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1 Introducing EssentialPIM

Welcome to EssentialPIM Free!

EssentialPIM Free is an absolutely free personal information manager that can store,
manage and encrypt data: day/week/month/year schedules, to do lists for keeping all
your appointments up-to-date, notes (pictures, tables, any formatted text), password
entries, fully-functional mail module and contacts. Offers AES 128-bit encryption,
Android and iOS synchronization, MS Outlook import/export, search capabilities,
versatile print features and adjustable contacts storage with unlimited number of fields.

Thought out simplicity is the power - our motto. Enjoy.

11 Features

EssentialPIM Free is a full-featured personal information manager, which offers:

e Excellent usability. Shortcuts that are fun to use and boost your productivity. Easy,
intuitive tools arranged right where you need them

e Security. All data can be password-protected and the database file is encrypted with
the advanced industry standard AES (Rijndael), 128-bit key

e Versatile import and export capabilities. You can import and export HTML, RTF, CSV,
TXT and TreePad. You can perform import/export with Microsoft Outlook

e Synchronization with Android and iPhone/iPad

e Available in many languages, including: Bulgarian, Chinese (simplified), Czech, English,
French, German, Hellenic, Hungarian, Indonesian, Italian, Japanese, Norwegian,
Polish, Portuguese, Russian, Slovak, Spanish, etc.

e System tray icon with a hotkey for starting and configuring the software

e Open-source Firebird database. Advanced users and system administrators get great
flexibility in managing databases

2 License

EssentialPIM(tm) License Agreement.
EssentialPIM is FREEWARE.
Astonsoft Ltd. EssentialPIM VERSION 4 END-USER LICENSE AGREEMENT

IMPORTANT-READ CAREFULLY: This EssentialPIM End-User License Agreement
("EULA") is a legal agreement between you (either an individual or a single entity)
and Astonsoft Ltd. for the EssentialPIM SOFTWARE(s) identified above, which
includes the User's Guide, any associated SOFTWARE components, any media, any
printed materials other than the User's Guide, and any "online" or electronic
documentation ("SOFTWARE"). By installing, copying, or otherwise using the
SOFTWARE, you agree to be bound by the terms of this EULA. If you do not agree to
the terms of this EULA, do not install or use the SOFTWARE. If the SOFTWARE was
mailed to you, return the media envelope, UNOPENED, along with the rest of the
package to the location where you obtained it within 30 days from purchase.
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License 5

1. The SOFTWARE is licensed, not sold.

2. GRANT OF LICENSE.

(a) Freeware. You may use the SOFTWARE without charge. Astonsoft Ltd. may
place announces of its other PIM-related products into EssentialPIM. Astonsoft Ltd.
will not monitor the content of your use (e.g., sites selected or files used).

(b) Redistribution of EssentialPIM. You may make copies of the evaluation SOFTWARE
as you wish; give exact copies of the original SOFTWARE to anyone; and distribute
the SOFTWARE in its unmodified form via electronic means (Internet, BBS's,
Shareware distribution libraries, CD-ROMs, etc.). You may not charge any fee for the
copy or use of the evaluation SOFTWARE itself, but you may charge a distribution
fee that is reasonably related to any cost you incur distributing the evaluation
SOFTWARE (e.g. packaging). You must not represent in any way that you are selling
the SOFTWARE itself. Your distribution of the SOFTWARE will nhot entitle you to any
compensation from Astonsoft Ltd.. You must distribute a copy of this EULA with any
copy of the SOFTWARE and anyone to whom you distribute the SOFTWARE is
subject to this EULA.

3. RESTRICTIONS. You may not reverse engineer, de-compile, or disassemble the
SOFTWARE, except and only to the extent that such activity is expressly permitted
by applicable law notwithstanding this limitation. You may not rent, lease, or lend the
SOFTWARE. You may permanently transfer all of your rights under this EULA,
provided the recipient agrees to the terms of this EULA. You may not use the
SOFTWARE to perform any unauthorized transfer of information (e.g. transfer of files
in violation of a copyright) or for any illegal purpose.

4. SUPPORT SERVICES. Astonsoft Ltd. may provide you with support services related
to the SOFTWARE. Use of Support Services is governed by the Astonsoft Ltd. polices
and programs described in the user manual, in online documentation, and/or other
Astonsoft Ltd.-provided materials, as they may be modified from time to time. Any
supplemental SOFTWARE code provided to you as part of the Support Services shall
be considered part of the SOFTWARE and subject to the terms and conditions of this
EULA. With respect to technical information you provide to Astonsoft Ltd. as part of
the Support Services, Astonsoft Ltd. may use such information for its business
purposes, including for product support and development. Astonsoft Ltd. will not
utilize such technical information in a form that personally identifies you.

5. TERMINATION. Without prejudice to any other rights, Astonsoft Ltd. may
terminate this EULA if you fail to comply with the terms and conditions of this EULA.
In such event, you must destroy all copies of the SOFTWARE.

6. COPYRIGHT. The SOFTWARE is protected by United States copyright law and
international treaty provisions. You acknowledge that no title to the intellectual
property in the SOFTWARE is transferred to you. You further acknowledge that title
and full ownership rights to the SOFTWARE will remain the exclusive property of
Astonsoft Ltd. and you will not acquire any rights to the SOFTWARE except as
expressly set forth in this license. You agree that any copies of the SOFTWARE will
contain the same proprietary notices which appear on and in the SOFTWARE.

7. NO WARRANTIES. Astonsoft Ltd. expressly disclaims any warranty for the
SOFTWARE. THE SOFTWARE AND ANY RELATED DOCUMENTATION IS PROVIDED "AS
IS" WITHOUT WARRANTY OF ANY KIND, EITHER EXPRESS OR IMPLIED, INCLUDING,
WITHOUT LIMITATION, THE IMPLIED WARRANTIES OR MERCHANTABILITY, FITNESS
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6 EssentialPIM Help

FOR A PARTICULAR PURPOSE, OR NONINFRINGEMENT. THE ENTIRE RISK ARISING OUT
OF USE OR PERFORMANCE OF THE SOFTWARE REMAINS WITH YOU.

8. LIMITATION OF LIABILITY. IN NO EVENT SHALL Astonsoft Ltd. OR ITS SUPPLIERS
BE LIABLE TO YOU FOR ANY CONSEQUENTIAL, SPECIAL, INCIDENTAL, OR INDIRECT
DAMAGES OF ANY KIND ARISING OUT OF THE DELIVERY, PERFORMANCE, OR USE OF
THE SOFTWARE, EVEN IF Astonsoft Ltd. HAS BEEN ADVISED OF THE POSSIBILITY OF
SUCH DAMAGES. IN ANY EVENT, Astonsoft Ltd.'S LIABILITY FOR ANY CLAIM,
WHETHER IN CONTRACT, TORT, OR ANY OTHER THEORY OF LIABILITY WILL NOT
EXCEED THE GREATER OF U.S.$1.00 OR LICENSE FEE PAID BY YOU.

9. U.S. GOVERNMENT RESTRICTED RIGHTS. The SOFTWARE is provided with
RESTRICTED RIGHTS. Use, duplication, or disclosure by the Government is subject to
restrictions as set forth in subparagraph (c)(1)(ii) of The Rights in Technical Data
and Computer SOFTWARE clause of DFARS 252.227-7013 or subparagraphs (c)(i) and
(2) of the Commercial Computer SOFTWARE-Restricted Rights at 48 CFR 52.227-19,
as applicable.

3 About this help manual

This manual describes EssentialPIM features and some useful methods that can be
utilized to work with the application more efficiently. In order to ease information
perception we use a number of symbols represented below.

Bold font is used to show interface elements the same way as they can be seen in the

program. This can be a dialog window, a tab, an option or a button which you need to
click to perform some action.

Useful tip that simplifies usage of a described feature. Shortcuts are
displayed here as well.

G Useful information that you should take in consideration.

Very important info. Usually it's a necessary requirement for correct work.

4 Working with EssentialPIM

EssentialPIM implements a number of features. Most of them are intuitive, which
allowed to make simple interface. The following topics describe steps you need to take
in order to work effectively with the program and also make it easier to organize and
synchronize your data.

Calendar - day planning the versatile way

© 2004-2019 Astonsoft Ltd.



Working with EssentialPIM 7

Tasks lists - quick and simple list of things to do

Notes - any data can be stored in tree-structured notes
Contacts - all contacts organized

Passwords - powerful password managing tool

Mail - built in e-mail client

Below is the main EssentialPIM window:

File Edit View Ge Actions Tesls Help i |

(3 eom oo e | T R

CALENDAR < > 16.09.2016 TASKS

Uz MATHWLLA A 19.00206

Week This is all day event. It can be also spread through over several days. Test Task that has  due

Week Agenda (o] |+ Test Contact. Birthday

. This is an appointment that recurs. it is
< *set for every third day for three weeks
and has been replicated automatically.

! Appointments can have their priority - And this one has a low priority as
defined as one of the 7 levels. This shown by its blue vertical strip.
appointment has a high priority, as
indicated by the exclamation sign.

(] Task with a Reminder

Casrafipe 2018 » m
M« Br Cp Yr Mr C5 Be |
2 1 2 3 4

This shows a completed
SnmAiRimaEE 1N0%,

|I Appointments can be easily dragged and/or copied throughout the day. Drag this
to a different time a< an

16 Centabps: Test Contact Birthday (20 years)

Section 1: Main menu with a list of commands available in the program.

Section 2: This is the navigation panel, where you can switch between EssentialPIM
modules and views. Navigation panel can be minimized or maximized by pressing on
the small arrow button on top of the panel.
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File ‘u‘lewv Actu:uns __Tools

S erimtopay _of :
C A 1
"‘

cALENDa®* T
A

|lll-li'
./ TASKS

NOTES

. [&Z] coNTACTS

You can adjust modules which appear in this section by clicking on Tools -
> Options -> Modules. Or right click on any of the module's name.

Section 3: Calendar with marked busy days.

The number of calendars can be expanded by dragging up the divider
between the calendar and the EPIM modules section.

Section 4: Module tool bar offers ways to work with and manage records. Its
contents depend on the currently active module.

Section 5: Main view, depends on the currently opened module.

41 Working with database files
411 Starting EPIM

The First Run

When you run EssentialPIM Free for the first time, it creates test.epim database file

that consists of sample items for better understanding of how the program works. You
can continue working with the file or create a new one by clicking on File -> New ->
EPIM database file

© 2004-2019 Astonsoft Ltd.
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View Go Actions Teools  Help
BT sopointment.. shifteCeT

EPIM Cloud b Task... Shift=Ctrl+0 [ 1o
Open... Ctrl+0 Mote... Shift+Ctrl+M [
Save Ctrl+5 Contact... Shift+ Ctrl+C
Save As... Jessage Shift+ Ctrl+

) Cont
Close Password Entry... Shift+Ctrl+P
Databaze Password... Mail Account... b all
Database Management... EPIM Data File Ctrl+M b
Import 3

When you create a new database file, its name looks like temp.32B51682.epim. The
file can be saved under any other name you prefer. Use File -> Save/Save as
command for this, or confirm database save on program close. It's recommended to
save the database file under some name different from the default temporary file name
in order to prevent file naming mess in the future.

Note, the word "test" in the file name doesn't mean that file or program runs

in the trial mode. It's just a file name that can be changed any time.
Subsequent runs
EssentialPIM Free remembers the last used file and opens it up automatically upon next

start. The program also stores the list of last opened database files. The list can be
seen by clicking on File.

View Go  Actions Tools  Help

Mew »
EPIM Cloud 3 i
Dpen.. Ctrl+0

Print Preview...
Print... Ctrl+P
1 test.epim
2 \WORKNTesthnetwork_test.epim
IVWORK\Test\ contacts.epim
Exit
s 2:30 PM -

© 2004-2019 Astonsoft Ltd.
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This is useful if you use several databases and need to access them fast. You can also
use this menu if the database file you used last time wasn't opened automatically on
start.

Any existing database can be opened by clicking on File -> Open.

@ The default paths for EssentiualPIM Free database files are:
C:\Documents and Settings\User Name\Application Data\EssentialPIM\ - for
XP
C:\Users\User_name\AppData\Roaming\EssentialPIM\ - for Vista, 7, 8 and
10.
Note, it's not necessary to store EssentialPIM database files in these
folders. Database files can be moved to any other location on the hard
drive.

If you use several *.epim database files, it might be useful to create
desktop icons that will open particular files directly. To do this, open
EssentialPIM icon properties and add path to the database into the Object
field after existing path.

EssentialPIM Free start options
EssentialPIM Free can be started manually or automatically with Windows. It's also

possible to limit EssentialPIM Free to only one running instance. These and some other
settings can be found in Tools -> Options -> General

Options ﬂ .

Autesave [ Minimnize to System Tray

Backup

Shameuts [ Miinimize on close

Sp:llmg

Py I Run st starup

Appearance [] &llerws enly 1 copy of EssentialPIM at a time
Modules r .

o] & teg

EPIM Today ] Autormnatically check for update Check Mow

Calendar

Tasks Start with

Motes ® | EPIM Today v

Contacts
kiail

Last opened module

Minimize to System Tray - program window minimizes to system tray instead of the
task bar.

Minimize on Close - Close button works as Minimize. Enabling this option guarantees
no reminder will be missed because of the accident program's closing.

© 2004-2019 Astonsoft Ltd.



Working with EssentialPIM 11

Run at Startup - automatically runs EssentialPIM Free on Windows start.

Allow only 1 copy of EssentialPIM at a time - when this option is enabled, only 1
running instance of EPIM is possible.

Automatically check for updates - when enabled, EssentialPIM checks for updates
automatically every couple of days. You can also check for updates manually by
clicking on the Check Now button.

Start with - choose which module EssentialPIM is going to start with.

0 When Minimize to System Tray option is enabled along with Run at
startup, it may appear that EssentialPIM icon is hidden in the system tray.
This makes an impression that the program is not running. If you try to
open EssentialPIM manually under these circumstances, the new program
instance gives an error that the database file is being used by anther
process. This is actually true because file is already running in another
EssentialPIM instance. To resolve or prevent this problem, set EssentialPIM
Free icon to always be shown in the system tray settings.

Shift+Ctrl+S - global shortcut that minimizes/maximizes the program
window.

41.2 Backup

EssentialPIM Free offers an advanced backup feature. Backups of your *.epim
database files are being made on the fly. This helps to keep your data safe under any
circumstances. By default EssentialPIM creates two backup files in the same folder
where the original database file is stored. Backup settings can be accessed by clicking
on Tools -> Options -> Backup:

Options ﬂ .

General
-, , .
Augaie |+] Enable backup

| Backup |
Shortcuts Backup folder
Spelling ® Databaze folder
Promy |

Windows temp folder
Appearance Selected folder
Medules

EPIM Today
Calendar

Backup is made every 24 hours. 3 last backups of yaur

Tasks
database are saved, Pro version allows to define more

Motes

Enable backup option turns the backup feature on (enabled by default). We do not
recommend turning it off, otherwise you will not be able to restore you database file in
case of any failures.

© 2004-2019 Astonsoft Ltd.
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413

Backup Folder section allows to choose where backup files will be stored. Backups
can be created either in the same folder where you main database file is stored or in
the standard Windows temp folder or you may specify a folder yourself by choosing this
options and pressing the Browse button.

