LAndrews@AOL.com E-mail E-mail SBowman@INB.com E-mail
[Unused] {Unusec]
[Unisedz] {Unused2])
spouse  Alex Andrews spouse  Cheryl Ann Comerford
cnidren Alicia & Phillip Critren
caregory Staff Category
Transferred from the Allentown office in In charge of creating retail displays.
May of '99.
Very good in dealing with the retail
channel.
Antonakos, Mrs. Lia
Business Home Carvez, Mr. Emilio
Mrs. Lia Antonakos
. - Business Home
Vice President Mr. Emilio Carvez
Mountain Works, Inc. 148 Lowell Lane Director
iifgr:'\'ce{.}%%gs Aurora, CO 80526 Celluloid Heroes 1212 Verde Avenue
' 5757 East Hastings Street San Juan, Puerto Rico 98563
Tel1 803-555-0291 Ex Tel1 803-555-3489 New York, NY 11564
Tel2 Tel2 Tell 212-555-8989 Ex Tel1 809-555-5757
Fax 803-555-0202 Fax Tel2 Tel2
E-mail LAntonakos@MW.com E-mail Fax 212-555-8990 Fax
[Unused1] E-mail E-mail ECarvez@ SanJuan
Unusedz] Assistant
sposse  Charles Antonakos Categoy  Follow up
Chicren Check on availability of extended
caregory Client payment plan.
Heading up the '99 product promotion
schedule.
©1999 Lot Developrment Corp 1011/99:110:59 AM Page 1
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Phone List

Prints primary business and home telephone numbers from an Address
section for the range you specify; entries can be sorted by last name,
company, category, or another field you select. This example is sorted by

last name.
Phone List

Address

[ Name Business Home |

M andrens, Ms. Laurie 617-555-2233 Ext 508-555-4567
Antonakos, Mrs. Lia 8035550361 B 80375553486

I sovman, Mr. Steven 415-555-9000 B 245  415-555-8907

EMcarvez, vr. Emilio 212-555-8989 Ext 809-555-5757
Crow, Dr. Perry 40175555489 B4 557

M oermetri, Mrs. Efronsina 416-555-4300 Bt 123 416-555-0056

Estrada, Mr. Juan 809-555-9008 Ext 809-555-0087

Fernandez, Ms. Maria 416-555-4300 Bxt 416-555-6758

KM conzales, Mr. Emmanuel 312-555-2211 Ext 312-555-5645

Haskell, Mr. Richard 516-555-9899 Ext 516-555-2312

Wl isaac, wil 617-555-9393 B¢ 608

Jackscn, Mr. Reginald 303-555-9921 Ext 617-555-0613

Kline, Mr. Jack Ext 617-555-3456

Lee, Miss Ming 617-555-9252 Ext 617-555-5559
Ly, Nir. Robert 508-555-2 553 B 508-555-4488

Morgan, Miss Christine Ext 203-555-8971

Naj, Ms. Amal 919-555-0954 Ext 919-555-8242

Mo Donohue, Mrs. Patricia 416-555-1937 Ext 416-555-7391

I;rarish, Mr. Al 508-555-0901 Ext 508-555-4613

M quinn, Mrs. Janet 416-555-6523 Ext

IR Ronr, Dr. Michelle 617-555-7193 Ext

M skalkos, Ms. Andriana 212-555-2178 Ba 21 011-44-181-739-6395
Spiinski, Mr. Bob 303555-6099 i 50375555324

Il Trask, Mr. Richard 413-555-6835 Bt 413-555-6194

I unger, Miss Robin Ex 319-565-5761

A venturi, Mr. Michael 617-555-4419 Ext

KM wishna, Mrs. Diane 416-555-3589 Bxt 416-555-3251

E® xylan, Mr. John 617-555-7769 Ext

I8 vang, Mr. Marc 416-555-1982 Ext 416-555-8891

Bl zenga, vis. Lesie 303-555-9091 Ext 303-555-1591

Ext

1999 Lot evelopmet Corp 101199933 A Page 1
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Address Card (Rolodex)

Prints business and home addresses, and telephone numbers from an
Address section for the range you specify onto Rolodex® cards.

