ShoeBox

ShoeBox™ keeps track of a variety of household information
so you’'ll never have to search through paper files again!
Preformatted categoriesinclude important phone numbers
and addresses, personal family information, vehicle data,
budgeting, and more. And it's easy to add your own
ShoeBox categories for other types of information.

In additiontoits record-keeping features, ShoeBox includes
a family messaging system with mail, note pads, to do lists,
and calendars.

Designed to take advantage of the power of HyperCard
lles, ShoeBox sets a new standard for home information
management. And as an extra bonus the HyperCard lics
program is included free with ShoeBox so there is no need
to purchase it separately!

Suggested retail is only $59.95

Reftrieve all of your household information
in a flash—buy ShoeBox foday!

Requires Apple lles with 1.5MB memory and
a hard disk with GS/OS 5.0.4 or later

HyperCard liss program with on-line help included at no extra charge.
HyperCard llss with printed documentation is available from your
local Apple dealer, Apple Il mail order companies, and APDA.
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Congratulations on your purchase of ShoeBox| Be sure to complete and
return the postage-pald registration card so we can notify you as new
versions or additions to this program become available.

Our goal was to make ShoeBox a very useful productivity tool and to make
it valuable to you personally. By making a quality program available at a
reasonable price and by not copy-protecting the disk, we think we have
succeeded. We hope that you support our efforts and encourage future
updates and products by not allowing your family or friends to copy ShoeBox.
To borrow a phrase, “Just say no.”

This manual and the software (computer program) described In It are
copyrighted with all rights reserved. No part of the ShoeBox software or
documentation may be reproduced, stored in a retrieval system, or trans-
mitted, in any form or by any means, mechanical, photocopying. recording
or otherwise, without the prior written permission of Seven Hills Software
Corporation.

SEVENHILLS SOFTWARE CORPORATION'S LICENSOR(S) MAKESNO WARRANTIES, EXPRESSORIMPLIED,
INCLUDING WITHOUT LIMITATION THE IMPLIED WARRANTIES OF MERCHANTABILITY AND FITNESS FOR
A PARTICULAR PURPOSE, REGARDING THE SOFTWARE. SEVEN HILLS SOFTWARE CORPORATION’S
LICENSOR(S) DOES NOT WARRANT, GUARANTEE OR MAKE ANY REPRESENTATIONS REGARDING THE
USE OR THE RESULTS OF THE USE OF THE SOFTWARE IN TERMS OF ITS CORRECTNESS, ACCURACY,
RELIABILITY, CURRENTNESS OR OTHERWISE. THE ENTIRE RISK AS TO THE RESULTS AND PERFORMANCE
OF THE SOFTWARE IS ASSUMED BY YOU. THE EXCLUSION OF IMPLIED WARRANTIES IS NOT PERMITTED
BY SOME STATES. THE ABOVE EXCLUSION MAY NOT APPLY TO YOU.

IN NO EVENT WILL SEVEN HILLS SOFTWARE CORPORATION'S LICENSOR(S). AND THEIR DIRECTORS,
OFFICERS, EMPLOYEES OR AGENTS COLLECTIVELY SEVEN HILLS SOFTWARE CORPORATION S LICENSOR
BE LIABLE TO YOU FOR ANY CONSEQUENTIAL, INCIDENTAL OR INDIRECT DAMAGES (INCLUDING
DAMAGES FOR LOSS OF BUSINESS INFORMATION, AND THE LIKE) ARISING OUT OF THE USE OR
INABILITY TO USE THE SOFTWARE EVEN IF SEVEN HILLS SOFTWARE CORPORATION'S LICENSOR HAS
BEEN ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. BECAUSE SOME STATES DO NOT ALLOW THE
EXCLUSION OR LIMITATION OF LIABILTY FOR CONSEQUENTIAL OR INCIDENTAL DAMAGES, THE
ABOVE LIMITATIONS MAY NOT APPLY TO YOU. SEVEN HILLS SOFTWARE CORPORATION'S LICENSOR'S
UABILITY TO YOU FOR ACTUAL DAMAGES FROM ANY CAUSE WHATSOEVER, AND REGARDLESS OF
THE FORM OF THE ACTION (WHETHER IN CONTRACT, TORT (INCLUDING NEGLIGENCE), PRODUCT
LIABILITY OR OTHERWISE), WILL BE LIMITED TO $50.

Apple, the Apple logo. Apple llss, lles, HyperCard, HyperCard lles, HyperTalk, Finder,
GS/0S, and Macintosh are registered trademarks of Apple Computer, Inc.