! Note, EssentialPIM cannot save backups to a network locations or NAS
drives. Thus make sure that you are using local path when setting custom
backup folder.

Different types of backup files

my_database.epim - regular EssentialPIM database file that was created by a user
(you can always create a new file by clicking on File -> New). Path to the currently
opened database file can be seen at the top of the EssentialPIM window or by clicking
on File -> Database management.

my_matabase.backup_20130118_1401.epim - regular backup file that was
created by EssentialPIM according to the backup settings set in options. Numbers
mean date (in yyyymmdd format) and time (in 24h format) when the backup was
created. To save space a backup file is a compression version of the initial database
file and hence the difference in size with it. To recover data from backup, open it as if
it was a regular EssentialPIM database file by clicking on File -> Open.

Note, if you need to transfer your data to another PC or drive, simply copy the original
database file over to the new location. There's no need to work with backup files in
such cases.

Note, it's not necessary to use backup file when you need to transfer
EssentialPIM data to another PC. Just copy your main database file to
another PC and open in EssentialPIM.

restored.my_database.epim - restored backup file. We recommend to rename this
type of files into something more user friendly (simply removing the "restored." part is
ok) in order to prevent possible mess with future backup file names.

backup_convert_200130118_1521.epim.bak - these type of files are always
created (in the folder where you original database file is stored) when EssentialPIM
updates your database file to the new version. Usually happens when you run the new
major EssentialPIM version for the first some. If something went wrong during the
conversion process, you can always revert to the previous version of the file and open
it with the previous version of EssentialPIM. To work with this kind of files, delete the
.bak extension and open it in the previous EssentialPIM version by clicking on File ->
Open. Older EssentialPIM versions can be obtained from here.

Database management

Normally EssentialPIM handles database maintenance automatically and users do not
have to do anything in that regard. However, in some cases users wish to get more
manual control over the process. The following examples will demonstrate what kind of
tasks can be performed and what to expect from that.

© 2004-2019 Astonsoft Ltd.
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Database Management

EssentialPIM has a built-in database management tool that can be useful in fixing some
database problems. The tool is available under File -> Database Management. This
dialog also shows summary information about currently opened database file such as
database location, size, amount of records of each type. Besides the database info this
dialog provides some database maintenance tools.

Optimization. This process optimizes database by removing some bulk data from it,
thus making it smaller in size and sometimes makes it a bit faster. Database
optimization can be performed by clicking on the Optimization button. Running
optimization is usually a preventative measure and is normally being done automatically
by EssentialPIM time to time when a certain set of pre-defined criteria are met.

Note, before running optimization manually make sure that all
synchronizations and mail send/receive processes are not active, otherwise
the Optimization button will be inactive. To stop all the active processes,
click on the Stop All button in the synchronization form or in mail send/
receive dialog window.

Archiving old records

If a database file is being in use for a long period of time then it can contain a large
number of old records that might not be needed anymore. Removing old records from
the database will make it smaller in size and can improve its performance. We have a
special free supplementary application for this purpose - EPIM Archiver/DupeRemover.
The Archiver part of the app can do any of the following:

- Move outdated items into the Trash

- Move items into another database for permanent archiving

- Delete outdated items permanently

More details about how to use EPIM Archiver/DupeRemover can be found in its help file.
Note, major version number should be equal as for EPIM Archiver/DupeRemover as for
EssentialPIM. I.e. EPIM Archiver/DupeRemover version 5.0 will work fine with database
files from EssentialPIM version 5.03 and not with the database file from EssentialPIM
4.5,

Removing duplicates

EPIM Archiver/DupeRemover can also be used for checking database files for duplicates
and removal of found duplicate items. The app searches for the duplicate entries
through all the EssentialPIM modules. After duplicates are found, a list of automatically
selected items for removal is shown. However, you can manually adjust which of the
duplicate items to delete. All removed items will be moved to Trash where you can
easily delete them permanently or restore later for future use.

© 2004-2019 Astonsoft Ltd.
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4.2

EPIM Today

EPIM Today shows an overview of Appointments, Anniversaries and Tasks for nearest
days. You can configure EPIM Today settings in Tools -> Options -> EPIM Today.

Today 16.09. 2016 % TASKS MESSAGES
&l day event [ Test Contact. Birthday e

All day event [ This is all day event. It can be also spread L] Task with a Reminder

through over several days.
ANNIVERSARIES

| |
Test Contact
20 years
1
[ ]
ol
[
17:00 - 19:00 1! Appointments can be easily dragged
» andysor copied throughout the day. Drag
this appointment to a different time as
an example.
FuRRaTa 17 na e Y

Calendar section shows Appointments for today and 3 upcoming days (by default
settings).

Tasks section shows list of upcoming Tasks.

Messages section shows mail folders with unread messages.

Anniversaries section only appears when there's an anniversary coming soon.
Anniversaries are being taken from contacts.

Today Settings

Today module is often used as a summary of upcoming major and important events. All
the sections in EPIM Today can either be turned on or off in EPIM Today options under
Tools -> Options -> EPIM Today.
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Options “

General

Autosae v. Calendar

Backup .

Shadeuts Preview appointments: 3 |5 daysin sdvance

Spelling 0 o days priortoday

p‘rnv:)'

T [ Hide completed Appointments

Appearance Show events from the following categories Categories...
Medules

EPIM Today

Calendar [+] Tasks

Tasks Preview Tasks with start or 2] davs in advan

Motes due dates x| CayEmavance

Contacts v‘ Show Tasks without due dates

Mail

Display & Compose [ Hide completed Tasks
Spam Show tasks from the fellowing categories Categories...
Passwords
Trash -
[+ Maal

Synchronization

LGE LG-V4 Select felders to be shown: Folders...
Securty

[+ Shvow Anniversaries
0K Cancel

Calendar and Tasks sections allow you to adjust the number of days for previewing
events and tasks. You will also be able to choose whether the completed items
should be shown or not. Clicking on the Categories button will bring up a dialog
window to choose items from which categories to show in EPIM Today.

The Folders button under the Mail section allows you to choose which mail folders
to display in the Mail section of EPIM Today.

The Show Anniversaries checkbox turns on or off display of upcoming anniversaries
in EPIM Today.

Any of the sections can be excluded from displaying in EPIM Today by unchecking
the checkbox besides the section name.

'S 4 EPIM Today settings will not affect any other similar options for other
modules. For example, customized view settings or filters in Calendar or
Tasks will not override EPIM Today settings. And vice versa EPIM Today
settings have no effect on viewing options for other modules.
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4.3 Calendar

431 Calendar views

Calendar module is a key part of the EssentialPIM and serves to control and plan
activities. Calendar can be displayed in different views: Day, Week, Month, Year,
Table. Views can be switched under navigation pane in the left or under View menu.

72} epim TODAY

CALENDAR

e
o

Day

Week

Week Agenda (Pro)
Maonth

Year

Table

TASKS

Day/Week

Both of these views are identical and provide the same functionality. The only
difference is that the day view shows events for a particular day and the week one

can show several days (one week by default).

£ 5062016

| Thiz 5 al day event. R can be abio spread Srough over several days. .
£ Tt Contacl. Birtheay

— ———— 1
can bt
2 #
(-] » can bave a it ube . This parts bankgrownd
I -—
, B appoinea|
£ Burei
-
! | Snirbuse.
| [ andfer JE 1 S
et e 3 0 gt
B Appeoaren
6 e
& Ry Tadt Contah Bty (30 el o
fotarhd

Twent &t can by

ey
L TR & o appoetee! that i)
Thevery Bhire! oy for Mree wee!
reploated sutsmatcol. |
—_—a
a

- -

&0y T Costad Birtheley (29 redes)
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The main part of both views is taken by the time grid. Time grid is a useful tool for
navigating through the calendar, track appointments, locate free time and create new
appointments directly on necessary time. Appointments that have both start and due
times within one day are displayed within a time grid according to their values. If an

appointment takes whole day or lasts for several days then it is displayed at the top of
calendars time grid.

Time grid in Calendar can be set to various time scales by clicking on View -> Time
Scale or by right-clicking on the scale in the Day and Week views:

1 Add... o
ed different background -
3 completion attribute .
60 minutes
Hide Completed Cirl+H m
Fibter " 15 minutes
T o 0minutes
- || ! Appointments can be ea
3 a different time as an ex 3 minutes

Work time is marked with lighter color, holidays are darker and their day numbers

written with red font. These settings as well as many others can be changed in the
calendar options dialog.

Month/Year

Both Month and Year views are identical by functionality. These views give summarized
overview for longer time periods then week view.
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If classic views are not enough for analysis then EssentialPIM can offer more detailed
tasks summary with Table view. In this case all calendar events are represented as a

table.

From date: | 5/ 272006 v| To date: (B 92008 v

| sueccT START TIME END TIME QOMPLETL, | LOCATION . B &
# [ Test Contact Birthday 5/6/2016 5/6/2016
B8 [7his is all day event. | 5/6/2016 5/7/2016 Vac:

B [ his is on appointmen 5/6/2016 8:30 AM 5/6/2016 9:45 A0

] Appointment 5:00 P 7:00 P
B [ This is an appointmen 5/9/2016 £:30 AM 5/0/2016 0:45 AN
B [ This is on appointmen 5/12/2016 £:30 &b 5/12/2016 9:45 A
B [ This &5 on appointmen 5/15/2016 8:30 A} 5/15/2016 945 A}
B [ This is an appointmen 5/18/2016 &:30 Ab 5/18/2016 945 A

B[] This is on appointmen 5/21/2016 830 AF 5/21/2016 9:45 A

M 7:00 PM

This view allows editing records in the same way as with table editor. Any data can be

changed directly in the cells.

At the top of the view you can set dates range to display.
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Any field in the table can be disabled/enabled under right-click menu.

E T SUh_iECt DMPLETI L
016 7 Start time
016 | % | Endtime
-315357 Completion
016 & T Location
016 mz S
m: Category
o 121 Duration
N Created .
_6_& Modified o
— Completed pose
016 51'7‘ Reminder

Records can be sorted by any field. Click on the field caption in order to sort by it.
Arrow icon shows sort direction, second click changes it to opposite direction. If you
need to sort by several fields then click on them holding on Ctrl button.

You can use following shortcuts to switch between views:
Ctrl+D - Day

Ctrl+W - Week

Ctrl+M - Months

Ctrl4+R - Year

Ctrl+E - Table

Calendar Settings

Calendar settings are available under Tools -> Options -> Calendar
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Options “

General

Autosave Work Time

Backup Start time: #:00 =

Shoreuts . .

speliing Ervd tiemee: 21:00 =

Preay [ Show onky wark time

[ Auta scale of hours grid

Appearance
Maodules Work weelk:

EPIM Today Mne er Fcp Mu MM e [Cee
| [ Calendar | [] Show only work days

Tasks

Motes Eurst day of weeic NONERENBHHE ¥

Contacts

hlail [[] Remember manual by set dates in Table view

Display & Compose §
[ ] Show for Appointments:  Start & End tirme

Spam
Passwords [ Enable Chinese Lunar calendar
Trash
Synchronization Display categonies in Table view as:
LGE LG-V430 ® Filled-in background MHames
Securty

Color boxes Color boxes and names

Background color; [ v

oK Cancel

Work Time - Allows to set a time frame which is considered as work time. EssentialPIM
shows it with lighter color in the calendar. It is also used for printing working hours.
Show only work hours - hides/shows non working hours in the day and week views.
Auto scale of hours grid - if displayed hours grid fills less space then available in the
main view then enabling this option scales time grid to fit the screen.

Work week - this feature is similar to work time option, it allows to set which days are
considered as working days. Non working days are shown with darker color and red day
numbers.

Show only work days - hides/shows non working days.

First day of week - allows to set the first day of the week in the week and month
views.

Remember manually set dates in Table view - Remembers dates range set in table
view when switching to another views.

Show for Appointments... - this drop down menu allows to hide start or due time or
both from displaying in calendar views. This is useful if you want to free up space for
more text from records subjects.

Display categories in table view as - sets how to show categories in table view
(doesn't affect other views).

Show grid lines - enables/disables grid lines in table view.

Background color - allows to set a background color which will be used as core color
in all views (except table view)
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43.2 Adding an appointment

There are several ways of adding a new appointment. You can press on New
Appointment button from the tool bar or you can add it under Actions -> New
Appointment.

O T e 4 Edit X Delete | [

The screenshot below explains how to easily add a certain appointment:

< ¥ 510/2016

10

-.lé ¢ L \J L L 1

Using mouse, highlight the time needed for the appointment and release the button:
the new appointment pop-up windows appears. Just enter the text and, if needed,
assign Priority, Category, Completion, Alarms and Re-occurrence, then press OK.

Double clicking anywhere in the calendar grid creates a new appointment on that time
and open new appointment dialog.

One more easy way of entering a new appointment is placing selection to a necessary
time and just start typing. This automatically creates an appointment on the selected
time without opening appointment editing dialog.
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&
Shift+Ctrl+T - global shortcut for creating a new appointment (it works
even when EssentialPIM is not active)
Appointment can be also added under File -> New -> Appointment

43.3 Editing an appointment

Appointments can be edited by double-clicking on them.

Appointments can be assigned different background colors, selected from pre-d.. = = IEI

|
Start sza2016 @ 1230eM | m
-

- 23
End sepo1s @+ | [230PM v Appointments can be assigned different
mre— background colors, selected from pre-
Curation & frours e defined or custom colors.
LAl day event [ Exclusive appointment
Location o
—1 4 A .
Completion

0% 25% 50% T75% 100%

Reminder Maong w o
[l Repeat every 1 % dayls
o+ Expires & /2016 @~

Subject - name of the appointment.

Location - location for the appointment. The list of locations will be saved and
available for future use from the dropdown list. You can add, edit or delete locations
using this menu. To do so, click on the Manage Locations option at the end of the
list.
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Locations

Work Add
Home
Delete
Move Up
Mowve Down

Start time - sets the start time.

End time - sets the end time.

Duration - automatically shows the duration of an appointment, can be edited
manually.

All day event - an event for the whole day or days without start and end times.

Exclusive appointment - such appointments cannot be overlapped with other

events, ensuring exclusivity of their timeframe.

Priority - allows you to set a priority.

Completion - sets a rate of completion.

Category - sets a category for an appointment. You can create custom categories by
pressing the "..." button.

Reminder section

Enable reminder by clicking on the Reminder checkbox:

- — _ I......
0% 25% 50% Tsgwmbok > J [

*
- - Mone L
Remindler rone A2 omin
ry

5 mins

- ; | 10 mins
15 mins
30 mins
43 mins
1 hour vl

FReneat eavary

Additional reminder options can be set by clicking on the Advanced button:
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...u l'!l* Advanced H
0%  25% 50% 75% 100%¢ Sound
(@ Mo sound
Reminder Mane W 'BI () Default sound
- () Sound file

— « [EEaaE| Browse

FReneat svany

Message
(®) Default message

() Custom message

Bun program

Browse...

Cancel

You will be able to choose whether a Default sound or any custom Sound file
(*.wav or *.mp3) will be used for alerts.

Message field allows you to set a Custom message for the reminder.

You can also assign a program that will run with the reminder. Click on the Browse
button and choose the desired app.