Andrews, Ms. Laurie

Business Home

Sales Manager

A&E Enterprises 2525 Sycamore Lane
111 Mall Road Weston, MA 02889
Burlington, MA 02145

Tl

617-555-2233 B
617-555-4545 T 508-555-4567
617-555-2000 ez

LAndrews@AOL.com

Ta2
Fac
Emai

Emai

'

Envelope and (Envelope International)

Prints the business or home mailing address from an Address section using
one contact name per envelope for the contacts you specify.

Ms. Laurie Andrews
Sales Manager

A & E Enterprises
111 Mall Road
Burlington, MA 02145

Label and (Label International)

Prints the business or home mailing addresses from an Address section for
the range you specify using one contact per label.

Ms. Laurie Andrews Mr. Steven Bowman Mrs. Lia Antonakos
A & E Enterprises Genco, Inc. Mountain Works, Inc.
111 Mall Road 1200 Van Ness 2220 River Court
Burlington, MA 02145 San Francisco, CA 94110 Aurora, CO 80525

=

L
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Calls Card

Prints call information from a Calls section for the range you specify; entries

can be sorted by date, name, company, or category. This example shows

calls sorted by name.

A calls

Calls Card And-Zen

The Round Table

Tower Research

Antonakos, Lia Naj, Amal

Call Lia re: seasonal promotions. Find out if they've received shipment yet.

Lia Antonakos Left Message| Amal Naj No Answe
Mountain Works, Inc. Promationg

803-555-0241 919°555-095

Carvez, Emilio Parrish, Al

What are his '00 openings: June - August Discussed details of proposal.

Enmilic Caivez Nio Answer Al'Parrish Ansiwered
Celluloid Herios Idea R&LAs Client
10/41799 11:30'AM 10/27/99 130 PM

809-555-5757

Crow, Perry Rohr, Michelle

Interesting published paper: see article in London Press 9/12/96 Call again re: alterations to living room.
Perry Crow Ty later Niichélle Rohr Left Message
University of Waterloo Personal

1 :00 PM 1018199 1700 PM

401°555°5489 617-555-7193

DesSilvio, Michaela Skalkos, Andriana

Call her about trip to Crete: Knossos Call to confirm rental house deposit.

Michaela DeSilvio Calling Back Andriana Skalkos Answered
Vacation Close capture

10719799 2:30 10/21/98 410 P

011-44-181-7 212-555-2178

Isaac, Will Venturi, Michael

Order screenplays for film class. Need to get information for strategic planning.

Wili isaac Planned Michael Venturi Left Message

10/13/69 11:30 AM

617-555-4419

Kim, Michael Wishna, Diane

Interested in filming documentary on Athena project. Arrange for legal review of contract.

Michael Kim Left Message Diane Wishna Try Later
Call

Calling to confirm interview air date of December 23.

Michael Kim

Inco

"Nd Yang, Marc

Follow up on possible

Morgan, Christine

Call re: new designs for store displays.
Displays will be ready Friday.

Marc Yang
Zenga Marketing Services

Left Message
Promotiong

10714799 4:45 PMi

Zenga, Leslie

Chistinie Morgan
Pixel Punch

Follow-up
Promotions, Idea

Need to get competitive information for strategic planning.

10712/99'6:30'AM

Leslie Zenga

Planned

©1999 Lotus Development Corp.
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Calls List

Prints information from a Calls section for the range you specify; entries can
be sorted by date, name, company, or category. This example shows calls
sorted by date.

