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Quick Reference Guide

Speed Keys

Ctrl-A:

Apply or Clear Filters*

Ctrl-B:

Books form

Ctrl-C:

Companies

Ctrl-D:

Phone Dialup form*

Ctrl-E:

E-MSG! Pad form*

Ctrl-F:

Float Form On/Off Toggle

Ctrl-G:

Resource Logger form*

Ctrl-H:

Refresh Data

Ctrl-I:

In/Out form*

Ctrl-J:

Subject Codes

Ctrl-K:

E-MSG! Lookup form,Quick Mindsaver

Ctrl-L:

Locations

Ctrl-M:

Menu On/Off Toggle*

Ctrl-N:

Date Counter form

Ctrl-O:

Properties for the Relation form*

Ctrl-P:

People

Ctrl-Q:

Quick Finder form*

Ctrl-R:

Properties form*

Ctrl-S:

Customers
Ctrl-T:

Telecommunications

Ctrl-U:

Users

Ctrl-V:

Mindsaver form

Ctrl-W:

Waiting Messages form

Ctrl-X:

Mail/Fax Logger form

Ctrl-Y:

Quick Entry form*

Ctrl-Z:

SOPz (Standard Operating Procedures)

Ctrl-F12:

Maintenance

Ctrl-Backspace
Cancel Filter/Show All

Ctrl-Del:

Delete

Shift-Del:
Delete Relation

Ctrl-Ins:

New

Shift-Ins:

New Relation

· Many forms are resizable

· Many viewing areas are adjustable by slowly moving cursor over area  separating viewing panes, then clicking and dragging

· Many area menus are accessed by right-clicking over a viewing area
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How Do I?
· Enter a "business card" of information about someone? Ctrl-Y for Quick Entry.

· Enter a new user? Alt-File-Configuration-Passwords-Administration Tab.

· Personalize my settings? Alt-File-Configuration-Defaults.  

· Enter someone's birthday?  Enter QuickFinder, find name.  Right-click for Properties, or Ctrl-R for Properties. 

· Change someone’s title or relationship?  QuickFinder, find name, put cursor on related name in the Relations (bottom) Window.  Right-click for Properties for Relation, or Ctrl-O.
· Have Mindsaver send me automated notices? Run Mindsaver (Server Edition) on a server or other machine that operates constantly.  Confirm on the Configuration tab that Mindsaver is setup to send the notices you intend.  Make sure that the timer is running (the timer is running if the button says "stop timer"). You must be running your mail program.  Ziata! packages your mail, but your mail package is still responsible to do the sending.

· Send mass electronic publications/newsletters?  Alt-File-Office Module-Mass Mailings.  Create a normal text file.  Ziata will read this file and the first line will be the e-mail subject.  Create a Ziata publication object that properly references the text file.  Add subscribers to the publication.  If the publication is not automated, select Generate Mailing from the menu; otherwise, ensure that Mindsaver (Server Edition) is running. You must be running your mail program.  Ziata! packages your mail, but your mail package is still responsible to do the sending.

· Perform mass data entry?   Ctrl-Y for Quick Entry. Put information in the default fields.  Turn off the "Reset Defaults" the fields you want to remain consistent with each record.  Turn off "Close on Apply." 

· Quickly find a telephone number?  Ctrl-Q for QuickFinder, find the person or anyone to whom they are related.  If you found the person you were looking for hit Ctrl-D for the Dialup dialog.  If you found a relation, e.g. the employer, hit tab, down arrow until you find the person, then Ctrl-D.

· Use In/Out in a shared office environment with multiple companies?  There is a Technical Note on this issue on the web site. 

· Add someone to my WatchList?  Ctrl-I for In/Out. (Make sure Watching is turned on from the Configuration Tab.) User Listing tab. Double click on person to be added.  You must be running In/Out to get WatchList notices.

· Create or delete a client/customer? QuickFinder, find entity.  Alt-Edit-Mark-Unmark Client.  If already a client, the menu will indicate "Unmark.”    
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Information in this document is subject to change without notice.  Companies, names, and data used in examples herein are fictitious unless otherwise noted or permission has been obtained.  No part of this document may be reproduced or transmitted in any form or by any means for any purpose without the written consent of Ziata! Solutions, L.L.C.

© 1999-2000 Ziata! Solutions, L.L.C.  All rights reserved.

Use of Ziata!, and use of the information conveyed herein, are subject to the terms, conditions and disclaimers contained in the End-User License Agreement (“EULA”).  The EULA is displayed at program installation, and is available in the Ziata! Help.  If you do not agree to the EULA, then you are not permitted to use Ziata! or related files.

In this document, there may be references to certain third-party products, such as Novell Netware, Microsoft Windows 95/98/2000/NT, Microsoft Exchange, Microsoft Outlook, Inprise Corporation, etc.  There is no association or relationship between such companies or products with Ziata! Solutions, L.L.C. and/or Ziata!  The references contained in this document are solely for the purpose of identifying the respective company and/or product as it may relate to the usability of Ziata!  Portions of the database engine used by Ziata! are © 1983–1999 Inprise Corporation.  All rights reserved.  Ziata, E-MSG!, Mindsaver and Pronexus are trademarks of Ziata! Solutions, L.L.C. 

Except for the trademarks claimed by Ziata! Solutions, L.L.C., no investigation has been made of common-law trademark rights in any word, notwithstanding that such word may be capitalized when used herein. 

Ziata! Solutions appreciates the efforts of all of those persons who made the development of this product possible. 

Ziata! Solutions, L.L.C.

12th Floor Allegheny Building

429 Forbes Avenue

Pittsburgh, PA  15219-1616 USA

Voice: 412-765-0490 • Fax: 412-765-0531

support@ziata.com  • http://www.ziata.com

Printed in the United States of America


Our Goal

· Quality in all we do
· Responsiveness to your needs
· Value for cost-effective solutions
The Ziata! Solutions Team Members
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Additional Information
At the time of installation, Ziata! creates a number of information-oriented files to assist you with using the software.  The usual location of the files is in the c:\program files\ziata folder.  If you want to access this folder using the icon view, you can right-click the Window95/98/NT Start Button, select open, click the Program Files group icon, then the Ziata group icon.