Repeat Appointment

Make a recurring appointment by enabling the Repeat Appointment checkbox

epeat every 1 = day(s) W =
[#] Expires 6/ 22016 [E~r

You can set daily, weekly, or monthly recurrences. By default an event will expire
after 10 occurrences. Adjust the number or change the expiry date, if needed. For
more complex recurrence patterns, click the Advanced button:
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|
’.‘ iTr‘" B Appointment Repeat H
day(s) W Repeat pattern
6 O~ O Daily Recur every 1 | week(s) on
(®) Weekly [ Menday [+ Tuesday [[IWednesday [ ] Thursday
) Monthly [ Friday [[] Saturday []Sunday
() Yearly

Range of recurrence

Start date: | 5/24/2016 [F~ (2 No end date
@ Endafter |10 2 occurrences

-

() End by: 7/26/2016 [E~

Cancel

This dialog allows you to fine tune recurrence patterns. I.e. you can choose to repeat
an appointment every second Tuesday every 3 months.

4.4 Tasks
441 Working with tasks

Tasks module is an easy and useful tool for managing tasks list. EssentialPIM allows to
sort records by any sorting criteria, assign different priority statuses and categories.
These and many other features give wide capabilities on managing tasks list.

Adding a Task

There are several ways of adding a new task. The easiest one is pressing on Add
button on the tool panel, or by pressing on Actions -> New Task in the main menu.

It is also possible to add a task by double-click on main window in Tasks module or
Tasks section in Calendar. Any of these ways open a Task Info dialog where you can
enter subject, due dates, category and other settings. More details can be found in
the Editing a Task topic.

Shift+Ctrl+0 - global shortcut to create a Task (it works even when
EssentialPIM window in not active).
Task can be also added under File -> New -> Task.

Tasks View Customization

EssentialPIM allows customization of columns set and their order in the main view.
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SUBIECT START TIME CATION

Subject
Start time
Due time
Completion

Location

Jeefe]e]<]

[

Right-click a column caption to enable/disable columns you want to display/hide.

"-.I‘ll.’ Customize n
]
"' Select the columns you would like to be shown
o* Hidden Visible
iviodiiied 0’ Created Subject
.................... & Madified 5 Start time
..................... Cnmpletei. _ Completed Due time
Remindgl? Tags »>| |Completion
» Location
Ta_g_s ¢ | |Prionty
Cat
Coustomize.. Sner
o
Reminder
Cancel

Selecting a Customize option opens a dialog where you can setup what columns to
display from all available columns.

SUBJECT ST%ME () )compier... | Lc
*

‘e
RETTTTY riaaitE

DUE TIME

If you need to rearrange columns order, then drag fields to a desired position holding
on left mouse button. When dragging small arrow icon shows where column is placed
after you release mouse button.

Sorting and Searching

To sort tasks, click on any of the column names in the main view. To sort by several
fields, click on the column names while holding the Ctrl button on your keyboard.

To search for specific items, use the search field at the top right corner.
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|
o o] Anfields o 1=
Start time '
Due time
Subject
Completion
Location
Assignee
Motes
Tags

Clicking on the spyglass icon will allow you to choose specific fields to search in.

EssentialPIM allows you to hide completed tasks. This feature can be enabled under
View -> Hide Completed. If the "Hide completed" option is enabled, the special
Customized view line will be shown at the top.

Customized view: hidden completed items

The search field allows you to use the AND / OR operators for more complex
queries. Operators have to be written in capital letters.

Note, all the above searching and filtering methods can be combined with
each other.
Calculation of Duration

To see duration of a single or several tasks, select the items in the main view and
check the status bar at the bottom.
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File Edt View Go Actions Tools Help

(3 ermToDAY + AddtoReot - = T Q - Search in: All fields
ﬂ CALENDAR SUBIECT COMPLETI. | LOCATION Il | B | B | assicNes
2] Tasks [ Test Task that hak |
Tree kK
Plain [[]Task with a Remin .'
i .
Consalidated L] subtask (Link ta s
— "
.
.
H
s 8 9 ol o2 3l .
15 481 17 18 480 20 21 :
1R 23 24 |25 26 2T |28 ,’ -
2(20 M M 1 2 3 4 - *.f )
™ I ags o .

o If the status bar is not visible, enable it under View -> Status Bar.

44.2 Editting a task

Tasks can be edited by double-clicking on them or directly from the main view by single
clicking on the field

Ostart [ 5242006 0| 3350oM Test Task that has a due da m

End | 5272006 B+ | | J Hotes for the item |

.Lacatian
R
Completion C

0% 25% S50% 7%

[ reminder

:5.-’3?}2016 - | ﬁz:ncm :: @

Repeat Task (Pro only)

Repeat every 1

Subject - a task name.
Location - location for the task. The list of locations will be saved and available for

© 2004-2019 Astonsoft Ltd.



Working with EssentialPIM 29

future use from the drop down list. You can add, edit or delete locations using this
menu. To do so, click on the Manage Locations option at the end of the list.

Locations n

Add

Delete

Move Up

Mowve Down

Start time - sets the start date/time (disable checkbox if you don't need to set time
but date only).

End time - sets the end date/time (disable checkbox if you don't need to set time but
date only).

Priority - allows you to set a priority.

Completion - sets a rate of completion.

Category - sets a category for a task.

Reminder

Enable reminder by clicking on the Reminder checkbox:

-
-eminder

5272016 @ | 1200 am = | £

Reminders can be set to sound at any date and time.

Additional reminder options are available by clicking on the Advanced button:
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“,Ellllll‘ Advanced “

+* Sound
» ® Mo sound

) Default sound

00 AM = (| £ [
[

L )

I Sound file

Browse...

Message
(®) Default message

() Customn message

Run program

Browse...

Cancel

You can assign a custom sound or write your own custom message to be shown when
the reminder fires up.
A selected application can also be started once it's time for the alarm.

4.5 Notes
451 Adding a note

To add a new note, click on the Add Root button on the tool panel.

g AddtoRoot - JRFAEEETE-4

If you need to create a child or sibling note then click on arrow button next to Add to
Root and select Add as Child or Add as Sibling option.

ettt e,
4 AddtoRoot - g

o AddtoRoce -

Add as Child
Add as Sibling Ctrl+G

x

Ins

Then enter the note name. You can leave the default <Give name automatically>
option. In this case EssentialPIM will use the first sentence of your note as its name:
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Mote Info ﬂ
—a

m. ive name automatically= Insert »

mm—— el

Pick lcon

You can insert current date and time into the note name field using the Insert button
or Ctrl+D (Day) and Ctrl+T (Time) shortcut keys.

EssentialPIM offers a classic set of text editing tools located on the toolbar.

Arial -0 - B T U S5 X X === A-
S 2= R & A-&H-~ B QN

45.2 Notes managing

Notes can be arranged in hierarchical structure. It can be edited using standard drag &
drop feature. Notes Notes can be organized into hierarchical structures. Creating child
or sibling notes was described earlier, but you can also change existing notes
structure. The fastest way is to drag and drop a note to a desired location.

You can also move notes in the tree by using the corresponding buttons from the tool
bar.

w AddtoRoot - [T Y Q: Collapse All E= Expand Al
Arrow buttons move selected note(s) across the tree.
= AddtoRoot ~ JENF AN 4 C @ollapsehll E= Expand All

Collapse All and Expand All (or "-" and "+") buttons allow to expand or collapse the
whole notes tree with just a single click.

If a note has child items, they will be moved along with it to preserve the
structure.
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"\ 1’ Ins - creates a child note to the selected note.
*  Ctrl+G - creates a new note on the current level.

Navigation through Notes list
Notes module represents a navigation pane.

® = Rootnote * Sub note

Root note Text Relat

This panel shows a selected note path. Clicking on any note name in the path name
switches focus to a corresponding note. Arrow buttons allow switching between the
last used notes.

Notes can be also automatically arranged by Name or Last Modified date:

Root nate| i

Edit...

Su e sl O
Add to Root Ctrl+FR i w— e
Add as Child Ins Motes text. You can
Add as Sibling  Ctrl+G If you are using Pro

leafs for each note b

Delete Del
number of ways.
Rename
Medify...
Cuick Print
Cut Ctrl+x
Copy Ctrl+1C

Read-Only (Pro)

Arrange by k Mame

Muodified

Auteo arrange
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46 Contacts
461 Working with contacts

Contacts module is a convenient tool to keep and manage your contacts list.
Adding a Contact

There are several ways of adding a contact. The easiest one is pressing on Add
Contact button in the tool panel, or under Actions -> New Contact from the main
menu.

It is also possible to add a contact by double-clicking on an empty space in the main
window. More details about editing contacts can be found in the Editing a contact
topic.

Ins - add a new contact shortcut

Shift+Ctrl+C - global shortcut to create a new contact (it works even when
EssentialPIM is running in the background).

Contact can be also added under File -> New -> Contact.

Contacts sorting and searching

EssentialPIM offers a number of tools for fast navigation through the contacts list. You
will be able to find necessary record in a few clicks.

The first tool you can use is the search field at the top-right corner.

o All fields

First Mame
me 5i
= Last Mame
Maokile

Phone

Email

Clicking on the spyglass icon allows to select a searchable field.

The second tool allows fields sorting. Clicking on any field's nhame sorts all records in
this field. If you need to sort by several fields, hold down the Ctrl button when pressing
on fields names.
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Another useful tool is Letters bar located at the right side of the contacts list. It
allows to quickly navigate to a specific letter or number in the contacts list.

Benapyckan
JLE0)

Brarapckn

<

Catala
Chinese Simplified (BHERI)(C)
Ifeslq,r (Czech)
Dansk
Mederlands
English

Frangais
Deutsch

Greek

naw(d)
Magyar

»y
.lllllll.llllllll.I...
(<]

Indonesian

[taliano

Korean (= H)(K)

G

Letters bar can contain several languages. To add an additional alphabet press on the
button at the bottom of the letters bar and enable necessary languages.

Letters bar can be enabled or disabled under View -> Letters Bar.

Note, all described tools can be uses simultaneously and complement each
other.

46.2 Editing a contact

There are several ways of editing a contact. The fastest way is editing directly from
the table cells - select a contact and long click a field you wish to edit, it will make it
editable. The set of fields you see in the main view can easily be adjusted. Right-click
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on any of the fields name to enable/disable fields you need.

- AST NAME MOBILE ERd &

Attachments

Contact (Dserver.com

Status
First Mame
Last Mame
Mahbile
Phene

[«] [<l<]<]<]¢]

Email

Address

To change the order of the fields, drag and drop them into desired positions.
Contact Views

To get access to all contacts fields, open the Contact Info dialog. Double click the
contact or select it and click the Edit button on the tool bar.

There are two main contact views. One show contacts fields in categorized groups
and can be found under the Contact tab. Second view is more compact and lists all
fields in one table, it can be found under the All Fields tab. Overview of the tabs
can be found below.

Contacts tab (default):
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Contact All fields

& AddField # Edit Fields

First Name | x Additional Fields -
r ; 1 Birthd v |27.04.1999 v Reminder before |0 : dayls) .~ =
Last Mame v |contact x il : [+/O [0 15 dayts) .
[ 1 | Job title ¥ |Sales Manager
Company | |Firm x L H
L I L | .
+ Add Mew = Add N
Phomne Numbers -
I ; 11 1 Delete this test contact if you don't need it amymaore by pressing either the * A
Mobile | [#1190-009-002 | ¥ Del” button on your keyboard or by clicking on the "Delete” button from the
Business Phone w| |+118-0002-003 » right pane/
+ add New
Internet -
Email | |me@server.com
+ add Mew
Addresses -
Home | |Street 12
Town
-Sl:al.e
[123456
Country
+ add New

Delete Save & New “ Cancel

1. Field management tools, allow to edit fields layout of all contacts.

2. The main info area, it constrains name, picture and all kind of contacting info.

3. Additional info area, it can contain various data types like anniversaries or any other
custom created fields.

4. Notes area represents a simple text editor, here you can add necessary notes.

All fields tab:
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a Test Contact - olEN
| Contact All fields

| J= Add Field B
First Mame

Tesﬂ v A
Last Mame Contact
Mobile +1190-008-003
Phone
Email medserver.com
Home Street 12
Town
123456
Country

[pefete this test contact i you don't need it anymore by pressing ether the “Del” buttan on your keyboard or by chicking on the "Delete™ button from
he right pane.

Save & New “ Cancel

1. Field management tools, allow to edit fields layout of all contacts.

2. Contact info area, consisting of all fields including default ones like name, phone,
address and etc, as well as custom user defined fields.

3. Notes area represents a simple text editor, here you can add necessary notes.

All the contacts fields are also shown at the bottom of the main view. These tabs also
allow data editing.

Last Mame Contact
lobile +1190-009-003
Emai me@server.com

Home Street 12
Choose photo
Town

This pane aggregates information from all contact fields.
Custom fields

Most of the contact fields can be edited. To edit or add a new field, open any contact
and use buttons at the right hand part of the dialog.
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+ Add Field J Edit Fields ;

First Mame Test

Business Phone w | | +118-0002-003 X
{ + add Mew b

Internet —

Add Field - creates a new field.
Add New - add a field of the same type as other fields in the section.
Edit Field - allows to edit or delete any of existing fields.

Contact fields can contain different types of data represented below. You can choose
data type for a field when creating a new field or editing an existing one.

Field name

Text

Phone number
Address

Date

Text - could contain any text or number info.
Phone number - for storing phone numbers, can be used for dialing.
Address - field for storing addresses.

Date - stores dates. You can use this field to create annual events in Calendar like
birthdays, holidays, anniversaries and etc.
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Properties
Show as a appointment using categony:

[ Anniversary W

[ ]Show at the bottormn of Calendar

Show as appointment using category - automatically creates an event in Calendar.
You can assign a certain category for the event.

Show at the bottom of Calendar - adds a notification at the bottom of Calendar 3
days prior event.

0 Note, all changes made in the fields structure are applied to all contacts.

First Name and Last Name fields cannot be deleted. These are key fields
that are also used in synchronizations.

4.7 Mail

471 Creating an account

EssentialPIM offers a full scale Mail module with classic features set like support of
IMAP and POP3 protocols, message rules and unlimited mail accounts.

Adding a mail account

Before you start working with mail you should create at least one mail account. There
are several ways of doing this. Mail account can be added under File -> New -> Mail
Account menu or in the Mail module under Tools -> Account Settings -> Add. In
both cases a wizard starts which will guide you through the whole process.

© 2004-2019 Astonsoft Ltd.



40

EssentialPIM Help

> Identity

Identity

Incoming Mail Server

Your name will appear in the From field of the outgaoing

Cutgoing Mail Server messages.

Account Mame

Mame:
_.lohn Smith

E-mail address is the address other people use to send

e-fnail messages 1o you.

E-mail address:

johnsmith@gmail.com

Name and email address fields you fill in during this step will be seen by a recipient in

the From field of incoming mail. Click on the Next button.