10/6 - 10/21/99

Calls List

Novembe r 1999
[
2 3 45 6
5 7 8 9 10 11 12 13
14 15 16 17 18 19 20
21 22 23 24 25 26 21
26 27 28 29 30 28 29 30
< calls
Date Time Person - Phone Number Company Status Category - Notes
10/6/99  [9:00 AM _|Leslie Zenga Planned Need to get competitive information for strategic
303-555-9091 planning.
10/7/99
10/8/99 1:00 PM Michelle Rohr Left Message Personal
617-! -9091 Call again re: alterations to living room..
10/9/99
10/10/99
10/11/99 11:30 AM |Emilio Carvez Celluloid Heroes No Answer Id
809-555-5757 ngs: June - August
300PM  |WillIsaac The Round Table Planned &) /2 Order screenplays for fim class.
617-555-9393
10/12/99 9:30 AM Christine Morgan Pixel Punch Follow up Promotions, Ideas
203-555-4536 Call re: new designs for store displays.
Displays will be ready Friday,
1500 B By Croiw Uniiversity of Waienoo Ty Later ifiteresiing published paper: See aricle in London
401-655-5489 Press 9/12/99
10/13/99 |11:30 AM _|Michael Venturi Tower Research Left Message Need to get competitive information for strategic
617-555-4419 planning.
10/14/99  |4:45PM _|Marc Yang Zenga Marketing Services Left Message Promotions
416-555-1982 Follow up,on possible.
10/15/99 4:45 PM Lia Antonakos Mountain Works, Inc. Left Message Promotions
803-555-0291 Call Lia re: seasonal
10/16/99
10/17/99
10/18/99 500 PM _|Amal Naj Axco Industries No Answer Find out if they ve received shipment yet.
919-! -0954
10/19/99 2:30PM Michaela DeSilvio Calling Back [a Call her about trip to Crete: Knossos
011-44-181-739-6395
10/20/99
10/21/99 4:10 PM |Andriana Skalkos Close capture | Answered Call to confirm rental house deposit.
212-555-2178

©1999 Lotus Development Corp.

10/11/99 a1 936 AM
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Planner List

Prints event information, including notes, from a Planner section for the

date range you specify.

Planner List
[3 Planner

10/1 - 10/31/99

jwagner.OR4

[start End Event Category

10/1/99

10/2/99

10/3/99

10/4/99  10/6/99 WWW conference

10/5/99

10/6/99

10/7/90

10/8/99

10/9/99

10/10/99

10/11/99 10/11/99  Film Review

Promotional video

10/12/99

10/13/99

10/14/99

10/15/99

10/16/99

10/17/99

10/18/99 10/20/99  Athena project Follow up

Finish updates to project for mailing

10/19/99

10/20/99

10/21/99

10/22/99

10/23/99

10/24/99

10/25/99

10/26/99

10/27/99

10/28/99

10/29/99

10/30/99

10/31/99

©1999 Lotus Development Corp. 101199 2t 937 AM
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Quarterly Planner

Prints a graphical view of events from a Planner section for the quarter you
specify.

Quarterly Planner Q41999 jwagner.OR4
Planner
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Yearly Planner

Prints a graphical view of events from a Planner section for the year you
specify.

Yearly Planner 1999 jwagner.OR4

Planner
m
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|
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Ll ] } q
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Ship tapes Holiday
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Notepad Contents
Prints the table of contents from a Notepad section.

Table of Contents

|
Issues ..
Issues ...

M
ManUufaCturing SCREAUIE .........oooiii et s et e 3

N
North American Ad CAMPAIGN  ........ouiiiiieriiee i e s e ee s e sa e s eh s sea s e ar s ee s e [T §

(¢}
OPEIALIONS ..ottt sttt et et es b e stk b4 et ek a8 es et et e e e e e o0 4 ek e et ee e et nr bbbt en e er e

6
7
8
9

10

REDALE PTOGIAM ..ot n e e

S

Sales Forecast ...
Sales Incentives ...
Steering Committee ..

Pagei

©1999 Lotus Developmen Corp, 1071199 at 951 AM
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Notepad Contents and Pages

Prints the table of contents and pages you specify from a Notepad section.

M
Manutacturing Schedule

32 Lotus Organizer 97 GS




Notepad Pages

Prints the pages you specify from a Notepad section.