Document Name
Document File Name
Type File;

Viewed With
Purpose

Readme File
readme.txt
(ASCII) Text File;

Notepad, WordPad,

most wordprocessors
Contains the latest information about the product, including the newest installation information.

License Agreement
license.txt
(ASCII) Text File;

Notepad, WordPad,

most wordprocessors
Contains terms and conditions for use of the distribution items.

Manual (Word 7)
manual.doc
Word 7.0 File; Microsoft Word Version 7
Contains the user instructions for the product.

Website Home Page
index.html


HTML File; Microsoft Explorer; Netscape Navagator
This is the page for our website home page to make linking convenient.

Website 

FAQ Page (Frequently Asked Questions)
faq.htm
HTML File; Microsoft Explorer; Netscape Navagator
Contains answers to frequently asked questions.

Installation Checklist
checkList.doc
Word 6.0 File; Microsoft Word Version 6 and above; WordPerfect 5.0 and above, WordPad
Contains a matrix to assist the network administrator with installing the product.

Various Distributor-related documents
distributorAgreement.doc
Word 6.0 File; Microsoft Word Version 6 and above; WordPerfect 5.0 and above, WordPad
Distributor/VAR Agreement; Exhibits
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WELCOME TO ZIATA!


Configuring

You can personalize Ziata!  There are two overall configuration screens: one for users and one for the Administrator.  Only the Administrator sees the Universal Network Administration Settings tab.  Select Alt-File, Configuration, Defaults.  See the Manual or Online Help for details on all of the configuration options.
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For Administrators Only

Administrators should immediately establish users of Ziata!, as well as establish the Universal network configuration for Ziata!  Certain defaults of retrieved by the users on their respective first run, so it is important to setup the defaults as soon as possible after the Server Install.  See Alt-File, Configuration, Defaults, Universal Network Settings. 

Only the Administrator can see the Administration tab at the Password prompt.  See Alt-File, Configuration, Password.  Click on the Administration tab.  See Manual for details. 
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The Default E-Mail Address at this screen is an alternative to entry in the Properties Box for the user.  See Properties Boxes, E-Mail Notifications.  The Reply E-Mail Address becomes important if: the Default E-Mail Address is an internal network “postoffice” address, such as “Zegarelli, Gregg R.” or “Gregg” and is, therefore, not Internet compliant.  The Reply E-Mail is used for Internet replies.  Thus, the above Reply E-Mail Address above should be changed to something like “gregg@zi.com.”
See readme.txt for latest information.  This file should be in the c:\program files\ziata\ directory.


Welcome to Ziata!
Before You Begin

· You have made an excellent decision.  Ziata! offers you the most sophisticated data management available, integration with your e-mail package (Outlook, Exchange, Inbox) and the workflow modules you require.  You will now control your data.

· Because Ziata! uses your e-mail package to convey messages regarding the state of the database, it is important that you are familiar with sending and receiving e-mail.  It is strongly suggested that you be able to send e-mail over the Internet.

· You should be running your e-mail package prior to launching Ziata!; although not required, it will make the operation of Ziata! more seamless.

· Look for speed keys, e.g. Ctrl-R for Properties Boxes.  Speed keys will allow you to get to your information in the most efficient manner. Many menus are available by right-clicking.

· The terms “Customer” and “Client” are used in this document interchangeably.  The terms “Project” and “Matter” are also used interchangeably.  (The Administrator selects the term to be used during operation.)
· This Quickstart Companion is not intended to cover all of the power and functionality of Ziata!  See the Manual and Online Help for even more information about the power of Ziata!

How to Get the Most Out of Ziata!

· The best way to learn about Ziata! is to use it.  You will keep “discovering” new and inventful ways to use the power of Ziata! 

· Ziata! has very powerful on-line help to assist you every step of the way.  Just hit the F1 key for on-line, context-sensitive help.

· Ziata! Solutions has an excellent distribution network of training professionals that are qualified to provide Ziata! training.  Contact us for details.
· The power of Ziata! is compelling.




QUICK RESULTS!



The first time you access a set of databases, you will be prompted for certain initial information.   Once you setup the databases, certain information, such as the Company name (also known as, the Licensee Name) cannot be changed.  You must enter a true Company Name; if you do not do so, you will not be able to register the software and you will lose all data by virture of the fact that the database cannot be registered.
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Default Installation: By default, data files existing on your local computer will be used.  This allows you to test the functionality of the software, but will not allow you take advantage of the networking features.  It is recommended that you do the Server Install rather than this install.   This is the non-networked, local, install.

Workstation: If the Administrator has already placed the databases on a server drive (e.g., performed a Server install), then this will allow your workstation to access those files.

Server:  Also called the "first installation of the software on the network install."  This is generally performed only by the Administrator one time for each network.  This puts the files on the network for the first time.  After the first Server Installation, all users perform a Workstation installation to use those files.  A Server Installation also sets up the workstation from which the Server installation occurred, i.e. you don’t have to do a subsequent Workstation Install on the computer from which you performed a Server Installation.  See the readme.txt file for more information, and Additional Information in this document.

Quick Results

Quick Entry (Ctrl-Y)

Quick Entry is your primary data entry tool.  If Quick Entry finds a sound-alike or duplicate record, it will prompt you for a clarification. You only need to specify the amount of information you know. 
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Quick Entry has very powerful configuration options.  See the Manual or On-line Help for details, or explore the Configuration tab.  For example, you can do such things as: enter fifty persons working at the same company, after entering the first person, and clicking the Apply button, only the person’s personal information is cleared; thus, you would not be required to repeat the company information for each entry.  This allows very fast mass data entry.