Identity Incoming Mail Server

»  Incoming Mail Server

Server type: | IMAPS v
Outgoing Mail Server h :

Account Name Sarver: iimap.gmaii.com Port: :993
Connection security: :SSL.I'TI.S v:
u ij,.... r gmail.com
Password: sessnsse

Using 2-step verification? Click here for setup instructions,

Cancel

Identity
Incoming Mail Server
> Outgoing Mail Server

Account Name

Outgoing Mail Server

Server: |SMp.grnaiI.com v| Port: |465|

Connection security: |ssu‘l'l.s v|

[¥] server requires authentication

Username:  [johnsmith@gmail.com |

Password: |oooooooo |

< Back Cancel

Enter incoming and outgoing mail servers settings. EssentialPIM supports IMAP4 and
POP3 server types for incoming mail. If you are not sure which type to choose, please
refer to your mail provider. Server settings are usually covered in the frequently asked

questions (FAQ) section.

Identity
Incoming Mall Server

Account Name

Account name:

Outgoing Mail Server .johnsmfﬂl@gmail.com

2 Account Name

[Cuse Global Folders
Mail will be stored in one set of Global Folders and not in
its awn directory.

[ check mail now

oo [ oo

Identity
Incoming Mail Server
Outgoing Mail Server

> Account Name

Account Name

Account name:

|johnsmiﬂl®gmail.com

[ check mail now
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If you create a POP3 account, the last step offers to use the Global folders (left
picture) feature. In this case all mail accounts share and use the common set of
folders. This feature is not available for IMAP4 accounts (right picture).

@ Note, the account type (POP3 or IMAP4) can only be set once, when
creating a new account. It's not possible to change the account type later,
for already existing accounts.

0 Global Folders feature can be enabled when creating a new account only.
It's not possible to enable or disable it for already existing accounts.

Mail account settings can always be accessed and edited in Tools ->
Account settings -> Edit

4.7.2 Working with mail

Once mail accounts are created, you can start working with mail.
Receiving mail
The easiest way to start receiving mail is to click on the Send/Receive button. If you

need to receive mail from a particular account only, navigate to Tools -> Receive and
select the desired one.

' Send/Receive BRA® N mna ",
- Y
comact ) Aadig EssentialPiM Scl/Receive Mal - o
: ACCOUNT TASKS PROGRESS STATUS
sola.astonsof ¥ IMAP |

¥ [Gmail]/Sent Mail [ ] Receiving message 3...

¥ [Gmail]/Spam Sync folder...

¥ [Gmaill/all Mail [ Receiving message 200...

IMAP an hold
Stop All Hide

If something goes wrong during the process, there will be an error message shown in
the dialog window.

If you need to stop send/receive mail processes, click on the Stop All button or select
a single account and click on the Stop Task button.
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/ Ctrl+Alt+A - send and receive all mail.
Ctrl+Alt+R - receive all mail

Creating and sending mail

- To create a new message, click on the New Message button on the Actions panel or
navigate to Actions -> New Message.

- To reply to a message, click on Reply or Reply All. When Reply All is used, each
message recipient will be included in the Cc (carbon copy) field.

- To forward a message to another person, click on the Forward button.

New Message - olEN

File Edit View Insert Format Options PGP

= Send Message By Mo Priority v | [ Recipients

TO.. Test Contact <medierier.coms,

e

BCLC...

Subject: v
Arisl - - B I U % R - A -

1=

Hello,

Thank you
Anton
Aztongaft, Lid

You can send mail in Rich text format (HTML) or in plain text. To switch between
formats, click on the Format menu.

From field includes all identities from all mail accounts. Changing the sender
automatically changes associated signature in the message.
Click on To, Cc and Bcc buttons opens up a Select Recipients dialog window.
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Select Recipients ﬂ
Address books | All Contacts W Fingd: I
Contacts list: To:
Mame Emal -3 | | Test Contact <me@server.coms
Test Contact medsenver.com
L=
Ce:
-»
€=
Beo
-»
.
0K Cancel

The left part of the window shows the list of all contacts in your database. The arrows
in the middle allow to add selected contacts into different fields (To, Cc, Bcc) of a mail
message. To filter contacts, use the Address book drop down list (allows to filter by
contact groups) or Find field.

The Attachments tab in the message window allows adding attachments to messages.

Once the message is ready, you can send it immediately by clicking on the Send
button. If the message is not ready, you can temporarily save it for later by clicking

on File -> Save (within message edit window) or just closing the window (EssentialPIM
will ask whether to save it for later use). Messages will be saved in the Drafts folder.

Ten latest email subjects will be saved in the database so that you can re-use them
later. You can select previously used saved subjects from the drop-down list.
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Anal

Finmed | Subject

Subject 2
Subject 1

[ ] Do not auto-save Subjects

Add

Rename

Delete

OK

To edit or pin saved subjects, select the Manage Subjects option. This will open up
a dialog window where you can do all that.

If the Do not auto-save Subjects option is enabled, EsentialPIM will not save
entered subjects automatically anymore.

Quick Reply

Alternative way for quickly sending replies to email messages.

Tags

1 r@gmail.com

Works the same way as if you were using a regular reply option only without a
separate dialog window. Your signature will be automatically added and the original
message will be quoted in the outgoing messages. To hide the Quick Reply section,

© 2004-2019 Astonsoft Ltd.



Working with EssentialPIM 45

click on View->Quick Reply Box.

' You can add a read receipt request to a message under Options -> Read
Receipt Request.

' Ctrl+M - send a message.
Ctrl+S - save to Drafts.

Mail settings

Common mail settings are available under Tools -> Options -> Mail.

Options n

General

Autosave [+#] S&nd messages immediatehy

Backup

Shorteuts

Spelling

Preocy [¥] Check to see i EPIM is the default email program st startup

Appearance [+] Play sound when new messages arme
Modules ®) Default seund

EPIM Today Sound fil

Calendar e

Tasks

Naotes [#] Check far maggang sttachments Keywords...

Contacts

BT | e send o rend e

Dizplay & Compose

[ Shew new email notifications for

Spam
#) Indnadual messages and total number of messages
Passwords
Trash Total number of messages only
Synchronization
LGE LG-V430
Securty

0K Cancel

Send messages immediately - when enabled, click on the Send button, sends out a
message immediately. When disabled, message goes to the Outbox folder first and
waits till you send it out later manually.

Check to see if EPIM is the default email program at startup - enable it if you wish
EssentialPIM to be the default email client in the system.

Check for missing attachments - reminds you to add an attachment upon clicking
on the Send button if a keyword is mentioned in the message text. Pressing the
Keywords button allows you to edit the list of keywords.
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Display & Compose provides some additional options to tune up your work flow.

Options
General
Autosave Default mail composing format
Backup ) Plain Text
Sharteuts &) Rich Text (HTML)
Spelling
Prosy Fant: Anal 10 Settings...
Ap ;:marante
Modules [] Rephy to rmessages using the farmat in which they were sent
EPIM Today
Calendar [+ Biark message read sfter: 3 2 second(s)
Tazks
Notes — .
Cantacts | Dwoenit shovw external images in messages
. — Do not apply if the sender is in My Contacts or Collected
Miil Y addresses
Display & Compose — -

I. Spam |v] Ansto save msscages every: i L minute(s)
Paszwords — Show the necd email right after you delete email in 2 separate
Trash window

Synchronization .

Security [ Aute-nurnberning in replies

Auto save message every... - automatically saves messages that are being edited

every specified number of minutes. Messages will be saved into Drafts folder.
Auto-numbering in replies - adds sequential number into subject each time you
reply to a message, making it easier to track your email correspondence.

Portable version of EssentialPIM cannot be set as a default client in the

system.

4.7.3 Views, sort, filter, search

Mail Views

There are three email messages views in the program: Classic (horizontal), Vertical
and Wide view (as a variation of classic one).
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You can change a view in View -> Layout menu.

Images in the preview

By default settings images from the Internet will not be downloaded and shown in
the message preview window for security reasons.

Click to load e-mail images

Load images this time

Always show images for this sender

. Always show images for all senders
—--- Original Message —--

To load images or to change this setting, click on the yellow line at the top of a
message.

Actions with To/From addresses

Subject: Pw: Revision to Your Amazon.com Account

From: |RECaR ERETMETR To:  sola.astonsoft
Click to Add to Contacts

Compose Message To

Copy Email Address

Oor Copy Mame and Email Address
From: Create Message Rul m=
ge Rule
To: <5 '_

Sent- AM2M2017 A0-60N AR

Click on any email address in the message header will show up an extended menu
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with options to copy, add to address book, compose email or create a message rule
for the selected email address.

View Customization

EssentialPIM Pro allows customization of columns set and their order in the main
view.

(RIS FROM | SUBJECT R
« | Priority
| Attach t
© YouTube o achments
« | Starred
" YouTube —
' | Status
© YouTube =
' [ From
" YouTube - T
0
' YouTube — .

Right-click a column caption to enable/disable columns you want to display/hide.

1D | | B[ zdm SUBJECT RECEIVED % 5

+*

i .t
RECEIVED Aernnnnnnn®

If you need to rearrange columns order, then drag fields to a desired position holding
on left mouse button. When dragging small arrow icon shows where column is placed
after you release mouse button.

If you need to copy current columns set from an active folder to another one, right-
click columns caption and select the Apply columns to menu option.

Sorting and Filtering

To sort mails, click on any of the column names in the mail list. To sort by several
fields, click on the column names holding the Ctrl button on your keyboard.

To search for specific mails, use the search field at the top right corner.
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= Folders

meissner

oo

+ Headers and Tags
All fields
Subject
From
To
To/Cc/Bec
Body
Tags

a.astol

astons

Clicking on the spyglass icon will allow you to choose the specific fields to search in.

The search field allows you to use the AND / OR operators for more complex
queries. Operators have to be written in capital letters.

EssentialPIM offers advanced filtering of mails. Click on the Filter button on the
Actions pane to enable this option for every mail column.

> Delete ( V¥ Filter ?'Mﬁ!;!ﬂll!e?s"'."-.Iinitlu....
[ ]
L ]

I"v

“hment N
| =]l 1~|l K~/ FROM - || SUBJECT RECEIVED |l Sl.. | *|| CREATH
YouTube 9/19/2016 9:58 PN 92KB 9/11 ™
1234 5678 9/19/2016 11:19 4 BKB 9/1!
(Select all) -~ 119/ /
YouTube (Blanks) 9/11/2016 3:17 Pl  B4KB 9/1
W12 € .
Yandex [ 122 9,/7/2016 719 PM 2KB 9,7,
Google 234 9/7/2016 6:28 PM 1KB 9/7,
[#] Alexander Danilov: "D&D 4e
YouTube Alexander Daniloy: "D&D 4e G/a/2006 12:48 Al 82KB 9/6,
Google+ 4] Amazon SES Address Verific | | 9/4/2016 7:21 PM  18KB 9/4
[+ Anton, Bac xger MOPE OTKp
Google [#] Anton, Bb1 sHaKOMBI € NOL: 9/1/2016 12:58 PI  18KB 9/1.

Each dropdown list shows all possible values for the given field. You can choose
necessary values in multiple columns for more advanced filtering.

EssentialPIM Pro also offers a quick filter panel.

¥  CQuick filter:

Unread Starred b

Contact

@J Attachment

It allows you to display only unread or starred mails, messages with attachments or
messages from people in your contacts list.

If a filter is applied, the special Customized view line will be shown at the top. You
can quickly clear all the filters by clicking on the "filtered items" link and choosing the
Clear option.
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il B i A e il e e i e
[l -

Customnized view: filtered items

Yy Note, all of the above searching and filtering methods can be combined and
: can compliment each other.

474 Account settings

Account settings are available from Tools -> Account Settings menu.

Account Settings “

Add...

e l:__l_.!P-. .___I_..._.J:I

e I B

Edit...
Delete

Set Default

Mowe Up

Maove Down

Cancel

This dialog show the list of existing mail accounts and provides tools to manage them:

Add - runs the wizard that helps to create a new account.

Edit - edit accounts settings here. More details about this option are listed below.
Delete - deletes an account and all its messages.

Set Default - allows to set which account will be used by default to create messages
when email client is called outside the Mail module. Foe example, when clicking on the
email address in Contacts module or in a web browser.

Move Up/Down - changes the accounts order in the main view.

Clicking on the Edit button opens up the Account Settings dialog wind.
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General | Server Settings | Spam Settings Adl.rancedl Signaiure|

Mail Account

T -
Account name: ! Bgmail.com |

User Infermation

MName:

Qrganization:

E-mail address: @gmail.com

Beply to address:

mEEERN
? Ll e ‘:M fﬁt View Inset Format Options PGP
Test < iR T >

™ LY
= i |
Anton <anton@myserver.com: - .
<% Send Message Q. 1] MNo Priority v
!o
From; |-« ..:_:,_.‘... a1
Test «sgimm L »
To..
Anton <anton@myserver.com:
[]Empty Deleted items on exit Cc..
Bcc..

General tab consists of account and sender data. User information entered here will
be seen by recipients in the From field of incoming mail. Each account can hold several
Identity sets. Identities allow to include additional sender data and signature.
Identities will be seen in the sender's drop-down list when composing new mail.

Clicking on the Edit button opens up the Identity management dialog window.
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User Information
Mame: John Smith

Organization:

E-mail address: Bgrail.com

Beply to address:

Outgoing Server (SMTP): | Use account's default server

[ ] Signature

Arial

Regards,
John Smith|

[ ] Request Read Receipt for all outgoing messages

Lok ||

Here you can enter additional info that will be seen by the recipients and enable the
Request Read Receipt option to be used with the identity.

Outgoing Server drop down list allows you to individually choose an SMTP server to
be used with a particular identity.
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General| Server 5Eﬁiﬂ95|5pam Settingsl Ad!.rancedl Signaturel

Incoming mail

Server type: IMAP
Server: |imap.gmai|.com |Pgrt:

Connection security: S5L/TLS W

Username: 5 © Tigmail.com

Password: [ T ITITITITT]]

Dutgeing Servers (SMTP)
.gmail.com (5elected)
smitp.yandexru

Server:  smtp.gmail.com
Port: 485
Connection security:  S5L/TLS

Username: “@gmail.com

oK

Server Settings tab consists of servers addresses and login info for incoming and
outgoing mail. Refer to your mail provider help area (FAQs) section or system

administrator if you are not sure what to enter here.
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| Genelall SewelSeﬂingsl SpamSetlings| Advanced | Signature | Generall Server Seﬂingsl Spam Seﬂingsl Advanced | Signature

Server Settings Server Settings
Server timeouts: % second(s) Server timeouts: % second(s)

[] Check for new messages at startup [[] Check for new messages at startup

[[] Check for new messages every ! minutes [[] Check for new messages every = minutes

Delivery
Leave a copy of messages on server

Remove from server after % day(s)

Advanced tab allows to set additional options for interaction with the mail server.
Settings are a bit different for POP3 (left picture) and IMAP4 (right picture) accounts
due to differences in the protocols.
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Account Settings -

General

Server Settings | Spamn Settings | Advanced

Use a signature for cutgoing mail messages

-0~ B I U

& @

Astonsoft, Ltd

Signat

Cancel

ure

55

Signature tab allows to compose your signature for outgoing messages. Each account

and identity can have its own signature.

4.7.5

Message rules

EssentialPIM allows to sort incoming and outgoing mail automatically by using Message
rules. Click on the Tools menu and select Message Rules option. This will open up a
dialog that allows to Add, Delete or Edit rules.
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Send and Receive

Receve

Send
Advanced 5earch...