ShoeBox © 1991 Seven Hills Software Corporation. ShoeBox, ExtenStacks,
Message.Center, DeskSet, File *'n’ Find, and Connections are trademarks of Seven Hills
Software Corporation. All rights reserved.
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1 INTRODUCTION

The ShoeBox manuat is sectioned to provide first this general overview of
what ShoeBox is, what it does, and the resources available to you while
you leam to use it. After explaining how to install ShoeBox into your
computer in Section 2, the manual covers in detail the features and
functions of the ShoeBox interface in Section 4. Finally, in Sections 5 and
6. descriptions of the various modules within ShoeBox are provided. If you
have never used HyperCard lics, you may want to review Section 3,
which explains what HyperCard is and how it works.

1.1 What is ShoeBox?

ShoeBox from Seven Hills Software is primarily a personal information
management application that provides an easy-to-use interface for
recording and searching through information that you should have
readily available about your home, family, and belongings. In addition,
it has been designed as an environment in which multiple utilities can be
interlinked to provide a truly uniform and useful environment from which
to manage your home affairs.

With seven major modules, each with several minor categories, and an
addttional module for creating your own categories, ShoeBox provides
the meansto store and organize the information so commonly leftinreal
shoe boxes. However, with this ShoeBox, you will be able to go right to
what you are searching forin seconds! With ShoeBox you cankeep track
of your income sources, expenses, create a budget, keep track of
information about your vehicles, valuables, and keep family records.
Addttional features provide phone and address storage, electronic
message services, automatic appointment and “to do” reminders, and
a utility to help organize your personal miscellaneous files.
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Figure 1.1 - The ShoeBox Title Card
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ShoeBoxis programmed as aHyperCard lies stack, andthus requires that
youaiso have HyperCard lles (included with ShoeBox). While the features
and functions of ShoeBox could have been programmed as atraditional
application, HyperCard lics provided an excellent environment for the
development of a program designed to set a new standard for how
home-use applications ought to be designed. ShoeBox shows how rich
graphical design is elemental in creating clear layout, attractive and
intuitive supporting artwork, and an interface where the functions and
features of the program are readily apparent and accessible.

ShoeBox is also designed to lead anothertrend. The computerhasyet to
reach a state of "appliance-ness” within the home because so often it
is relegated to novelty and infrequent service. Once you become
familiar with ShoeBox's abilities, and accustomedto itsservices, youmay
wellrecognize the increase of its usefulness when the computeris left on,
andthusinstantly accessible as most any other appliance is. Astime goes

on the full potential of more and more home-use programs will not be
redlized until the computer becomes an “appliance” that people are
accustomed to having on during the active hours of the home. ShoeBox
shows the benefit of such a change. and shows that the computer can
redlly be an organizational asset in the home.

With design features like colorful, intuitive graphics, an easy-to-use
interface.twolevels of on-line help. interactivity with otherHyperCardlics
stacks, and extensibility to meet your future needs along with its many
functional features, ShoeBox uses all the power available in your Apple
lles computer to make the most of using a computer in your home.

1.2 ExtenStacks

In addition to its own features, ShoeBox is designed to be interactive
with otherHyperCard lles stacks. Using what we call ExtenStacks (short
forextension stacks), additional capabilities can be added to ShoeBox.
ShoeBox ships with five such stacks to start with, and more stacks from
Seven Hills, as well as other developers, may be added. With the
personal edition of the ExtenStack Developer’s Kit, you could even
write your own ExtenStacks!

ExtenStacks are integrated in a menu similar to the one used to access
desk accessories. By pulling down and selecting from the ExtenStack list,
a world of added abilities can be opened. The five pre-installed
ExtenStacksinclude an address book with sections for friends and family,
businesses, and entertainment; a filing aid for organizing the myriad of
papers we tend to collect and file; an appointment and “to do” list
calendar; a simple electronic messaging system; and an emergency
reference list utility. These ExtenStacks are represented by buttons on the
main screen in a small menu for easy access.
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Extensions to ShoeBox may be stacks that are linked to the pop-up menu
for easy access from ShoeBox (such as the Emergency ExtenStack), or
may be full featured applications with integration to ShoeBox (such as
the Message Center and DeskSet ExtenStacks). ExtenStacks can even
be designedtoread data fromthe ShoeBoxrecords, and provide further
manipulation in the form of reports or analysis. With the ExtenStack
interface, developers (or you) can add to the usefulness of ShoeBox in
ways that aren’t always imaginable at the beginning of a program’s
design.