You can also ask Ziata! Quick Entry to save each new entry as a “vCard.”  A vCard is a new Microsoft standard for a common format to exchange data among programs.  See the Manual or On-line Help for details.

QuickFinder (Ctrl-Q)


QuickFinder is the core of data management in Ziata!  There are two internal windows: the top window (the “Search Window”) shows the closest match to the searched term.  The bottom window  (the  “Relations Window”) shows all persons and companies related to the entity selected in the Search Window.  You can tab between them for speed.

Data management does not get easier than QuickFinder.  See the View menu to review your options for filtering and sorting.
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Right-click for pop-up menus!


Search on a company’s name, and see all employees, subsidiaries, etc.  Search on a person’s name, and see all of their employers, family, etc.  Client names are in white, and user names in magenta.

Double-click on a name in the Relations Window and QuickFinder will flip the search and search for that name in the Search Window. 

QuickFinder also gives you the ability to open a pre-addressed e-mail message, a Windows file window or even paste a properly fomatted full address block—with a simple mouse click or speed key!  See the Menu options.  You’re in complete control of your data.


Installing and Configuring

First Login

The first time you launch Ziata!, you will be prompted for a Profile. 

FORMER PAGE






Installing and Configuring

First Login

The first time you launch Ziata!, you will be prompted for a Profile.  Effectively, profiles point Ziata! to a directory within which to find the Ziata! databases.  For example, you could have a local profile to access a copy of the databases on a portable computer (when off-network) and a network profile when on the network.  See Synchronization in the Manual or On-line Help.  If you are always going to access network files, then uncheck “Keep Showing…” and leave the Default Profile. Click Ok.  Otherwise, you can create new profiles by selecting Alt-Profile, New.
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Installation Choices

The first time you access the databases you will be provided with Installation Choices (Database Location Choices).



INSTALLING 

AND CONFIGURING


You move through the web of data relationships with great ease!   The more complex your relationships, the more powerful QuickFinder gets!  Don’t forget, you can resize the panes or form.

Try It!  In QuickEntry, try entering information for three persons working at the same company.  Don’t worry about any address or telephones, just the names and the same company.  (After the first entry, you will probably get a Soundex notice telling you an entry that sounds like an existing entry—that’s okay—select the one already in the database.)  When you’re finished, you see all three persons in the Relations Window of QuickFinder.  Double-click on a person’s name in the Relations Window, and you’ll see all companies and other persons to which the searched person is related.

For example, let’s say that Zegarelli International has 3 employees, and Stores Company, Inc., has 3 employees, as identified below.  In QuickFinder, by double-clicking in the Relations Window, you can get from Gregg to J.J.’s Father with just 4 double-clicks!  As long as you can find a “relation thread” from one object to another, you can move between any two points with great ease!









OOD and PROPERTIES
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On the subject line: if "MindSaver" is spelled with a capital "S" then the MindSaver was sent to the customer by e-mail; otherwise, it is spelled "Mindsaver."  If the type of notice, e.g. Reminder, Deadline or Recurring Reminder is followed by an exclamation point, the user-defined flag was checked.  

Mindsavers are automatically sent for Mindsavers, overdue Books, overdue files and subfiles, Annual Reminders, Birthdays and automated mass mailings.

Mindsaver (Server Edition)
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IMPORTANT: 

1)  YOU MUST RUN ZIATA! AT LEAST ONE-TIME PRIOR TO RUNNING MINDSAVER (SERVER EDITION) TO INITIALIZE CERTAIN INFORMATION.

2)  YOU MUST BE RUNNING E-MAIL AT ALL TIMES TO TAKE ADVANTAGE OF THE ZIATA! E-MAIL CAPABILITIES.  RUN MAIL ON THE SERVER, THEN LOAD MINDSAVER (SERVER EDITION).

With Mindsaver (Server Edition), you can have Ziata! send automated e-mail regarding the following without any human intervention!

· Electronic Newsletters

· Mindsaver To-Do Reminders

· Overdue Books

· Overdue Files and Subfiles

· Annual Reminders/Meetings

· Birthdays

Following is an example of a Mindsaver Notice, a copy of which would be sent to your customer over the Internet (if the Send to Customer) checkbox was checked.   You can eliminate paper, ticklers, reminders and malpractice with automated notices.  No human intervention: Ziata! saves you and your customers time and money!


 Properties Boxes

Old v. New: Flatline Data v. OOD

Ziata! introduced the term for old “flatline” data for two reasons: data was managed in a flat line, and its life as we know it is over. Here’s an example of the traditional way flatline data was managed:

Gregg
R.
Zegarelli
120 Blvd.
Pgh
PA
President
CyberCo.

John
J.
Zegarelli
120 Blvd
Pittsburgh
PA



Jane
T.
Zegarelli
120 Boulevard
Pittsburgh

Chairperson
CyberCo., Inc.

Flatline data causes duplication and inconsistency.  Not only does flatline data require you to re-enter data, but the data becomes unmanageable: the more data, the more unmanageable.  You need to enter the address 3 times and the company name twice.  When you need one change, you need to make it three times!  

Not with Ziata: the more data, the more manageable!   In fact, the more data you already have in the database, the easier data management gets!  Here’s the way Ziata! manages data:











You enter the company name only once, the individual names only once and the location name only once.  Once each data item is entered once, it never needs to be entered again.  “OOD” is object-oriented data, just re-use the data objects.  No redundancy, no inconsistency.  This is key for enterprises which track other companies and organizations.  Create-Once, Use-Many.

What is “OOD”? 


“OOD” is object-oriented data.  It is new.  It is powerful.

Each data item is an object.  You enter it once.  Then, you can re-use the data item.  Over and over.  No redundancy, no inconsistent entries.




People are objects;

Companies are objects;

Locations are objects;

Telecommunication Addresses are objects!

(These are called “core data objects.”)

Even the names relationships between and 

among them are objects!

(These are called “relation objects.”)