*
PGP Key Manai.'n

Options.. :

Language'.
| et
Account Bettings...

ro) Man_a olders...

Message Rules.., Move Up

Mowve Down

7 OmpaenenHee

Run selected rule(s) on:
IMBOX

Press the Add button to create a new rule. This will open up the Mail Rule dialog
window.

Rule name: |From contains John

W || contains

These buttons allow to
add new or remove
existing conditions

Select actions:

|mmre message to Important

These buttons allow
to add new or remove
existing actions

Apply rule for:
() Messages that match all of the conditions
(®) Messages that match any of the conditions

You may add or remove conditions by using the +/- buttons. Actions allow to choose
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what to do with a message if the condition is met. The given rule example will move
messages to folder "Important" and mark them Read if From field will contain text
"John". The rule can either be applied to Received or Sent messages via the Apply on
dropdown list.

= Message Rules = L
Active rules are executed in the order set in the
# Rule Mame Enabled Add...
1 */From contains Google :
2 Frum contains YouTube Edit...
Delete
-
L 3
-
*
.‘O- . .
Y, Pricrity Up
.‘..
i "'-"...“"""""... Priority Down
Export...
Import...
Run selected rule(s) on: Inbox W Run Mow
Cance

The message rules dialog window provides a number of tools to help you manage
your set of rules:

- Disable or enable any message rule by clicking on the checkbox next to a rule's
name.

- Rules are executed in order specified by the numbers from the # column. You can
change the rule's priority by using Priority Up/Down buttons.

- Sort the message rules by clicking on the column headers.

- Run selected rule(s) on option allows you to immediately execute the selected
rule on a specific folder.

The Export/Import buttons allow you to save and load set of mail rules (might be
used as for backup as for transferring into another EPIM database purposes).

4.7.6 Spamfiltering

EssentialPIM Pro features an adaptive spam filtering tool. It learns ways to detect
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spam from you actions.

ete @ Mark as Spam

'E;'j Mark as Mot Spam

In order for the tool to be effective, you must train it first by manually marking spam
messages using the Mark as Spam button. It's equally important to mark falsely
detected spam messages as not spam using the Mark as Not Spam button, which
appears on the toolbar when you switch to the Spam folder. The bigger the number
of messages you mark, the better the adaptive filter becomes with time.

The spam filter is enabled by default but can be turned off individually for each of
your mail accounts via the Spam Settings tab in Account settings.

Account Settings -

Enable adaptive spam filtering

Autoratically delete spam messages after

General Spam Opticns

General | Server Settings >pam Settings | Advanced | Signature

0 = day(s)

For additional tuning you can proceed to the general spam options. Click on the
General Spam Options button under spam settings tab or navigate to Tools ->

Options -> Spam.

© 2004-2019 Astonsoft Ltd.



Working with EssentialPIM 59

General
Autosave These are general spam mail opticns, The account specific settings
Backup can be configured in Account Settings.
Shortcuts [ Exempt messages from spam filtering if the sender s in My
Spelling Contacts or Collected Addresses
B .
T:?E'r_ rci [] Automatically mark spam messages as read
Appesrance
Modules When messages are manually marked a5 spame
EPIM Today (W) Mawve them to the Spam folder
Calendar () Dedete them
Tasks
Notes
Contacts | Reset Training Data
Mail
Dizplay & Compose
Spam
Passwords
Trash

This dialog allows you to adjust general spam settings applied to all mail accounts
with the spam filtering option enabled.
4.7.7 Troubleshooting

1. Socket Error

ACCOUNT TASKS PROGRESS

johnsnow@nighty ¥ IMAP

oc rror
A IMAP Socket E # 10060
Connection timed out,

Ay IMAP Socket Error # 10060
Connection timed out.

A IMAP Socket Error # 10060

SRR TSI -S|

Stop All Hide

This error appears when EssentialPIM cannot connect with the mail server. The most
common reason is incorrectly entered address for incoming or outgoing server. In some
rare cases EssentialPIM is blocked by a firewall.

How to fix:

1. Open the servers settings tab under Tools -> Account Settings -> Edit and enter
correct the settings. If you are not sure which settings to enter, please refer to your
mail provider. Server settings are usually covered in the frequently asked questions
(FAQ) section.
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2. Add EssentialPIM to exceptions under your firewall settings.

4.8 Passwords

481 Working with passwords

Passwords module helps to manage password/login data for various services. To add a
new record press Add Entry button or go to File -> New -> Password Entry.

@j Edit > Delet

This will open the Entry Info dialog window.

New Password Entry - olEN

+ Add Field

Title Google mail

Jser Mame user@gmail.com
word [ £ Generate
veat Passward P

URL wivw.gmail.com L

B

1. Add Field button adds custom text field.
2. The main info area, it constrains credentials and custom fields.
3. Notes area represents a simple text editor, here you can add necessary notes.

There is the passwords generator feature included, which can be used for creating
random passwords. Click on the Generate button and Generate Password dialog will

be opened.
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User Mame username
Passward assasaasns s .@
"!."' = i
»
Fepeat Password ,3
L ]
)

Password generation options

Upper alphabetic characters (A, B, C, ...)

Lower alphabetic characters (3, b, ¢, ...)

Murmerical characters (1, 2, 3, ...)

Special characters: |I"#$%8(("+, - /7 <=>7@\]" |

Mumber of characters: %

Your password:

|ﬂ3kwu.w:-uf | Generate

| | Cancel |

Adjust the password generation options for your needs and click Generate.

Custom fields

To add a new field or edit an existing one, open any password entry and use following
tools to adjust fields setup.

( == Add Field b

e
'-l Title Google mail
.
n
: Arrow buttons allow Trash button
[ to change field order deletes field
. URL

L

Custom field texﬂ ~
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49 Import/Export data
491 Exporting

EssentialPIM offers a large variety of formats to export your existing data. Export
options are at File -> Export.

All data can be exported one-by one, or you can select multiple entries using CTRL +
mouse (for contacts and Notes), or All entries can be exported.
In most cases you can even select which fields to export.

Contacts can be exported to:

Comma Separated Values (*.CSV, can be opened by MS Excel or any text editor)
HTML (*.HTML, can be opened by an Internet browser)

Rich Text Format (*.RTF, can be opened by many text editors)

Text Files (*.TXT, can be opened by any text editor)

vCards (*.VCF, a file format standard for personal data interchange, specifically
electronic business cards)

e EPIM (*.epim is an original EessentialPIM database file)

Notes can be exported to:

e HTML

e Rich Text Format (*.RTF)
e Text Files (*.TXT)

e EPIM

Tasks can be exported to:

HTML
iCal (*.ICS)
csv
EPIM

Calendar can be exported to:

HTML
iCal
Csv
EPIM

Mail can be exported to:
e EML
Password entries can be exported to:

e CSV
e EPIM
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49.2 Importing

Generally EssentialPIM Pro imports data via File -> Import -> "Module name" ->
"Data type" menu. This topic covers data types supported by EssentialPIM.

Calendar

- iCal, calendar evens can be imported from iCal calendar files (*.ics). This is a
common format for calendar files, used by many scheduling applications and online
services (i.e. Google). The import dialog window will allow you to import already
downloaded iCal file or the one located online, just mention path to it in the
corresponding field.

- CSV, imports appointments from a *.csv file, a common data exchange format that
is widely supported by lots of applications. Find the detailed instructions here.

- EPIM, imports appointments from another *.epim database file.

iCal calendars can be imported by drag&drop of the iCal (*.ics) files into the
calendar window.

Tasks

- iCal, tasks can be imported from *.ics files, as well. The import dialog window will
allow you to import already downloaded iCal file or the one located online, just
mention path to it in the corresponding field.

- CSV, imports tasks from a *.csv files, a common data exchange format that is
widely supported by lots of applications. Find detailed instructions here.

- EPIM, imports tasks from another *.epim database file. All tasks are imported
exactly as they are in the imported file, preserving their structure.

Notes

- RTF/TXT, *.rtf and *.txt files are imported as a note, simultaneous import of

multiple files is also supported.

- TreePad, imports TreePad *.hjt files. The hierarchical notes structure will be

preserved upon import.

- KeyNote, imports KeyNote *.knt files. The hierarchical notes structure will be
preserved upon import.

- EPIM, imports notes from another *.epim database file. All notes are imported
exactly as they are in the imported file, preserving their structure.

Contacts

- vCard imports contacts from *.vcf files. Contacts are imported into selected group
in the Contacts module.

- CSV, imports contacts from a *.csv files, a common data exchange format that is
widely supported by lots of applications. Find detailed instructions here.

- EPIM, imports contacts from another *.epim database file. All contacts are
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imported exactly as they are in the imported file, preserving their structure.

Passwords

CSV import process is similar to the one in Contacts and is described above.
Roboform HTML imports *.html files from Roboform.

- KeyPass XML imports *.xml files created in KeyPass.

- EPIM, imports passwords from another *.epim database file. All password entries
are imported exactly as they are in the imported file, preserving their structure.

Mail

EML - imports email messages from the *.eml files. Messages will be imported into
the selected folder.

Outlook import

Imports data from MS Outlook *.pst files. You will be able to choose which Outlook
data to import. If you wish to import mail, select the destination email account in
EssentialPIM (Note, you might need to create an email account in EssentialPIM first if
this option is disabled).

EPIM import

Allows you to import all types of data (except for mail) from another *.epim database
file. All the data will be imported exactly as it is in the imported file, preserving its
structure and links in between different items.

4.9.21 CSV Import

EssentialPIM Pro allows you to import Calendar, Tasks or Contacts data froma CSV
file.

Once the CSV file is selected for import, you are going to see the following dialog
window:
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CSV Import - olEEN|

[+] The first row of the file contains captions for the columns

L

Mote! In order to import dates, they should be in following fermat: Mydyyyy.

First Mame  Last Mame Company Phone Email Departme... Address
Clsirmon | Aufiamminhiier Delimiter |,
- : _
_ i cid Ferst Mame o
— -
_ [ W5 infe@prostate
— - o
I S
_P.,h,.a Fo e w ol 4 e

< »

late Save as Template... “ Cancel

It allows you to map fields in the file to corresponding fields in EssentialPIM.

If the first row in the CSV file contains field captions, enable The first row of the
file contains captions... option at the top. In this case EssentialPIM will map the
fields automatically and create new custom fields if needed upon import.

If there's no field captions in the CSV file, you need to map the fields manually.
Select a field in the table by clicking on it and choose a mapping field in the Import
to drop down list. Repeat for every other field.

In some case the Delimiter symbol setting will need to be adjusted. It is used to
divide records in CSV files. By default EssentialPIM uses the coma "," symbol but as
this format is not standardized and different applications may use different delimiter
symbols when exporting data to CSV files, you might need to adjust it. Otherwise
you may see all your data in the first column. If you are not sure which delimiter
symbol to use, open the CSV file in the standard Windows Notepad program and you
will be able to spot it. Once you have entered the correct delimiter symbol,

EssentialPIM will adjust the rows automatically.
Once you are satisfied with the result, click on the OK button.
If you need to import data from similarly formatted CSV files on a regular basis, it's
advised to utilize the Templates feature found at the bottom of the CSV Import
dialog window. The feature will allow you to quickly use the desired importing
settings each time you load a new CSV file into EPIM.

410 Synchronizations

410.1 Android

EssentialPIM is capable of synchronizing with Android devices. You need to download
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and install Android version of EssentialPIM onto your device [Google Play Link].

Pre-requisites for synchronization

e Device running Android 4.0.3

or newer version

e Common network between Android device and PC. This is usual that your PC and
Android connect to the same router (Android device uses Wi-Fi, while PC uses Wi-Fi
or cable). It is also possible to sync over cellular networks, Bluetooth or USB cable

Setting up and running synchronizations

To set up synchronization for the first time, click on File -> Synchronization -> Add

Synchronization -> Android.

Choose Sync Source

»  Choose Modules

Synchronization Wizard

Choose Modules
synchronize the following modules
[+ Calendar

Synchronization range

Past events: |30 days v Future events: |All w
[+ Tasks
[+ Motes
[+ Contacts
[ Passwords

Master password:

Enter password for accessing the Passwords module on your

oEVICE

Cancel

< Back

Choose data from which modules to synchronize and enter password for Passwords
module (you may need to run EssentialPIM on Android first and set up master password
by tapping the Passwords icon). Once you finish, press Next.

© 2004-2019 Astonsoft Ltd.



Working with EssentialPIM 67

Choose Sync Source
Choose Modules

Pairing Device

Synchronization Wizard n

Pairing Device

You should now install EssentialPiM app onto your Android
device fram Goagle Play Storg

the same network as you PC

hake sure the device is connecte
sEnt 1 : or tablet, The app should

and 5 Essent ¥ YO

Esser
detect vour PC and show its name

Your PC name: TERFINOTH
IP address and port: 92.168.56.1:21114, 192.16
Tap the PC name (or tap on Men d choose Connect Manud I_.

and the Wizard will a aw connection. Answer Yes

n order to proceed to the next step.

f it doesn't work

Troubleshooting guide

Email support

< Back Cancel

You are on the Pairing device step now, please carefully read all the instructions
through. After that run EssentialPIM on an Android device and choose PC Sync option.

(433 PC Sync

PC Sync allows to synchronize
your Calendar, Contacts, To Dos,
Motes and Password entries with

EssentialPIM.

Connected to Wi-Fi network:

Detected PCs. Click to syne:

] M:I:EE_H._P{'

Rescan
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The app will automatically scan for PCs with running Windows version of EssentialPIM.
If such a PC is found, its name will be listed. Tap the name in order to start the sync
process. If Android EPIM cannot detect a PC, please try connecting to it manually by
clicking on Menu and choosing the corresponding option.

In order to prevent any unauthorized synchronization attempts with different devices in
the future, Windows EssentialPIM will ask whether to allow synchronization with your
particular device upon first connection attempt.

On the last step of the synchronization wizard you'll be able to change synchronization
name and choose sync direction.

Synchronization Wizard ﬂ
Choose Sync Source S‘fnc OptlDﬂS
Choase Modules Synchronization name: Google Mexus 4 - 4.4.4
Pairing Device Sync options

¥ Sync Options ®) 2-way. Sync both EPM and Android with each of

Synchronzation will start after you chck on the Fimish button. all
consecutive synchronizations should be intiated from
EszentialPibg FUnning on your Android device

[ synchronize now

To intiate synchronzation in the future, first start EssentialPiM on
your Windows comiputer, then run EssentialPlbd on Android
choose PC Sync and tap Connect.

< Back m Cancel

On subsequent synchronizations, to start synchronizing, you need to:

e Start Windows version of EssentialPIM

e Start Android version of EssentialPIM, go to PC Sync and either tap your
computer's name (if you're within the same network) or tap on Menu and choose
Connect manually (if you're going to sync over a cellular network, Bluetooth or
USB cable)

If something does not work, see Troubleshooting Android Synchronization.

4.10.1.1 Synchronization over USB Cable, Bluetooth, cellular networks, portable Wi-Fi hotspot

The fastest and easiest way to synchronize Android and Windows versions of
EssentialPIM is via Wi-Fi. Although, synchronization can also be performed through other
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connection means like a USB cable, Bluetooth, cellular networks and portable Wi-Fi
hotspot.