Achievers Club

All Sales Associates exceeding their annual target revenue goals by 20% will win an all expenses paid trip for two to Hawaii. The achievers and
their guests will spend one week on the island of Kauai at the Westem Kauai, a five star hotel. Parasailing, scuba diving, and sunset walks are
just a few of the activities that will be available. The top 5 achievers will also be interviewed for a feature story in the company newsletter.

Bonus $$$

There are several ways Sales Associates can earn bonus dollars.

A Sales Associate earns 20 bonus dollars every time they sell two of the following to one customer:
1) a pair of cross trainers
2) awarm-up set
3) asports bag

Each Sales Associate working for a store that sells 10% above plan for the month will earn 100 bonus dollars.
Bonus dollars can be cashed in for any of the prizes in the Incentive Catalog at any time. With bonus dollars you can buy a VCR, an exercise bike, and much more!

Sales Associate of the Month

Nominations for Sales Associate of the Month should be sent to John Valentine. This program rewards and gives visibility to hardworking Sales
Associates who have demonstrated leadership in sales and a commitment to customer service.

©1999 Lotus Development Corp. 1011199 at 9:46 AM Page 1
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Anniversary List

Prints entries from an Anniversary section for the range you specify; entries
can be sorted by date, category, or zodiac sign. This example shows
anniversaries sorted by date.

Anniversary List 10/1 - 10/28/99 jwagner.OR4

[3) Anniversary

[ Date Category Description |
10/1/99

10/2/99

10/3/99

10/4/99

10/5/99

10/6/99

10/7/99

10/8/99

10/9/99

10/10/99

10/11/99 Personal Christopher's birthday

10/12/99

10/13/99

10/14/99

10/15/99

10/16/99

10/17/99

10/18/99

10/19/99

10/20/99

10/21/99

10/22/99

10/23/99

10/24/99

10/25/99

10/26/99 Clients ‘ Michael's birthday

10/27/99 Maria & Norman

10/28/99

©1999 Lotus Development Corp. 10/1/99 at 11:33 AM Page 1
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Print Layout Elements

The following sample printout is a Monthly Calendar layout. Each
Organizer layout consists of layout elements. The numbers and names
below indicate some of the elements of this layout.

A layout consists of fonts, attributes, text, and so on for an item on a
particular layout. For example, for the Layout header, you can specify
customized text, formatting codes, background pattern, and font.

You can use this sample as a reference point for editing elements in other
layouts.

1.

© © N o gk~ wd

e el o o =
o 0o~ W N R O

Layout header

Grid print heading

Day names

Next/Last month’s day numbers
Next/Last month’s start time
Next/Last month’s appointment text
Today’s day number

Today’s start time

Today’s appointment text

. Weekend day numbers

. Weekend start time

. Weekend appointment text
. Day numbers

. Appointment text

. Start time

. Layout footer
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Printing to Popular Datebook Papers

Organizer prints on blank paper sold by makers of paper-based datebooks
S0 you can print your information to fit your manual datebook. The paper
typically comes in 8% x 11” blank sheets ready to feed into your laser
printer. Once you’ve printed selected information from Organizer, you can
remove extra paper at the perforations so the printouts will fit into your
favorite binder. Use the following information to order the paper you need.

Avery® #41207

Avery® #41257

Avery® #41308

Avery® #41358

Day Runner® Classic™

Day Runner® Entrepreneur™
Day Runner® Running Mate™
Day-Timer® Junior Pocket
Day-Timer® Senior Pocket
Day-Timer® Junior Desk
Day-Timer® Senior Desk
Deluxe® #190013

Deluxe® #190012

Deluxe® #190014

Deluxe® #190011

Franklin Day Planner®Classic
Franklin Day Planner® Classic
Franklin Day Planner® Monarch

3% x 6% in. portrait
3% x 6% in. landscape
5% x 8% in. portrait
5% x 8% in. landscape
5% x 8% in.

8% x 11lin.

8% x 11lin.

5% x 8% in.

3% x 6% in.

5% x 8%z in.

8% x 11lin.

5% x 8% in.

5% x 8% in.

3% x 6% in.

8% x 11lin.

5% x 8% in. landscape
5% x 8% in. portrait
3% x 6% in.
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