Enter the objects, then connect them.  No redundancy.  No inconsistency. Quick Entry automatically does the connections for you by default, so it’s fast and easy!

Consider this example:

Gregg R. Zegarelli

President

Zegarelli International

Main Office at 1100 Allegheny Building, 429 Forbes Avenue, Pittsburgh, PA  15219-1616, USA

Voice at Main Office: 412-765-0490

Fax at Main Office: 412-765-0531

Company Website: www.ziata.com
Personal E-mail: support@zegarelli.com
Company E-mail: info@zegarelli.com
How many objects are there? 


For any Mindsaver Entry, establish multiple dates with different properties!

For example, let’s say there is a hard deadline in one year, and you want monthly repeating e-mail reminder notices, but every two months you also want your customer and the Responsible Team to get notices.  Ziata! Mindsaver delivers!  

1. Create a new Mindsaver.  

2. Create a new Mindsaver Date as a Deadline with the date as the actual deadline in one year; maybe give a 30-day prenotice, just to be sure.  

3. Create another new Mindsaver Date as a Repeating Reminder with the default date for every 60 days. Check the boxes to Send to Client and Send to Resp. Team.  (Remember, the Send to Client checkbox is enabled only if the Client has a Default E-mail Address entered [See Properties, E-Mail Notices]).

4. Create another new Mindsaver Date as a Repeating Reminder for the intermittent 60 days without the Client and team notices.  (You would probably not need the Prenotices on the Repeating Reminders.)

Simply stated, you can have all sorts of dates for one Mindsaver entry, with every different date having its own characteristics, i.e. properties, for messages and notices!

After a Deadline or Reminder date passes, Mindsaver (Server Edition) will default to continue to generate notices identified as “Outdated.”  Whether this is a good thing or a bad thing is up to you.  If you check the box (on the Advanced tab) to “Automatically mark as Finished on Date,” Mindsaver will mark the Mindsaver Date as finished so you do not get “Outdated” notices.  This is good for convenience, but it is certainly safer if you force you or your staff to evaluate the content of the date and to manually mark it as finished if that is a true fact.  In malpractice-related professions, such as accountancy, law and medicine, we do not recommend checking the box for automatically marking as finished.

Also, a new feature in this version is Smartchecking.  If you leave Smartchecking on (it is on by default), for Deadlines, you will get Mindsaver notices on the deadline date, the day before (or the preceding Friday, if the deadline falls on a Monday), and, if a Prenotice is set for more than 14 days, Smartchecking will keep dividing the Prenotice by 2 until the Prenotice is less than 14 days.  For example, if you set a Prenotice to a deadline for 30 days, without Smartchecking, you will not get another e-mail notice until the deadline date.

Mindsaver Dates

Each Mindsaver Date Entry contains a date, and a short description of what is due or needed to be done on that date.
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(Answer: 15!)

Gregg R. Zegarelli is entered as a person object (1)

Zegarelli International is entered as company object (2)

Allegheny Building is entered as a location object (3)

The Voice, Fax, Website, Personal E-mail and Company E-Mail are each separately entered as separate telecommunication objects (8).

Now that the basic core data objects are entered, connect them:

Gregg R. Zegarelli is related to Zegarelli International; that relationship is called “President” (9)

Allegheny Building is related to Zegarelli International; that  relationship is called “Main Office” (10)

412-765-0490 is related to 1100 Allegheny Building; that relationship is called “Voice Number,” and 412-765-0531 is a relationship called “Fax Number” (12)

http://www.ziata.com is related directly to Zegarelli International; that relationship is called “Website,” and info@zegarelli.com is a relationship called “E-Mail Address” (14)

support@zegarelli.com is related directly to Gregg R. Zegarelli; and that relationship is called “E-Mail Address” (15)














We showed you QuickEntry first, because QuickEntry connects all of the objects for you.  Ziata! can handle all of the details for you in connecting the objects.
You will notice that there is no direct relationship between Gregg and the work address of 1100 Allegheny Building!  This may seem strange to you.  That is because Gregg has no direct relation to that address, except via his relationship with Zegarelli International.   If you simply relate Jane Zegarelli to Gregg, you will indirectly tie Jane into the entire Zegarelli International network of information.   That is how Ziata! pulls together a web of data!

QuickFinder allows such fast searching of the inter-connections between Gregg and Zegarelli International that creating a lot of direct relationships is not required. 

Why is this important to you?  

· You re-connect and re-use existing data—if you add Gregg’s social security number or birthdate at a later date, he is updated in all of his relationships!

· Gregg “inherits” information. For example, Gregg inherits his work address via his relationship with Zegarelli International.  If Gregg Zegarelli separates from his job, you merely “unrelate” him from Zegarelli International, and reconnect him to the new employer. Since he already exists in the object database, it’s one simple drag and drop! 

For example, this is extremely powerful functionality, if:

· You have a family of persons living at the same address, you only enter the address one-time, then you connect everyone to it.

· If you have a person who owns multiple businesses, or is related to multiple businesses, you only enter the person one-time, and connect him or her to all related companies.

· If you need to track family relationships, you just enter each person one-time and connect them to each other.

· Ziata! even builds family tree information as you enter data!

QuickFinder, allows you to navigate through the web of relationships extremely efficiently—just by double-clicking in the Relations Window!


For each Mindsaver, you create any number of Mindsaver Dates.  You can see all Date Entries for a Mindsaver on the Dates tab.  Double-click or RIGHT-click to obtain the properties for the Date.

You can also see a list of Mindsaver dates on the Mindsaver tab of the Properties box for a client.  
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Mindsavers To-Do Items
This is the Properties box for the to-do item, without regard to dates associated with the to-do.  Each date for this Mindsaver has its own set of properties.
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Exploring Data Objects
You can “explore” data objects in the Explorer.  QuickFinder is still your primary data search engine, because it is clean and fast, but Ziata! also offers a graphical view.  When Exploring, you find an object, then you receive a list of all possible types of other related objects.  Click on that type of object and get a listing of any actual related data objects.
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Properties Boxes (Ctrl-R)


Each object has its own properties, as seen below for the entity, Zegarelli International.  
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Users have an extra tab called “Users” that contains user information.  Clients/Customers have an extra tab called “Clients” that contains client information.  