If for some reason you are unable to use a Wi-Fi connection, consider using one of the
above mentioned methods. We are going to take a closer look at every one of them.

Synchronization over USB Cable
1. Connect your Android device to a PC
2. Go to the system settings on your phone or tablet, tap on the Tethering &
portable hotspot menu option (usually located in the Wireless and networks section)
and enable USB Tethering

E2 m w4 | 1530

{ # Tethering & portable hotspot

3. On your PC click Start, type cmd and press enter (for Windows XP users click
Start, click Run, type cmd and press enter)

4. In the opened window type ipconfig and hit enter. Note the IP address (IPv4
Address) that is listed under the Ethernet adapter Local Area Connection heading
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5. Now start Windows version of EssentialPIM. If you have synchronized previously,
click on Tools->0Options, Synchronization and choose your device. You should be able
to see the IP address you noted earlier in the IP address field

General

Autozave

Backup

Shomeuts
Sticky Motes

Spelling

Dropbox

Medules

EPIM To dﬂ:_.'
Calendar

To Dg
Notes
Contact
kAail

+1

Passwords

Trash

Symec hramizateon

Google

Window

rs Mobile

Securty

Options
Marne: LGE Mexus 5
IP: 192.168.42.169
Part: 116

Synchronize the following modules
| Calendar
| To Do
] Motes
| Contacts
v‘: Passwords Mg;'_er F.-_-.-_.;.-.w;p;i; [ETTTETTY ]

Enter password for accessing the
Passwords module on vour device,
ync options
(i -y, 'Srnr both EPIM and Android with each other
1-way. Syne frem EPIM to Android (EPIM -> Android)
1-way. Sync frem Android to EPIM (Andreid -= EPIM)

+| ynchronize deletions

Dedete Synchronization

Ok Cancel Apply

If this is your first synchronization, click on File->Synchronizaton->Add
Synchronization- >Android and follow the on screen wizard instructions unless you are
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on the Pairing Device step. You should be able to see the IP address you noted
earlier in the IP address and port field

Choose Syne Source
Cheoze Modules Pairing Device
= EavnolDETice You should now install EssentialPIM app onto your Android
device from Geogle Play Store.
Make sure the device is connected to the same network as

you PC and start EssentialPIM on your phone or tablet. The
app should detect your PC and show its name.

Your PC name: MAIN-PC

IP address and port: [192.168.42.165:21116

Tap the PC name (or tap on Menu and choose Connect
rmanually] and the Wizard will ask whether to allow
connection, Answer Yes in order to proceed to the next
step.

If it doesn't work:
Troubleshooting gquide
Email suppen

6. Return to Android version of EssentialPIM and tap on PC Sync, Menu -> Connect
manually
7. Enter the IP address, change the port humber (if needed) and click on Connect
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Enter IP address of a PC with

Paort:

21116

Cancel

8. Synchronization should start
Synchronization over cellular networks (3G, LTE)

First, you should know the external IP address of your PC. Let’s take a look at how to
find it.

1. Visit a search engine like Google and search for: what's my ip
2. The first result you get should be a site called What Is My IP, click on it
3. Your external IP address will be displayed on the resulting page. Note it

If you're connected to the Internet through a router, you need to go to its settings and
set up the port forwarding feature so that all external requests to the TCP/UDP port
number 21114 (default EssentialPIM port) are redirected to your PC. Please consult with
your router’s documentation about how to do that or contact our customer support
team.

Next step is to ensure that your firewall allows Windows version of EssentialPIM to
accept inbound traffic from the Internet. If you use Windows Firewall:

1. Click on Control Panel -> Windows Firewall
2. Click on the Allow an app or a feature through Windows Firewall link on the left
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@ « T ‘ ¢ Control Panel » All Control Panel ltems » Windews Firewall

Control Panel Home

Allgw an ppp or featurg

Internet or & network.
h Win ir 11|

Change notification settings

W Turn Windews Firewall en or

off

W Restore defaults
W Advanced settings

l 'ﬂ Private networks

Windows Firewall state:

Ineaming cannections:

Troubleshast my netwark

Active private nebworks:

Matification state:

l '$ Guest or public networks

Help protect your PC with Windows Firewall

Windews Firewall can help prevent hackers ar malicious software from gaining access to

Metworks at home or work where you know and trust the people and devices on the net.

On

Black all cannections to apps that
of allowed apps

£ asusse
Netify me when Windews Firew |l

M

3. Make sure both checkboxes for Private and Public columns are selected for
essentialpim

em and Security ¢ Windows Firewall » Allowed apps

Allow apps to communicate through Windows Firewall
To add, change, or remowve allowed apps and ports, click Change settings.

Wiiat are the risks of allowing an app to communicate?

Allewed apps and features:

Name

Wi Dniovey

2t ey
Frstemanape

12 v lpepisn e

£ Cystera - e Brplrim
B wdanceyme

[ escentialpim
Thmasthr aliggme

DI Pk ongimg Lo, and Aerts
D Phnoten
¥y to fenchonaety

o EIEFE R

Y Change settings

Private Public ™
b | a
& o
i o
[ o
i ]
@ )
=
L )
L L
W
WA
a | v
Details... Remove
Allow another app...

If you use any other firewall software, please consult with its documentation.
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All preparations are done, please return to Android version of EssentialPIM and tap on PC
Sync, Menu -> Connect manually. Enter the external IP address you noted earlier,
change the port number (if needed) and click on Connect.
e If you have synchronized previously make sure Windows version of EssentialPIM is
running
e If this is your first synchronization, click on File- >Synchronizaton->Add
Synchronization- >Android and follow the on screen wizard instructions. Click
Connect on your Android phone or tablet when you are on the Pairing Device step

Synchronization over portable Wi-Fi hotspot

When this option is used, a private Wi-Fi network will be created in between your PC
and the Android device. In this case your phone or tablet acts as a router and PC
connects to it.

1. Go to the system settings on your Android device, tap on the Tethering & portable
hotspot menu option (usually located in the Wireless and networks section) and
enable Portable Wi-Fi hotspot (in some cases Android will ask you to configure the
hotspot, please follow the on-screen instructions)

(¥ "4 @ 18:03

{ # Tethering & portable hotspot

Portable Wi-Fi h

2. On your PC or laptop, select your handset's network from the list of Wi-Fi
connections available and connect to it

3. Click Start, type cmd and press enter (for Windows XP users click Start, click Run,
type cmd and press enter)

4. In the opened window type ipconfig and hit enter. Note the IP address (IPv4
Address) that is listed under the Wireless LAN adapter Wi-Fi heading
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e CA\Windows\system32\cmd.exe

Subnet . [ [ . 2 255 .8
Default Gateway . . . - - 1.17

nection—s
k=1
4 A

cific DNS Buffix

1 1Put Addvesz . . . . .
ault Gateway . . . . . . . .
unnel adapter izatap.{6DC7ZA0Z-EEBE-47FC-AF74-130707VERYDZE}:

e Hedia diszconnected
- DMNS i

Tunnel adapter izatap.{BD3DEC APEE-ABCI-9 D47 B410AF2: :

5. Now start Windows version of EssentialPIM. If you have synchronized previously,
click on Tools->0Options, Synchronization and choose your device. You should be able
to see the IP address you noted earlier in the IP address field

Options “
General
Autozave Marme: LGE Mexus §
Backup - =
= IP: 192.168.42.169
Shomcuts
Sticky Motes Port 21116
Spelling
Dropbox Synchronize the following modules
Meodules | Calendar
EPIM Today | ToDo
Calendar '
+| Motes
To Dg i
Motes +| Contacts
Contacts v‘: Passwords Mg;'_er passwand: esssssesse
hail Enter password for accessing the
Fasswords Passwords module on vour device.
Trash ync options
Symec hramizateon ®) 2-way. Symc both EPIM and Android wath gach other
Google 1-way. Syne frem EPIM to Android (EPIM -> Android)
Windows Mobile 1-way. Sync frem Android to EPIM (Andreid -= EPIM)
L LGE Nexus 3
l LGE Nt | Synchronize deletions
Securty
Dedete Synchronization
Ok Cancel Apply

If this is your first synchronization, click on File->Synchronizaton->Add
Synchronization- >Android and follow the on screen wizard instructions unless you are
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on the Pairing Device step. You should be able to see the IP address you noted
earlier in the IP address and port field

Choose Syne Source
Cheoze Modules Pairing Device
= EavnolDETice You should now install EssentialPIM app onto your Android
device from Geogle Play Store.
Make sure the device is connected to the same network as

you PC and start EssentialPIM on your phone or tablet. The
app should detect your PC and show its name.

Your PC name: MAIN-PC

IP address and port: [192.168.42.165:21116

Tap the PC name (or tap on Menu and choose Connect
rmanually] and the Wizard will ask whether to allow
connection, Answer Yes in order to proceed to the next
step.

If it doesn't work:
Troubleshooting gquide
Email suppen

6. Return to Android version of EssentialPIM and tap on PC Sync, Menu -> Connect
manually
7. Enter the IP address, change the port humber (if needed) and click on Connect
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Enter IP address of a PC with
EssentialPIM running

IP ad Port:
192.168.42.1649 21116

Cancel

8. Synchronization should start
Synchronization over Bluetooth
1. Go to the system settings on your phone or tablet, tap on the Tethering &

portable hotspot menu option (usually located in the Wireless and networks section)
and enable Bluetooth tethering
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{ # Tethering & portable hotspot

Portable Wi-Fi hotspot

Set up Wi-Fi hotspot

Blu tethering

2. Enable Bluetooth on your PC and set your Android device to be discoverable

3. Click on Control Panel -> Devices & Printers and use the Add a Device button to
add your phone or tablet and pair it with your PC

4. Once the devices are paired, right-click your phone and select Access Point

[ L= |
@._\ J'II?.'E'-, <« All Control Panel emns » Devices and Printers » - | 4 | Search Devices and Printe Fe
Add & device Add a printer Connect using ~ Troubleshoot Remove device = - [ 7]

4 Devices (5)
A e e -
@ ! g - L i i
Galaxy 510 02Micre CCID 5C VIC-PC Direct connection Connect using ¥
Reader ;
A nit

: i il Create shortcut

4 Printers and Faxes (3)
1. Troubleshoot
) — E— Rernove device
y —
. | Properties
g %
Adobe BDE HEP Laseriet 1100 S ameEuna

5. Click Start, type cmd and press enter (for Windows XP users click Start, click Run,
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type cmd and press enter)

6. In the opened window type ipconfig and hit enter. Note the IP address (IPv4
Address) that is listed under the Ethernet adapter Bluetooth Network Connection
heading

B Administraton CiWindows\systam32icmd.exs Iﬁ
[Wersion b.1.76011 ]

Microsoeft Corporation. All rights resevrved. =
swUicripoconf ig

IF Configuration

Et hernet adapter Bluetooth Hetwork Connection 2:

g5 LAN adapter Wireless Hetwork Connection:

Connect ion=3
¢ 0

IPvd Adde

Subnet

Default

ithernet adapter UHware Metwork Adapter UMnetd: i

7. Now start Windows version of EssentialPIM. If you have synchronized previously,
click on Tools->0Options, Synchronization and choose your device. You should be able
to see the IP address you noted earlier in the IP address field
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[ General
Autozave LGE Mexus 5

Backup
o 192168421

Sticky Motes Par: e

Spelling
Dropbosx ‘Synchronize the following medules:

Medules [+ Calendar
EPIM Today M ToDe

Calendar
Tobe B4 Notes

Motes [+ Contacts

Contacts [+] Passwords Master pazswand: sesssssss |

s Enter password for accessing the
Passwords Passwords module on vour device.
Trash Sync options
Synchronization (®) 2-way. Sync both EPIM and Android with each other
Google (1 1-way. Syne from EPIM to Andreid (EPIM -> Android)
Windows Mobile () 1=way, Sync frem Android to EPIM (Andraid -> EPIM)
— LGE Mexus 3

[#] Synchronize deletions

If this is your first synchronization, click on File->Synchronizaton->Add
Synchronization->Android and follow the on screen wizard instructions unless you are
on the Pairing Device step. You should be able to see the IP address you noted

earlier in the IP address and port field
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Synchronization Wizard EX

Cheose Sync Source
Chooze Modules Pairing Device

= Pairing Device
i You should now install EssentialPIM app onto your Android

device from Google Play Store.
Make sure the device s connected to the same network as

you PC and start EssentialPIM on your phone or tablet. The
app showld detect your PC and show its name.

Your PC name: MAIN-PC

IP address and port: 192.168.42.16%:21116

Tap the PC name (or tap on Menu and choose Connect
manually) and the Wizard will ask whether to allow
connection, Answer Yes in order to proceed to the next
stép.

If it doesn't work:

Troubleshooting quide
Email suppoat

< Back Mext Cancel

8. Return to Android version of EssentialPIM and tap on PC Sync, Menu -> Connect
manually
9. Enter the IP address, change the port number (if needed) and click on Connect

Enter IP address of a PC with
EssentialPIM running

Cancel
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10. Synchronization should start

4.10.1.2 Troubleshooting

If after tapping on the detected PC you see the following connection error message:

Unable to connect to server.
Check firewall settings on your
computer.

Make sure:

e You have read Setting up Android synchronization

e You use the latest Windows EssentialPIM version (check Help-> Check For New
version)

e Windows version of EssentialPIM is on the Pairing Device step in the

synchronization Wizard (If not paired previously. If paired, Windows EssentialPIM
needs to be running without Wizard)

e Firewall allows connections over port 21114 (default), or change the port humber
in Windows EssentialPIM Wizard

e Try to use the Connect manually option. It can be accessed by tapping on Menu

If the app is unable to find a PC with running EssentialPIM:
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(423 PC Sync

PC Sync allows to synchronize
your Calendar, Contacts, To Dos,
MNotes and Password entries with

EssentialPIM.

Connected to Wi-Fi network:

Rescan

Follow these steps:

Make sure EssentialPIM is actually running (you will not believe how many times
this was the actual cause of the problem)

EssentialPIM should be on the Pairing Device step in the synchronization Wizard
(if not paired previously. If paired, Windows EssentialPIM needs to be running
without Wizard)

e Try tapping on the Rescan button couple of times
e Try increasing the Scan timeout option in PC Sync settings. We recommend to

set the highest number possible and then gradually decrease it until you reach a
stable detection rate

You use common network between Android device and PC (same network). If not,
see the next bullet point below

If nothing of the above helps (or it is impossible to have your PC and Android
device in the same network), try synchronizing using other methods like USB
cable, Bluetooth, cellular networks or portable Wi-Fi hotspot

If you are sure all of this is done, but still no go, please email support for further
assistance.

4.10.2 iOS EPIM (iPhone/iPad/iPod Touch)

EssentialPIM is capable of synchronizing with iOS devices. You need to download and
install free iOS version of EssentialPIM onto your device from App Store. You will be
able to synchronize and manage following data:
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Windows EssentialPIM iOS EssentialPIM
Calendar <-> Calendar (iOS built-in)
Contacts <-> Contacts (iOS built-in)
Tasks <-> Tasks (inside iOS EPIM)
Passwords <-> Passwords (inside iOS EPIM)

Pre-requisites for synchronization

e Devices supported: iPhones 3GS and newer, all iPADs, iPOD 3 and newer (provided
iOS 5 or newer is installed)

e iTunes is installed on PC

e Common Network between iOS device and PC. This is usual that your PC and iOS
connect to the same router (iOS device uses Wi Fi, while PC uses Wi Fi or cable)

Setting up iOS EPIM synchronization

1. On Windows EPIM, click on File -> Synchronization -> Add Synchronization
-> iPhone/iPad.
A wizard will start that will guide you through setting up a synchronization. This is a

one-time process, after this you will need only start synchronizations from your
device.
2. On "Sync Credentials" step, choose modules to synchronize.