1.3 Getting Help

If you are already familiar with the basics of your Apple computer, and
have used your HyperCard liss software, you should have no problem
gefting started with ShoeBox.

You should understand what the terms card, button, and field mean
within HyperCard llss. If you feel you don’t fully understand these temns,
youshould review the HyperCard llesmanual orthe HyperCardlies Basics
section of this manual. Should you need help with any feature of
HyperCard or ShoeBox, there are excellent on-line reference resources.
First, the HyperCard Help stack shows what HyperCard is all about and
howtouseit.Next,the ShoeBoxHelpBook stack explains allthat youneed
to know to use ShoeBox (in fact the majority of this manual is replicated
in the ShoeBox HelpBook). In addition to these built-in help stacks,
ShoeBox has context sensitive help for many of its features.

Anywhere within the ShoeBox environment, you can hold down the
option key and click a button to get a dialog of information to tell what
that buttonis for. Often, the help will just be a short reminder of what the
button does. Other times, extensive instructions may be provided. Also,
there are occasions where special fields or graphics may be clicked as
well. if you see something that you don't understand, try the option-click
technique to see if help is available!

Figure 1.2 - A Sample Help Dialog

ExtenStacks

s Seven Hills Software 5

Hold the option key down when you click on
any button to get a help dialog like this
one.

Sometimes holding the command key down
will bring up an alternate function.

% HyperCard Tip: To see where buttons are on the screen, hold the
command and option keys down at the same time. This may
reveal transparent buttons on graphic elements that provide
additional help or features of which you were unaware.
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2 GETTING STARTED

This chapter provides the instructions you need to install and start the
ShoeBox program. The "What You Need"” section provides information
about what equipment you will need to run ShoeBox, and the “How to
Install ShoeBox” section covers how to copy the information from the 3.5
disks onto your computer’s hard disk.

2.1 What You Need

To use ShoeBox, you will need:

e An Apple lles computer with at least 1.5MB of RAM (2MB
recommended)

» A color monitor is recommended (ShoeBox has been designed as
carefully as possible for good appearance with a monochrome
monitor, but some graphics may not be as clear)

o A 3.5" disk drive

¢ A hard disk drive (ShoeBox requires 1800K disk space, HyperCard
lles requires approximately 1130K disk space)

¢ Apple lies System Software version 5.0.4 or greater

» Apple lies Installer software (included with ShoeBox)

¢ HyperCard lles version 1.0 or greater (included with ShoeBox)

The minimum hardware requirements are primarily determined by the
requirements of the HyperCard lles software. If you do not already have
HyperCard lies installed on your hard disk, you will need to do that first.
HyperCard lles requires approximately 1130K of disk space. ShoeBox
requires approximately 1600K of disk space forinstaliation, but willrequire
at least 1800K for operation (you may find that 2000K will be more
appropriate).
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2.2 Starting the Installer

ShoeBox and HyperCardllesmust be installed on yourhard disk drive. The
easiest way to accomplish this is to use Apple’s Installer program. Follow
the instructions below to start the Installer.

« Turn on your computer and wait until the Finder program is ready
(the programwith atrashcanicon). Ifyourhard disk drive startswith
some launching program other than the Finder, then launch into
Finder.

e Insert the original "ShoeBox Disk 17 into a 3.5" disk drive.

« When the “ShoeBox.Disk.1” window appears, open the “Installer”

program.

When Installer is started, a list of scripts appears in the left scrolling list,
and in the right list you can select the disk you want to install onto.
o If necessary, click the Disk button until the name of your hard drive
appears at the top-left of the window. The Instalier is now ready for
you to choose which items you want to install.

GeﬁlngSfon‘ed

2.3 Installing HyperCard lles and ShoeBox

Below are the instructions forinstalling HyperCard lles and ShoeBox. If you
have not used the Installer before and you need more information than
whatispresentedhere, refertothe Apple llesSystem Software User's Guide
from Apple.

Toinstall HyperCard lles(only necessary ifit’s not already installed on your
hard disk drive):
¢ In the list on the left, highlight the “HyperCard IIGS” script.
¢ Clickthe Install button, and insert each original ShoeBox disk when
you are asked.
 When the didlog appears to inform you that the installation is
complete, click the OK button.

Afterinstallation, HyperCard lies and a HyperCard liss Help folder will
reside in a *HyperCard” folder on your hard disk drive.

To install ShoeBox:

¢ In the list on the left, highlight the “ShoeBox” script.