Important tab: E-Mail Notifications.  The E-Mail Notifications tab has two areas: a) E-mail Addresses for recipients of the type MindSaver notices indicated in the combobox; and the b) Default E-mail Address.  The Default E-mail Address contains the same data as the Default E-Mail Address accessed via the Password dialog box. 


Mindsavers
Mindsaver is an unbelievably sophisticated, yet easy to use, “to-do” management system. You can enter an unlimited number of to-do’s, i.e. Mindsavers, and for each Mindsaver, any number of related dates.  

What’s different about Mindsaver?

The real power of Mindsaver is that it sends automated reminders, using e-mail (even over the Internet!) to an unlimited number of persons, and it ties together most of the core database information.  The system is passive, so that you don’t have to do anything to get the notices, Mindsaver sends it to you automatically.  No human intervention.
This is extremely important for anyone tracking deadlines: banks, lenders, borrows, attorneys, doctors, accountants.  

It is also crucial in client-interactive industries.  

For example, let’s say you are a project manager and need information from your client.  Great.  Enter a Mindsaver with a request for information, and your client will automatically be reminded at pre-set intervals.  You don’t need to pull the file, play telephone tag!  It’s all automated.
 Standard Operating Procedures

An “SOP” is a Standard Operating Procedure for your office operations.  Below is an example of a listing of procedures.  
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See below.  The MindSaver Notices are used by Mindsaver (Server) for automated Mindsaver reminder e-mail. There are also electronic notifications used by Mindsaver for birthdays, etc.  Each MindSaver category can have its own list of distributees.

The Default E-mail Address contains the e-mail address that is an entity’s primary e-mail address.  A Default E-Mail address for each person and company is very important in Ziata!, because Ziata! uses e-mail as an integral part of the workflow modules.
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Remember, right-click for menus.


[image: image19.png]garelli International [

TR

Zegarelii Intemational

Eniies | Losatons | Telecorm. | | Pubicatios |

[Names Title Type =

L o

o] cwed |_tew |






Resource Logging

Resource Logger provides a method to track a common shared resource, such as a shared telephone modem line or a CD-ROM.  For these resources, interruption by another user would crash the use by the first user.  The Resource Logger allows a user to take possession of the resource to let other users know that the resource is in use.   This can be for technology equipment, but can be used for trucks, lifts, etc.
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You can configure Resource Logger to wait until another user is finished and to automatically take possession of the resource.  Use AutoLogger.  See Configuration tab.  For more information, see the Manual and/or On-line Help.
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Another key automation feature is the Quick Publications form.  Each time a new e-mail relationship is established, Quick Publications will appear.  Quick Publications allows the person entering the new e-mail address to then-and-there include that person as a subscriber in the available publications.  Just double-click the publication name to add the person as a subscriber to that publication.


Putting It All Together: Relation Objects (Ctrl-O)
You have now seen the Properties Box for a “core data object.”  Putting them together, that is, relating objects, is where the fun is!

Let’s say you already have Jane Doe entered and John Doe entered as objects.  Maybe because they were employees of CyberCo, Inc.   Well, they met at work, fell in love and got married.

In Quickfinder, find Jane Doe.  Right-click, choose Relate, select John Doe.  The following Properties box will appear. Type in a new relation name.  Ziata! learns.  In the below example, Ziata! will learn that Wife is the counterpart of Husband, and that the relationship is a type of Immediate Family.  Next time “Wife” is entered, Husband and Immediate Family will be automatically entered.  If you want to see the Properties for the Relation, choose “Relationship Properties,” rather than “Properties” at the menu.
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WORKFLOW MODULES


You can even add the Recent Entries subscription list to other publications, which will accordingly always have the latest e-mail entries.
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A detailed log is created that identifies the sending process.  You can print this log for historical reference.  

You can be liberal in your use of referencing existing subscription lists. You can be liberal and duplicative with creating and referencing subscription lists (i.e. over-referencing) because Ziata! will not: 1) send to the same e-mail address twice; and 2) will not send to the same entity at two different e-mail addresses.

For information on naming conventions for automated mailings, see the Manual.


Mass Electronic Mailings

Ziata! provides extremely powerful electronic mass mailings. You can create your own publications.  You can create subscription lists which consist of a standard e-mail address, or the subscription list of another publication.   E-mail addresses are continually retrieved from and/or added to your core object databases.
A publication is a ASCII text (.txt) file physically existing on your computer network.  The properties box of a publication refer to this file.  The subscribers will receive a formatted electronic copy of the file.  In a few minutes, you could send hundreds of newsletters about your business at no extra cost!
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Recent Entries. "Recent Entries."  This is a special publication.  Every time a new e-mail relationship is established, it is saved in this publication.  The Administrator has the ability to clear subscriptions from this publication and/or move them into other publications.  Upon clearing subscriptions from the publication, it will be renamed with a parenthetical note including the cleared date.


Workflow Modules

E-MSG® Pad (Ctrl-E)

Oh, it looks so innocent!  Don’t be fooled, this little message pad is where it all happens.  The E-MSG!® Pad is an extremely powerful database front-end; that is, when you enter a caller name, the E-MSG! Pad enters the information about the caller into your core database.  It even automatically separates and connects the data objects!  
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In the To field, you can enter a nickname or you can click the Post Office button to lookup recipients from the network postoffice.
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Rarely when a receptionist takes a message does a person give his or her middle initial or full first name.  For example, Joseph R. Doe would probably not say, “this is Joseph R. Doe calling.”   Ziata! resolves this problem!