3. On next, "Pairing Device" step, you should search for "EssentialPIM" on App
Store on your device and install it.
Tip: Make sure your iPhone/iPad Wi Fi is connected to the same network as your

Windows computer.
4. After you run EssentialPIM on your iPhone/iPad, choose "PC Sync" menu.

You should see this screen (press Start):
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PC Sync allows to synchronize
your Calendar, Contacts, To Dos
and Passwords with EssentialPIM.

Caonnectad to Wi-Fi network:
linksys

Choose your computer with EPIM nenning:

Max-FCG-home (192.168.1.100:21108)

P .
Start automatically | OFF

START

Tip: If you do not see "Start" butfon, make sure your Windows EPIM is now on
"Pairing Device" step and you have iTunes installed on Windows!

5. At the same time, EssentialPIM on Windows will ask for confirmation:

1

i - . - L3 - H
Synchronization Wizard l
Choose Sync Source
Syne Credentials Pairing Device
= Pairing Device ; N . . .
g Please install and run "EPIM Assistant” app onto your 105
device from App Market
After yvou run "EPIM Assistant™ on your device, current
screen will ask whether to allow connection- please answer
Yes.
Access Request
'ﬂ Max 105 device wants to synchronize with EPIM, allow?
B (oo
i ", —— "

This is needed to prevent any unauthorized synchronization attempts with different
devices in the future.

© 2004-2019 Astonsoft Ltd.



86 EssentialPIM Help

6. Next, "Sync Options" step presents you with some Options. Default Options are
usually OK.

On subsequent synchronizations, to start synchronizing, you need to:

e start Windows EPIM
e start iOS EPIM, go to "PC Sync" and press "Start"

If something does not work, see Troubleshooting iOS Synchronization

More details on synchronization

For each EssentialPIM category on Windows, a separate Calendar will be created on
iPhone/iPad (to change this go to Tools-> Options-> Your synchronization and

uncheck "Create calendars in iPhone for each of EPIM categories". In this case all
EPIM categories will be synchronized to one default calendar on your iPhone/iPad).

4.10.2.1 Troubleshooting iOS Synchronization

If you want to start synchronization, but instead see this screen on iOS EPIM:

PC Sync allows to synchronize
your Calendar, Contacts, To Dos
and Passwords with EssentialPIM.

Connacted to Wi-Fi natwork:

linksys

Please start EPIM on your Windows
computer and use File-> !'_R.:,-'l'u_‘:hrl}l'uﬁ'|1 o=
Wizard to create iPhone/iPAD
synchronization.

Make sure iPhone/iPAD is connected to
same local network as your computer.

Make sure:

You have read "Setting up iOS EPIM synchronization"

iTunes is installed on PC

You use the latest Windows EPIM version (check Help-> Check For New version)

Windows EssentialPIM is on "Pairing Device" step (if not paired previously. If

paired, Windows EPIM needs to be running without Wizard)

You use Common Network between iOS device and PC (same network)

e Firewall allows connections over port 21108 (default), or change it in PC EPIM
Wizard

o If you are sure all of this is done, but still no go, please email support with

screenshots of Windows EPIM and iOS EPIM.
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411

EPIM Cloud

It is now possible to have all your EssentialPIM data stored in EPIM Cloud. This is very
handy when you need to access your data from different locations and share it with
other EssentialPIM users. All your data can be easily accessed from any device or PC
even without EssentialPIM installed, just using a web browser.

EPIM Cloud service is designed to securely synchronize EssentialPIM data between
Windows devices. All data is accessible solely via SSL, the same protocol that protects
online banking. With EPIM Cloud you can safely share any kind of data with colleagues
in your team as well as synchronize your home and office PCs, or just share a schedule
with your family members.

4111 Registration

To start using EPIM Cloud, click on File -> EPIM Cloud -> Sign in.

Sign In

€PIM Cloud

Essential Chowd Solution

mycloudbase

i.....flil

Login Fargot Password Create Account

If you already have an EPIM Cloud account, enter your username and password and
click on Login. If you are new to EPIM Cloud, click on Create Account to start a
wizard that will guide you though the account creation process.
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Sign up for EPIM Cloud

EPIM Cloud
Essential Cloud Solution EssentialPIM Cloud allows you to keep all your EssentialPIM

data in the doud by synchronizing in the background with a
safe, web based interface.

EPIM Cloud costs USD 1.99 per month, or USD 19.95 (save
20%) per year.You can cancel at any time and refund first 30

days of use as well.

Click on Next Step to start the ordering process.

Previous Mext Step Cancel

The first step provides general info about EPIM Cloud service and pricing.
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Sign up for EPIM Cloud

€PIM Cloud

Essantial Choud Solufion

Your browser has opened a web page. Please finalize order
there and check your email.

Fill-in following from receipt email:

Second step automatically opens the ordering form in your web browser. Once you
finish ordering, you'll be provided with username and password to login to EPIM Cloud.

Enter them into the corresponding fields.
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Choose which EssentialPIV data will
EPIM Cloud be available in the cloud:

Essential Coud Solution

¥ Calendar ¥ Contacts
¥ To Do [¥] Passwords
¥ Notes

Automatically perform synchronization:

¥/ On program start
¥ On program exit

¥ Synchronize every 60 . minutes

Previous Mext Step Cancel

On the third step you can choose which EssentialPIM data will be accessible via EPIM
Cloud and how often it will be synchronized. Note, though EssentialPIM can sync all
your data with EPIM Cloud, only three modules can be accessed directly via web
browser: Calendar, Tasks and Contacts. Other modules like Notes and Passwords are
securely stored in the cloud to be accessed solely via Windows version of EssentialPIM.

The last step finishes the registration process.

4.11.2 Synchronizing with EPIM Cloud

Synchronization with EPIM Cloud can be performed either automatically or manually.
According default options, synchronization runs automatically on EssentialPIM start,
exit and every hour. To start the synchronization manually, click on File -> EPIM
Cloud -> Synchronization.

EPIM Cloud synchronization options can be accessed by clicking on File -> EPIM Cloud
-> Options or under Tools -> Options -> EPIM Cloud.
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Options “

General

Portable Festures Marme: EPIM Cloud

Autosave i

Backup Login:

Shortcuts Password: ’

Sticky Motes

Speliing Synchronize the following modules:

Dropbox [+] Calendar

Premy [] Tasks

Tags —

| Motes

Modules

EPIM Today [] Contacts

Calendar [¥] Passwords

Tasks

Motes Automatically perform synchronization:

Contacts [+ O program stark

Mail [+#] On program et

Passwords - - -

Tragh |#] Synchronize every 80 L minutes
'5}-n{hrcn|:nt|on

Outleok
EPIM Cloud
Security

Dedete Synchronization
OK Cancel

Please note, since the main purpose of EPIM Cloud is to share data between Windows
versions of EssentialPIM, some changes made in the cloud through a web browser
might not be properly reflected in EssentialPIM.

To stop using EPIM Cloud with the current EssentialPIM database file, Sign out by
clicking on File -> EPIM Cloud. To completely remove synchronization with the
service, click on the Delete synchronization button under Tools -> Options -> EPIM
Cloud.

412 Printing

EssentialPIM allows you to print out all your information in easy to read form. Print
menu is accessible at File -> Print.

What you print will depend on in which view you are currently in: Calendar, Notes, or
Contacts.

All data can be printed one-by one, or you can select multiple entries using CTRL +
mouse (for contacts and Notes), or All entries can be printed.

To rotate the page, in the Print Preview Page, find "Page Setup", or press Alt+U and
you will be able to change the Orientation of the page.

Printing EPIM Today
You can print EPIM Today - exactly as it looks on the screen.
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Printing Calendar
There are several option of how to print Calendar: Day View, Week View and Month

View. All are different options for representing your day schedule. You can also print
several Days, Weeks and Months.

Printing Tasks
You can select which Tasks to print and which fields. If you want to select multiple
Tasks, use CTRL+ Mouse, or Shift+ Keyboard arrows.

Printing Notes
You can select several, one or all notes to print out into. A tree of all notes is printed

above all notes.

Printing Contacts
You can select which contacts to print out (using CTRL+ Mouse, or Shift+ Keyboard

arrows), or print out all.

413 Advanced Search

Advanced Search allows you to look up for items through the whole EPIM database
file. Go to Tools -> Advanced search or press Ctrl+Alt+F to call the Advanced
search dialog:

= Advanced Search = g
Look in: | All modules W []Include deleted items
General | Advanced | Replace
Find now
Search for: |term to search| W
Search in fields: | Subject, body and tags v
Mew search
Save query
[ Time: Created
From: 15.10.2019 To: 15.10.2019

Look in drop-down menu sets where to search and whether to Include deleted
items in trash.

General and Advanced tabs allow performing simplified or complex search tasks.
Time option can limit search period for items created or modified within the specified

time frame.
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Search in the General tab looks for the whole phrase typed into the Search for
field. Search in fields drop-down list allows to narrow down the search area to a
subject, body or attachments fields.

414 Working with reminders

Reminders can be added to appointments and tasks. Once a reminder is triggered,
the following window will be shown.

Appointment,/Task reminder(s) = =

il

B | DATETIME SUBJECT

10/30/2017 7:20 Task with a Reminder

P '/1 Remind in 5 minutes v Dismiss All Disrniss
K WQ
[

.
*« 2 Makes remainder stay on top.

Go to item/Show Item - switches to the Calendar or Tasks module and either puts
the focus on the selected item or opens a preview window for the selected item.
Dismiss - dismisses the selected reminder(s).

Dismiss All - dismisses all active reminders.

Remind in - postpones the selected reminder by a period of time chosen from the
drop-down list next to the button.

Reminders can be sorted by any column, just click on the column's name. Holding
down the Ctrl button on the keyboard, will allow you to sort by several fields.

415 Spellcheck

EssentialPIM provides built in spell checker in Notes. You can call spelling check by
pressing F7 or under Tools -> Spelling check menu.
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ChUsers\Anton\AppDatatRoaming\Essenti-

nsert QLGN Help
Send and Receive 3
ey N "__.--ulu‘, Check Spelling B
\d
LT Send ot Mot in dicti .
""" Advanced Search... Spitt+Ctrl+F insrt
* E = | All
PGP Key I'-:Ianagemi‘ﬁ.. (Pro) = = Change to: gnare
*
Options... A A
P ’0 | AT Change
Language # 3
Check Spelling... F7 | Motest inst Change Al
Ifyou a inert
Word Count leafs for inset Add
number ins rt
Dictionaries... Cancel

This will call a dialog which proposes general spelling check features:

Ignore - ignores current occurrence of the word

Ignore All - ignores all occurrences of the word

Change - changes the word to a selected variant

Change All - changes all occurrences of the word to a selected variant
Add - adds word to a dictionary

Dictionaries - allows to change dictionary

Spelling check options are available under Tools -> Options -> Spelling

© 2004-2019 Astonsoft Ltd.



Working with EssentialPIM 95

Options “
General
Autosave Enable spell check a5 you type for the following item types:
Backup 7| Motes
Shoddeuts §
spelling | Maal
lf'rnuy Installed dictionanes:
Appesrance " Englesh (UNITED STATES)
Maodules
EPIM Today
Calendar
Tasks
Motes
Contacts
Mail Avalable dectignanes:
Display & Compose ¥ English (UNITED STATES) Installed ~
Spam Estonian (ESTOMIA) Mot imstalled
Passwords ach 3
Trash 4 German (GERMANY) .,
S h vat (S5 F g = raiied -
yreniRoREin Hebrew (ISRAEL) Mok installec :
Security Hungarian (HUNGARY] Mot installed i
[talian (ITALY) Mot installed o h
0K Cancel

English (US) dictionary is installed by default but you can add any additional
dictionaries you need. To do so, click on the checkbox besides the dictionary's name
in the Available dictionaries section and click on the Proceed button. EPIM might ask
you for administrator rights during the process, please confirm. Once installation is
complete, new dictionaries will become instantly available.

To uninstall a dictionary, uncheck the checkbox near its name in the Available
dictionaries section and click on the Proceed button.

To simply disable a dictionary, uncheck the checkbox near its name in the Installed
dictionaries section.

416 Shortcuts

EssentialPIM Pro makes extensive use of shortcuts. All of the shortcuts can be edited
by clicking on Tools -> Options -> Shortcuts. To edit a shortcut, select it in the list
and press new key combination. Below is the list with default shortcuts.

Global:

Ctrl+Alt+S Minimize to system tray
Shift+Ctrl+T New Appointment
Shift+Ctrl+O New Task
Shift+Ctrl+N New Note
Shift+Ctrl+C New Contact
Shift+Ctrl+M New Message
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Shift+Ctrl+P New Password Entry
Switching Between modules:

Ctrl+0 EPIM Today
Ctrl+1 Calendar
Ctrl+2 Tasks
Ctrl+3 Notes
Ctrl+4 Contacts
Ctrl+5 Mail

Ctrl+6 Passwords
Ctrl+9 Trash

General:

Ctrl+L Hide/show private items
Ctrl+Q Focus on search box
Ctrl+Alt+F Advanced search
Shift+Ctrl+A Attachments manager

Database operations:

Ctrl+N New Database

Ctrl+O Open Database

Ctrl+S Save changes or New Database
Ctrl+P Print

In Calendar:

Ctrl+D Day View

Ctrl+W Week View

Ctrl+M Month View

Ctrl+R Year View

Ctrl+E Table View

Ctrl+T Today

Ctrl+G Go to

Ctrl+H Hide/Show completed

In Tasks:

Ctrd+T Tree View

Ctrl+D Consolidated View
Ctrl+E Plain View

Ctrl+H Hide/show completed
Ctrd+K Show in Calendar
Ctrl+R Add to Root
Ctrl+Alt+Right Move in
Ctrl+Alt+Left Move out
Ctrl+Alt+Up Move up
Ctrd+Alt+Down Move down
Ctrl+Alt+C Collapse All
Ctrl+Alt+X Expand All
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In Notes:

Ctrl+R Add to root

Ins Add as Child

Ctrl+I Add as Sibling
Ctrl+Alt+Right Move in
Ctrl+Alt+Left Move out
Ctrl+Alt+Up Move up
Ctrl+Alt+Down Move down
Ctrl+Alt+C Collapse All
Ctrl+Alt+X Expand All

while creating a new Note
Ctrl+D insert current Day
Ctrl+T insert current Time

In Contacts:

Ctrl+G Add Group
Ctrl+H Hide/show groups

In Mail:

Ctrl+R Reply to Sender
Ctrl+Shift+R Reply to All

Ctrd+W Forward

Ctrd+M Send

Ctrl+Alt+A Send and Receive All
Ctrl+Alt+R Receive All
Ctrd+Alt+X Send All

In Passwords:

Ctrl+G Add Group

Ctrl+H Hide/Show Groups
Ctrl+Alt+U Copy User Name
Ctrl+Alt+P Copy Password

Synchronization

Ctrl+Alt+G Google
Ctrl+Alt+Y Yahoo
Ctrl+Alt+F myFUNAMBOL
Ctrl+Alt+0 AOLSync
Ctrl+Alt+N GooSync
Ctrd+Alt+T Toodledo
Ctrl+Alt+M Memotoo
Ctrl+Alt+E Stylite/Egroupwere
Ctrl+Alt+H HighRiseHQ
Ctr+Alt+D CalDav
Ctrl+Alt+L SyncML
Ctrd+Alt+W Windows Mobile
Ctrl+Alt+U Outlook

97
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In text editing standard shortcuts are enabled: Ctrl+X, Ctrl+C, Ctrl+V, Ctrl+Y, Ctr+A.