» Inthe list on the right, highlight the HyperCard folder then click the
Open button.

e Clickthe Installbutton, and insert each original ShoeBox disk when
you are asked.

* When the diadlog appears to inform you that the installation is
compilete, click the OK button.

Once HyperCard lles and ShoeBox have been installed on your hard
drive:
¢ Click the Quit button to return to Apple’s Finder program.




ShoeBox 1.0 for the Apple lics

2.4 Opening ShoeBox from the Home Stack

If you installed HyperCard liss according to the instructions above, a
ShoeBox button is already on the Home card. To start ShoeBox, simply
click the ShoeBox icon.

if HyperCard lies already existed on your hard disk drive (and you
therefore skipped the HyperCard installation steps), you must perform
the following stepsto add abutton forShoeBoxto HyperCardliss’sHome
stack. Note: These steps are important because they also update
HyperCard's search paths to include the new ShoeBox folder.

« From the Finder, open HyperCard lics.

+ When HyperCard is ready and the Home stackis displayed, select
Open File... from the File menu.

¢ Inthe open file dialog, open the HyperCard folder (it may already
be opened).

o Scroll through the list of files and open “ShBx.HomeBin".

¢ Whenthe stack is opened, click the button that says “Clickme...".

¢ The Home stack willreappear, and the ShoeBoxicon buttonwillbe
flashing in the center.

» Drag the icon to position it. When the icon is positioned where you
desire, release the mouse button. After you release the mouse the
ShoeBox icon can be moved by using HyperCard'’s button tool
(refer to the HyperCard Help stack for information about its tool
palette).

Note: Once the ShoeBox icon has been added to the Home stack
you can delete the “ShBx.HomeBtn" stack to free up some disk
space.

To open ShoeBox from the Home stack:
¢ Click the ShoeBox icon.

Gerﬁng Started

2.5 Opening ShoeBox from the Finder

To open ShoeBox directly from the Finder you can open the HyperCard
folder, then open the ShoeBox folder, then double-click the ShoeBox
icon. If a dialog appears saying the application cannot be found, you
may have moved or renamed the HyperCard lies application. To open
stacks directly, the application name must be “HyperCardliGS” andthe
file must be in the HyperCard folder (it can be dragged to the desktop,
but not moved into another folder).

For a more convenient way to launch ShoeBox, drag the ShoeBox icon
onto the Finder desktop (open the HyperCard folder, openthe ShoeBox
folder,thenthe dragthe ShoeBoxiconontothe desktop). Now,whenever
the Finder is opened, the ShoeBox icon can be double-clicked without
having to open the HyperCard and ShoeBox folders.

Figure 2.1 - Finder icons for HyperCard lics and ShoeBox

Shoebox G HyperCod 6§
o &P  RegulorShock
A Snoeboxtelp

The ExtenStacks cannot be opened directly from the Finder or Home
stack because most ExtenStacks require information passed to them
from ShoeBox in order to function. The Emergency ExtenStack is an
exception—in order to make it more accessible it does not rely on
ShoeBox.
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2.4 Opening ShoeBox from the Home Stack

if you installed HyperCard lles according to the instructions above, a
ShoeBox button is already on the Home card. To start ShoeBox, simply
click the ShoeBox icon.

If HyperCard lles already existed on your hard disk drive (and you
therefore skipped the HyperCard installation steps), you must perform
the following steps to add abutton forShoeBoxtoHyperCardliss’sHome
stack. Note: These steps are important because they also update
HyperCard'’s search paths to include the new ShoeBox folder.
 From the Finder, open HyperCard lics.
¢ When HyperCard is ready and the Home stack s displayed, select
Open File... from the File menu.
« In the open file dialog, open the HyperCard folder (it may already
be opened).
e Scroll through the list of files and open “"ShBx.HomeBtn".
e Whenthe stack is opened, click the button that says “Clickme...".
» The Home stack willreappear, and the ShoeBoxicon buttonwillbe
flashing in the center.
 Drag the icon to position it. When the icon is positioned where you
desire, release the mouse button. After you release the mouse the
ShoeBox icon can be moved by using HyperCard'’s button tool
(refer to the HyperCard Help stack for information about its tool
palette).
Note: Once the ShoeBox icon has been added to the Home stack
you can delete the “ShBx.HomeBtn" stack to free up some disk
space.