The E-MSG! Pad resolves this in two ways: first it searches for pre-defined nicknames; then, it searches the database using Soundex technology.  This methodology allows the E-MSG! Pad to try to find the most likely data entry for you.  (If you need to add a special nickname for searching, like "JJ", the Administrator can do this in Administration List Maintenance.)  See the Manual for more information.
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Books


Ziata! manages all of your library books.  Select New from the menu to create a new book data object.
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By choosing menu options, you can view only books checked out by a certain person, yourself or books not checked out at all.  


Based upon the caller, the E-MSG! Pad will search the database for the caller’s “employer.”  Ziata! will enter the name in Company if there is only one relationship; otherwise, a list will appear with the list of all related companies. When you tab to Location, the E-MSG! Pad will look for all locations related to that company.  Then the E-MSG! Pad will look for all telephone numbers related to that location and the telephone numbers directly related to the caller (such as mobile phone numbers).

When you send the message by clicking the Send button (or just hitting the [enter] key, since the Send button is the default button), the E-MSG! Pad will send the information via e-mail.  The e-mail will be similar to below.  If you use Microsoft WordMail, the message will be beautifully formatted with the formatting codes identified in Configuration.  See the Manual for more information.

IMPORTANT: YOU MUST BE RUNNING E-MAIL AT ALL TIMES TO TAKE ADVANTAGE OF THE ZIATA! E-MAIL CAPABILITIES.

E-MSG!® drills down automatically!  When sending the message, the E-MSG! Pad not only provides the basic message (at the top of the message), but also, “drills downs” completely through every relationship in the database, as follows: 

· Ziata! retrieves all personal telephone numbers for the caller, including all of the homes of the caller and all telephones at each home. 

· Ziata! retrieves the names of all “employers” of the caller, then all telephone numbers for each employer, including all of the office locations of the employer and all telephones at each office.   

Very powerful.  Because the message is sent by e-mail, the message can be sent over the Internet, with all drill down information, to a person who needs the information while not connected to the database.  And, of course, because the message is e-mail, it can be saved, replied-to or printed, just like all e-mail.

Although not featured in this document, the E-MSG! Pad also stores the text of every message in the Lookup database, which is available to all users on the network (with security access).  Thus, if you call in from out of the office, any receptionist can provide you with your complete messages!  See Manual or On-line Help for details.  The Lookup button is available at the Main Menu of Ziata!, as well at the E-MSG! menu items.  You can even filter messages, such as “show me all calls from John Doe taken by Jane…”
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Receive e-mail regardless of being a user.  You do not need to be a user of Ziata! to receive the e-mail.  E-mail can be directed to the Internet, etc.  Also, for example, if you are going to be out of the area, but will be checking your e-mail, you can change your Default E-Mail Address to your remote e-mail address (such as Internet), or add a CC, rather than your internal network address.  As a result, all entries will be flagged to be sent over the Internet.  

You can even cc. your clients over the Internet, etc., or click a hyperlink to reply!
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Ziata! is integrated into your Windows/NT environment.  After you give a Default Folder to a company, person, file or subfile (see Properties), you can easily get to that folder in your working environment.  If you prefer to launch the folder in Explorer, you can configure your settings accordingly.

For example, in QuickFinder, select an person or company, hit [Ctrl-Alt-F] for the folder, and that entity’s Default Folder, like the above, will be displayed.  This make file creation and document management seamless!

You now have all of the functionality generally available in the Windows environment.  For example, right-click to create a new file or document!

File Management

You can track all of your files, subfiles and documents in Ziata!  You can even relate books to documents (and SOP’s).  The below example identifies the pre-defined (by the users) Subject Codes, the disk folder where this file exists, and who is in possession (like a book) of the file.  To take possession of a file, just right-click and take possession.  You will never lose a file again!
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In/Out Pad (Ctrl-I)

The In/Out Pad tracks the location of staff. 

Physical versus Available.  Often, you may be physically in the office, but not available.  Maybe you’re in a meeting, maybe you just need to concentrate and you don’t want to be interrupted.  That’s okay.  Mark yourself as physically in, but unavailable.  This way, the receptionist knows you’re really there for emergencies, etc.  The Reason and Return drop-down boxes contain pre-defined lists which are context-dependant upon the in/out-available/unavailable combination.  
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Create Exceptions.  If you are generally unavailable, but not for everyone, you can create an exception.  Right-click over the Exception area and select a name.  If the name is not in the object database, you can create it.  Ziata! is pulling information into your database from all modules! 

Use of the Exception list is important because the Exception list is tied to the E-MSG! Pad.  

Powerful Point:  While a message is being taken by the receptionist in the E-MSG! Pad, he or she will be automatically notified of the exception by the Waiting Messages Pad, which will automatically popup.  That is, if any employee of Zegarelli International calls for Gregg Zegarelli, a message will pop up to notify the receptionist, that this caller is a “find-me” exception!  If you enter a person’s name as the exception, then only that person calling will cause the reception exception notice; if you enter a company, then any person from that company will flag an exception notice.
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You can even create a Watchlist of particular persons that you are monitoring.  Then, you will receive automatic notices if they change their status!  

For the first time in history, no more relying on a receptionist’s memory or repeating exceptions to every call-taker!   This is key if your organization has multiple floors or remote receptionists!

The WatchList is a method to create a subset listing of all users for whom you want to be notified if they change their in/out status.  In other words, if there are 500 employees, but your receptionist needs to watch only 4 of those employees, then he or she creates a WatchList of those 4 persons.  If any of those 4 persons change their status, the receptionist will be notified as shown below.  

Add a person to the WatchList by double-clicking on the person from the User Listing tab.  Delete a person in the WatchList by right-clicking in the WatchList tab and choosing Delete.
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If you have enough user licenses, you can create users with names like "Deadline Manager," "Litigation Manager," etc.  Attach the users to the e-mail address of the proper person holding that title.  Then, you attach these users'  titles to the matters.  If you change the person with that title, you only need to make one e-mail relationship change, you don't need to change all of the individual matters.  We call these “Titled Users.”  See On-line Help for details.