All shortcuts could be edited under Tools -> Options -> Shortcuts dialog.

417 Using proxy server

If your internet connection uses proxy then in order to perform synchronization with
cloud services or receive mail you need to fill in the proxy server settings in
EssentialPIM. Proxy server settings are available in Tools -> Options -> Proxy.

Options ﬂ .

General
Butesne [+F] Preay server
Backup Type: HTTE/HTTPS  w
Shomcuts
Spelling Address: Part: O
Prroocy
|| Requires authentication
Appearance Usernanme:
Modules
EPIM Today Bazseord
Calendar

Tasks

Proxy server - enables/disables use of a proxy server.
Type - allows to set a proxy server type: HTTP/HTTPS, SOCKS4 or SOCKS5.

Requires authentication - use only if your proxy server requires authentication,
otherwise leave empty.

418 Security

EssentialPIM database file can be locked with a password. Data is encrypted using
strong encryption algorithm. In addition, you can lock database on minimize of after a

period of inactivity.

Setup a password

To protect currently opened database with a password navigate to File -> Database
Password.
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L

View Go Actions Tools Help

E L

Mew
EPIM Cloud
Open Database Password ﬂ
L ]
Save 1," Ctrl+5
& Password:
Save As,.. #
' e EEE
C|DSE_ [ ]

Confirm password:

Database Password
.---4

Database Management...

Import Cancel Remowve Password

Evrort

You need to enter your password twice and then select the encryption algorithm.

Once your database is encrypted, EssentialPIM will ask for a password each time
upon opening the database file.

To remove password protection, navigate to File -> Database Password and enter
the existing password. Once you do that, the following dialog window appears.

Database Password H

Password:

Confirm password:

Click on the Remove Password button removes password protection from the
database. You may also change your password and/or encryption algorithm in this
window, if needed.

Password protection settings

Besides database protection on the program's start, it is also possible to additionally
password protect data when program window is minimized of after a period of
inactivity. These settings can be adjusted by clicking on Tools -> Options ->
Security.
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Options “

General
Autornve Password Protected Database
Backup
Sharteuts
Spelling [] Automatically leck database after = minutes

[ Leck datsbase whan minirmizing the main windaw

Prrocy

Appearance
Madules
EPIM Taday Password protect the following modules (Pro)
Calendar I tact
Tazks
Naotes
Contacts
Mail
Pazswords

Trash [C]Clear the database load histony on edt
Synchronization

0K Cancel

5 Information for translators

We welcome people to translate EssentialPIM's language file into their native
languages. We used to provide translators with free EssentialPIM Pro licenses for their
support.

Interface

Whole EssentialPIM's interface is contained in ENGLISH.LNG file, which is situated in
EssentialPIM's installation directory. Please feel free to take the file and start
translating. Usually it takes a couple of hours.

6 Upgrading to EssentialPIM Pro

There is a trial version of EssentialPIM Pro that is full featured, but works only for 30
days. By upgrading to EssentialPIM Pro, you will get:

e EssentialPIM Pro version you purchased forever. In addition, you are entitled to
free updates during one year since purchase date.

e Priority support via email

e Newsletter and tips for using EssentialPIM Pro

EssentialPIM Pro Desktop / Portable cost $39.95(US).
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Order EssentialPIM Pro

e Order EssentialPIM Pro ($39.95)
e Order EssentialPIM Pro Network Edition ($59.95)

You can buy using:

Your credit card (all major cards are supported) via online secure form
PayPal

Purchase order

Telephone or fax

For phone orders and order related questions, our Toll Free Number in the US is 1-877-
353-7297. Internationally you can reach us at 1-(952) 646-5331.

Sales questions are welcome at epimsales@essentialpim.com.

6.1 Sales policy

Upgrades

By becoming a registered user you can use EssentialPIM Pro version you purchased
forever. In addition, you are entitled to free updates during one year since purchase
date.

Refunds

We have made our returns policy as simple as possible so that you will come back and
shop with us again and again. We are so confident that you'll be satisfied with your
software purchase, that we are offering a 30-day money-back guarantee.

If at any time during the first 30 days of using the software you have purchased, you
find that the product is not or does not meet or live up to your needs feel free to
contact us at epimsales@essentialpim.com and request a refund.

When requesting for refund, please provide the following information:

e Your full name

e Order ID number

e Date of purchase

¢ Brief reason for dissatisfaction

All refunds for credit will be issued to the credit card account that appears on the
original order. All returns are subject to approval by our customer service department.

7 Support

Astonsoft Ltd. is committed to supporting its customers. Please feel free to browse
through the below listed topics and find the most appropriate way to get your
question/problem solved.
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FAQ

General

Q: How to make EPIM to start with another module?
A: If you disable "Start with EPIM Today" under Tools -> Options -> EPIM Today than
EPIM will start with the last used module.

Q: How to find my database file?

A: EPIM stores all data in .epim database files. The default paths for EPIM databases
are:

C:\Documents and Settings\User Name\Application Data\EssentialPIM - for XP
C:\Users\User_name\AppData\Roaming\EssentialPIM - for Vista, 7 and 8

You can find path to your file at the top of EPIM window or under File -> Database
Management.

Q: I've downloaded your EPIM but the installer would not work. What shouild I
do?

A: This is because of incomplete download. Try to redownload installation file again. If
it still tells that file is corrupted than most probably your browser or provider cached
file and every time you are trying to re-download it gives you cashed incomplete file
again. Try to clear browser cache or download with another browser or any download
manager.

Q: Will my data preserve if I'll upgrade my EPIM Free to Pro?

A: Yes, but you'll need to open (File -> Open) your old base in Pro version manually.
The default paths for EPIM Free databases are:

C:\Documents and Settings\User Name\Application Data\EssentialPIM - for XP
C:\Users\User_name\AppData\Roaming\EssentialPIM - for Vista, 7 and 8

You can find path to your file at the top of EPIM window or under File -> Database
Management.

Q: Is it possible to run EPIM on Mac OS (Linux)?
A: Unfortunately no. Only Windows version available for now.

Q: I want to install EPIM to my smartphone. What version should I buy?

A: Desktop EPIM version runs on Windows desktop only and syncs with Windows
Mobile, Android, iOS and Palm devices. Add synchronization under "File - > Add
Synchronization". We also have Android and iOS versions.

Q: How can I access .epim database directly?

A: EPIM uses Firebird database engine. You can access database directly using any
Firebird database manager. For example: http://www.mitec.cz/ibg.html Please note
that you should understand how to work with database, otherwise data will be lost.

Q: My database size is much larger then backup file size. Does backup stores all
my data?
A: Don't worry all your data is stored in backup. It is compressed.

Q: I have bought other computer but now I want to transfer all my EPIM
program and data to this new computer - can you explain to me how to do this?
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A: You should install EPIM to a new computer. Then you need to transfer your
database and open it in the new EPIM (File -> Open). You can always download EPIM
installation file from our site: http://www.essentialpim.com

Q: How can I transfer data to EPIM from another PIM?
A: Data can be transferred via supported by EPIM formats only. You can find all
supported formats in File -> Import menus.

Q: How to sort records by...
A: All EPIM items can be sorted by any field. Click on a field caption in order to sort by
it. Holding Ctrl button allows sorting by several fields.

Q: Is there a way to export in one file all EPIM settings?

A: Yes, all settings are stored in EPIM.ini file which is stored here: C:\Documents and
Settings\User Name\Application Data\EssentialPIM - for XP C:\Users\User_name
\AppData\Roaming\EssentialPIM - for Vista, 7 and 8. Portable version stores this file in
its program

Q: How to change/remove database password?

A: Do the following to remove or change password: 1. Go to File -> Password
protection 2. Enter your password and press OK 3. Press Clear or enter new password
in appeared dialog

Q: EssentialPIM can not open database from a shared disk
A: EPIM Free can't open database file over the network. You need EPIM Pro or EPIM
Pro Network (if you want to share file with several users) for this.

Q: I've forgotten my database password. How can I recover it?
A: Unfortunately it's not possible to recover database password.

Q: How to print Calendar in color?
A: This feature is not available in Free version.

Q: After upgrade, will my data be preserved?
A: Yes, your data is stored in *.epim file and will be automatically converted to the
new version format.

Q: How do I restore Backups?
A: Backups are just *.epim files, named "file hame_backup_year_month_day_time".
They can be opened from within EPIM using File -> Open menu.

Q: This morning I've opened PIM and all my entries disappeared. What do Ido
now?

A: Most probably EPIM "forgot" the path to your base because of some failure. Try to
look for your base in the most recent files list in the File menu. Or try to locate and
open (File -> Open) your base manually. EPIM stores all data in .epim database files.
The default paths for EPIM databases are:

C:\Documents and Settings\User Name\Application Data\EssentialPIM - for XP
C:\Users\User_name\AppData\Roaming\EssentialPIM - for Vista, 7 and 8

If you can't find it anyway than try to search *.epim files on your computer.

Q: Can Irequest a feature?
A: Yes, of course. We try to really attentively listen to the users - that's how
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7.1.2

71.3

EssentialPIM is being developed. Please post your request on our Support Forum.

Q: Can I help make EssentialPIM better?
A: Yes, you can translate EssentialPIM into your native language or suggest a feature.

Q: EPIM became very slow. How to boost performance?

A: First, empty trash and run optimization under "File - > Database management".

If it doesn't help then create a new database under "File -> New -> EPIM Data File"
and save it. Then sync it with your file using EPIM Synchronizer tool which could be
downloaded from our site - http://www.essentialpim.com/get-epim

Then open newly synced file under "File -> Open"

Q: I have created a password, but how can I change my password?
A: You need to go to File -> Password protection, erase asterisks and enter your new

password.

Q: Password protection or Optimization option is not active

A: EPIM can't utilize database management tools while mail send/receive processes are
active. Disable "Check mail on start" option and restart EPIM. Password protection and
Optimization options will be active then.

Q: How to delete/archive old records from database?

A: We have a special tool for this - EPIM Archiver/DupeRemover. It can delete or
archive items older then particular date. Tool available from our download page -
http://www.essentialpim.com/get-epim

Calendar

Q: How to add national holidays to calendar?
A: You can import holidays as iCal (.ics) calendar which can be downloaded from
Internet.

Q: How to generate a list of upcoming birthdays and/or a list of all birthdays.
A: You should switch calendar to Table view, filter tasks according to Birthday
(Holiday) category and set date ranges. You'll get your list then.

Q: Is there a possibility to make a text search, among all appointments
scheduled in the current period?

A: Yes, switch to Table view, then you can make search by keywords and set date
limits.

Notes

Q: Internet links doesn't work in Notes. The link become blue when I enter it, but
nothing happens when I Click on it.
A: Click links holding on Ctrl button.

714 Contacts

Q: How can I delete unnecessary fields from contacts?
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A: Open any contact, select the field you want to delete and press "Delete field"
button.

Q: Is it possible to add additional anniversaries to contact i.e. wife’s birthday or
any other?

A: Yes, open any contact and press "Add field" button then set Date Field type. EPIM
will create recurring task for this event the same as for birthdays then.

Q: How to add/remove columns to display in Contacts view?
A: Right-click columns caption and choose fields to display.

Q: How can I add/edit field(s) in contacts?
A: Open any contact and press “Add field” or select a field and press “Edit field”
correspondingly.

Q: How can I change fields order in Contacts?
A: Just drag them in preferred order with left mouse button.

Q: Some fields are not listed in Contacts table (main view) and some are not
necessary. How to set to display needed fields?

A: Right-click on field name caption and choose fields to display from context menu.
Pressing on Costumize option in the right-click menu opens a dialog where you can
adjust fields set.

71.5 Mail

Q: "Socket Error # 10060 Connection timed out" error

A: Make sure that all servers setting were set correctly under "Tools -> Account
Settings - > Edit -> Servers Settings"

If you are not sure about what to enter then login to your account via web interface
and refer to Help area. Search for POP3/IMAP (for incoming mail) and SMTP (for
outgoing mail) settings through FAQs.

Q: How to make mail available offline for IMAP accounts?

A: IMAP accounts download headers only by default. Press "Manage Folders" button
from Actions panel and choose what folders to download fully. Those folders contents
will be available offline then.

7.1.6 Potable version issues

Q: I want to upgrade my U3 version but can't find it on your download page?

A: Sorry, U3 version won't be supported anymore. You can install version for regular
drives. Download the ZIP file and unzip it on your flash drive and run EssentialPIM.exe.
Launchpad icon could be added with this tool - http://www.softpedia.com/reviews

windows/Shortcut-Creator-4U3--Review-76269.shtml

Q: My EPIM is very slow on my USB stick. How can I boost it up?
A: EPIM speed depends on your USB stick speed. Try to empty Trash and delete old
unnecessary items. You can also try to Optimize database (File -> Database
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747

7.2

7.3

management -> Optimize). These measures should boost performance. Try also to
reformat USB drive.

Q: Can I use portable EPIM as the desktop EPIM?

A: Yes, sure just unzip Portable version to a hard drive and run EssentialPIM.exe from
program folder.

Note, portable version can't be a default mail client.

Synchronization issues

Q: Is it possible to sync Desktop and Portable calendar?
A: Yes, we have a special EPIM Synchronizer tool for this. It's available from our
download page - http://www.essentialpim.com/get-epim

Q: I've got duplicates after synchronization/import. How to remove them?
A: We have a special tool for this - EPIM Archiver/DupeRemover. It's available from our
download page - http://www.essentialpim.com/get-epim

Update

EssentialPIM automatically checks for updates once a week. If an updated version is
found, you'll be notified. To check for updates manually, click on Help -> Check For
New Version.

Note, you can always download the latest version of the program from our Web site -
www.essentialpim.com

Troubleshooting

If you experience any problem with EssentialPIM, please follow these steps to find a
solution:

e Make sure that you have installed the latest version

e Visit our online support community forum at www.essentialpim.com/forum

e If you still have not found the answer, do not hesitate to contact us at
epimsupport@essentialpim.com

Contact

Please do not hesitate to contact us:

By e-mail

For general information please e-mail us at epiminfo@essentialpim.com
For sales information please e-mail us at epimsales@essentialpim.com
For technical support please e-mail us at epimsupport@essentialpim.com

By phone (Please note, we do not provide support over the phone)
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Phone: (+372) 51-927-921

By post
Astonsoft Ltd.
Laki 9A
Tallinn 10621
Estonia
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