Mindsaver gives you the ability to enter action items with one or more associated dates.  Using the separate program, Mindsaver (Server Edition), Ziata! will automatically notify you (and your customers) of required action items, even over the Internet!
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Following is an example of the popup WatchList notification.
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You can check for changes to your WatchList by performing a refresh at [Alt-View-Refresh] or [Alt-H]. 

Client/Customer Management


TO CREATE A CLIENT: CREATE/DELETE CLIENTS FROM THE QUICKFINDER TOP MENU (but not the right-click menu).  Select “Mark as Client.”

The terminology used for clients, e.g. “clients”, “customers”, etc., is established by the Administrator.
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The Mindsaver tab and File tab are described in separate sections.
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For Distribution Only


With a New PC











Use the local drive databases.  (Rare.)





Perform for each workstation, except  Server Installation.  The most common Installation is Workstation.





Gregg R. Zegarelli





This is a “business card” of information and contains most or all of the information normally entered for a new “contact.”





You will note references to “Relate to ...”  We will skip the discussion of that issue until the section on “OOD”, which is the real power of Ziata!  (A hint: You can relate a number to a Location, Person or Company—usually, a telephone  number is related to a Location.)





You can enter up to four telecommunications addresses in Quick Entry by scrolling down.  But, there is no limit to the number of telecommunication addresses that you can ultimately relate to  any person, company or location.





President, Shareholder








This is the Relations Window.








This is the Search Window.








Explore the View menu.  There are very powerful options for viewing your data.





For example, Ctrl-L to  show locations, Ctrl-T for telecommunications,  Ctrl-S for customers, etc.  (Ctrl-A to reset).








The status bar shows the telephone number of the company or the direct dial for the related person, if the related person has a direct dial number.  You can also choose to see the primary location or the title.  See options on the View Menu.   





To learn more about how Ziata! knows whether to show the company office number or the direct dial number of the person on the status bar, see the Manual or On-line Help.








CyberCo., Inc.





120 Boulev-ard





Jane T. Zegarelli





Chairperson, Shareholder








Re-use the objects!








info@zegarelli.com








E-Mail Address








E-Mail Address








support@zegarelli.com








Gregg R. Zegarelli





President








Zegarelli International





Voice Number








412-765-0490








1100 Allegheny Building, 429 Forbes Avenue, Pittsburgh, PA  15219-1616





Main Office








Web Site








412-765-0531








www.zegarelli.com








The lists in these “drop-down” boxes, like ALL drop-down lists in Ziata!, are fully customizable. See Manual or On-line Help for details.





Setting up electronic notifications is important in Ziata! because Ziata! makes use of electronic mail to convey information.





Most data objects have “Properties Boxes.”  This is the Properties Box for a company core data object.  





Right-click here for more menus! 





This is an important entry!  This is the default email address for Gregg Zegarelli.  It is an internal postoffice address, but could be an Internet address like gregg@ zegarelli.com. 





This can also be entered by the Administrator when establishing new users.





You can create a distribution list of network or e-mail addresses to which a “Send to Client” Mindsaver Notice will be sent. 





For example, Zegarelli International could have multiple Mindsaver E-Mail Addresses, for each officer, so that all Mindsaver e-mail notices go to multiple different persons.  Right-click for a menu.





If blank, the Default E-Mail Address will be used.





You can enter detailed information, personal information from the person taking the call and/or just use a pre-defined message.





Enter the nickname of the user here.  That is, another Ziata! user on the network.  Usually the E-MSG! Pad is used by the secretary or receptionist.





Use your Up/Down cursor keys to select from the database.  When you try to leave the Caller field, the E-MSG! Pad will verify that the entered name exists, if it does not exist, you will be prompted to enter the new name into the database, or to use the closest match.





As you type into the Caller field, the Detail Message section is hidden and the list of all persons in the database is revealed to you.





Ziata! uses advanced Soundex technology.





You can create and edit publications directly from the Edit Publication tab.





Each client can have a Responsible Team of three persons (in or out of the network.)   The team names are established by the Administrator, and could be “Project Manager,” “Account Rep.” or similar names. Responsible Teams are especially important in Mindsaver, because those individuals will receive automated e-mail notices.





If an entity is a customer, then the tab will appear.





Client Information is contained in the properties box.  The name of the tab will depend upon the name given to customers by the Administrator. 








This is a user-definable flag.  It is used by Mindsaver.











The names of team members are configured by the Administrator, and could be “Engaging Partner” or “Contract Manager,” for example.





Check this box to use a Responsible Project Team.  Then select the team members for the project.





Matters are also called "projects" at some com-panies.  The terms are used interchangeably here.  The matter names are estab-lished by the Administrator from the Configuration menu, and could be "Project," "Engagement," "Contract," etc.





Information about the Author and Publisher of the book are retrieved from the core database.











You can “check out” a book.  Ziata! Mindsaver will then send an automatic e-mail to the person checking it out to notify them that it is due or overdue!





If the publication is an electronic publication for mass e-mailing, you must select the Electronic Publication checkbox. 








The "Send Automatically" flag is used by Mindsaver.  If the checkbox is checked, then each night, Mindsaver will look for the publication and automatically send it to the subscribers.





Quick Publications pops up (unless turned off by the Administrator) each time an e-mail address is entered.  This gives you the ability to add subscriptions to your publications “on the fly.”





This space is for extensions.  Just enter the extension number, e.g. 1234; Ziata! will identify the number as an “extension” for you later.





You can give independent names to each number.





1.





Matters are also called "projects" at some companies.  The terms are used interchangeably here.  The matter names are established by the Administrator from the Configuration menu, and could be "Project," "Engagement," "Contract," etc.





Right-click or double-click on a project/matter to obtain its properties.  





If persons will be working on the project who are not the Responsible Client/Customer Team, you can give up to three additional persons responsibility for each individual project. 





(If you ever need to send more automated notices, Mindsaver gives that ability.  See Manual or On-line Help for details.)





          Welcome to Ziata!          i





Perform one-time on the entire network.





Quick Results, QuickFinder          1-5





Wife





Because this is an automated publication, the date of intended mailing is added to the file name.





Each night, Mindsaver looks for upcoming Mindsaver Date Entries, as well as overdue files, books and automated electronic mass mailings.  If it finds an item either due or for which a prenotice is timely, it packets a mail message and sends it to the appropriate parties.  The Administrator must have the proper information entered into the Administration tab of the Ziata! main program.  The Configuration tab of Mindsaver (Server Edition) will provide some of the important information.





A Deadline is just that: an important date, after which the date is irrelevant.  A Repeating Reminder is a reminder that just keeps being sent at certain intervals until the reminder is no longer necessary (as indicated by the “until” date). A Reminder that is not checked to repeat is effectively the same as a deadline, but the notice says “Reminder” not “Deadline.”





A Prenotice is an additional reminder that is sent a certain number of days prior to the actual deadline or reminder date.  If a prenotice is checked for a Repeating Reminder, it will be sent only one time, before the first Reminder date (unless you change the default on the Advanced tab).








Notice to Client is enabled if the client has a default e-mail address entered, and, if it is checked, the client will receive an automated e-mail over the Internet, for example.  Notice to Responsible Client and/or Project Team will generate separate notices for each person.  





If a project/matter has a Responsible Team, it will be indicated. The checkbox "Litigation or Adversarial Proceeding" is user defined by the Administrator
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Personal Notes





How Do I











Husband





4.
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This is almost a different “view” of the In/Out Pad, sorted by Exception, rather than user.





Double-click here to send an e-mail reply message to the Depositor.
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Home





Home





Head-quarters





Fax Number








Ziata! ensures that you know who created and last changed the data, and when it occurred!





These are called “drop down” boxes, or a “comboboxes.”  Click the arrow, and a list of available items “drops-down.”  Some drop down boxes force you to select from the list and others allow you to type new information into the edit area.  These drop down lists are completely configurable by users and/or the Administrator!  See On-line Help.





A new feature.  You can now assign a disk address or web address to a person or company!  A simple double-click and you’re there!  See File Management.





Most Properties Boxes have a Relations tab and/or a Notes tab.





The Relations tab allows you to look at data relations in a “backwards” fashion, e.g., instead of finding a location and seeing all telephones related to it, you can look at a telephone and look at all locations to which it relates!  OOD is powerful!





Notes allows free-form notes about the object.





Remember, right-click for menus.





Slide cursor over the pane separator, click, hold and drag, to re-size the respective panes.





The Registration tab allows you to contact the vendor immediately to obtain a revised registration code for additional licenses.  You type in the code and your organization is empowered with additional Ziata! licensed users.





Double click a user from the list to edit the user.  Right-click for menus.  





This is “simple security.”  Contact your sales agent about NT and group-oriented security. Security Levels are described in the Manual and On-line Help.  General rule for simple security: there is only one Administrator per installation.  A level of 9 has almost all user-rights.  A 6 is a trusted user (e.g. can see all phone messages).  A 5 for a less trusted user.





Primary title is used to signify that this is the most important title or relationship name.  For example, in a Company to Person relationship, the most important title might be “President,” rather than “Shareholder.”  Ziata! uses the  Primary title for mailing addresses.





Revision 00.01.00a





This information is pulled from the core data objects databases.  You continually build your valuable data “mine.”





Ziata! even tracks “who has the file” now!  In a customer’s Properties Box, select Client Info, Files tab.  Right-click over the file, and select “Take Possession.”





Mindsaver (Server Edition) will even send you a reminder that you’ve had the file for a long time (unless Suppress Notices is checked).





Remember, the “drop down” boxes lists can be completely tailored to your organization’s library.











Zegarelli Int’l





Gregg Zegarelli





Tom


Frankle





John Doe





J.J.’s


Sister





J.J.’s


Father





James


Doe





J.J.’s


Mother





T.F.’s


Sister





T.F.’s


Father





T.F.’s


Mother





Stores Company, Inc.





Sue


Rogers





Harry


Burns





Jane


Johns





The Annual Reminder is used by Mindsaver.  On this date, once per year, Mindsaver will send a reminder to you by e-mail.  Use this date for follow-up letters, annual meetings, mailings, etc.





Ziata! tracks certain miscellaneous information about clients, including (shown below) credit card numbers and referral source.  The Private Information cannot be seen by all users.





Because you can look at data relationships either “forward” or “backward,” notice how you can “drill-down” back into the original data object!





Ziata! was built so that you can have  an unlimited number of relationships!  In this example, there is only one person related to Zegarelli International, and that one person has only one title.  





However, there could be 500 or 5,000 persons (and/or companies) related to Zegarelli International, with each relationship having its own 500 (or 5,000) titles!  No limits.





Remember, right-click here for more menus.  For example, there could be menus to send pre-addressed e-mail, open file folders, launch Properties boxes, etc.  That’s the power of OOD!





The In/Out Pad is integrated with the E-MSG! Pad, so that the Receptionist is notified when taking a telephone message that the caller is a “find me” exception!





Notice how the Properties box “encapsulates” all information about the data object.





You can even use merge code to merge your electronic newsletters with personalized information from your database!  For example,  “Dear %%SALUTATION%%:” would be replaced with “Dear Gregg:”.   See Manual or On-line Help for details.





The Advanced tab has even more features, including the ability to send Mindsaver e-mail notices to unlimited persons in or out of the network, even if not a client, over the Internet.  You have complete flexibility.





The listing shows the User Nickname.  The User Nickname is an available field in the Properties box for users only.  If you need to edit the User Nickname, right-click and select Properties.





You can relate SOP’s to other SOP’s for easy reference and a modular approach to organizing tasks.
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