To open ShoeBox from the Home stack:
¢ Click the ShoeBox icon.
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2.5 Opening ShoeBox from the Finder

To open ShoeBox directly from the Finder you can open the HyperCard
folder, then open the ShoeBox folder, then double-click the ShoeBox
icon. If a dialog appears saying the application cannot be found, you
may have moved or renamed the HyperCard lies application. To open
stacks directly, the application name must be “HyperCardliGS” and the
file must be inthe HyperCard folder (it can be dragged to the desktop,
but not moved into another folder).

For a more convenient way to launch ShoeBox, drag the ShoeBox icon
onto the Finder desktop (open the HyperCard folder, open the ShoeBox
folder,thenthe dragthe ShoeBoxiconontothe desktop). Now,whenever
the Finder is opened, the ShoeBox icon can be double-clicked without
having to open the HyperCard and ShoeBox folders.

Figure 2.1 - Finder Icons for HyperCard lics and ShoeBox
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The ExtenStacks cannot be opened directly from the Finder or Home
stack because most ExtenStacks require information passed to them
from ShoeBox in order to function. The Emergency ExtenStack is an
exception—in order to make it more accessible it does not rely on
ShoeBox.
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3

HYPERCARD
BASICS

HyperCard lies from Apple Computer, InC. represents the Iatest trend in
sophisticated software: that of “hypemedia.” Originally designed by Bill
Atkinson forthe Macintosh computerwhile at Apple. HyperCard was an
application that defined a completely new way to program and use a
computer. Bill Atkinson described HyperCard as “an authoring tool and
information organizer” (Danny Goodman, The Complete HyperCard
Handbook, Bantam Computer Books, 1988, page xxi). HyperCard llss
brings the same advanced capabilities of the original HyperCard plus
new capabilities unique to the Apple lics.

Just as a clarification—the names HyperCard and HyperCard lies will be
usedsomewhat synonymously inthismanual. HyperCard would normally
mean the specific application written for the Macintosh, but from a
conceptual (and largely operation and capability) standpoint, the two
are nearly identical. Where the nature of HyperCard lies is unique from
that of the Macintosh application, the manualwillreferto HyperCard lies
specifically.

3.1 What is HyperCard?

Asan “authoringtool,” HyperCardis a program with which one canwrite
other programs. it provides tools to create graphics, controls, and a
language allits own, with which very sophisticated applications can be
developed.

As an “information organizer,” HyperCard is a program with which vast
amounts ofinformation can be organized. displayed. searchedthrough,
and otherwise processed.
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One of HyperCard's most distinctive features in this area is its “hyper”
capabilities. In a foreword to Danny Goodman’s The Complete
HyperCard Handbook, John Sculley (Chairman and CEO of Apple
Computer, Inc.) explained what this *hyper” media is:

“In broad terms, hypermedia is the delivery of information in
forms that go beyond traditional list and database report
methods. More specifically, it means that you don’t have to
follow a predetermined organization scheme when searching
forinformation. Instead, you branchinstantly torelated facts. The
information is etemnally cross-referenced, with fact linked to fact,
linked to fact.

"Hypermedia is particularly true to its name when it links facts
across conventional subject boundaries. For example, when
studying chemistry, you may wish to study the life of a chemical
compound’s creator. One hypermedia link would connect that
compoundtothe chemist’s biographical information locatedin
anentirely different reference work. Another link might connect
the chemical compound to a listing of grocery store products
that incomorate the compound, or to long-term heatth studies
on the compound. (With hypemedia) we can focus more on
content, while ignoring the organization.”

This explanation of what hypermedia is is useful in pinpointing what
HyperCard does: HyperCard is a program that organizes information
and allows manipulation of that information in a hypermedia fashion.
Beyond this simple definition of what HyperCard is/does, the balance of
a description would have to describe the interface used in HyperCard
to control a hypermedia environment.

HyperCard Basics

3.2 The HyperCard Interface

The primary terms needed to understand the HyperCard interface are
stacks, cards, graphics, buttons, fields, browsing, and typing.

One of the most common ways to describe HyperCard is that it is like a
collection of index cards on a ring. The computer is used to fiip through
these cards, and when the end is reached, it starts over again. In
HyperCard., this collection of “cards” is referred to as a “stack.”

The “card” is the basic building block where informationis presented. On
the Apple lles,the cardtakesup the space ofthe entire screen. One card
can be displayed at a time, and on the card there may be graphics,
buttons, and text fields.

The "graphics” might be picture data such as drawings of animals, auto
parts, ortechnical diagrams, or it may be artwork used 1o enhance the
card layout such as lines, boxes, logos, or even representational artwork
such as an open book on which text is written.

The “buttons” are objects on which the user clicks with the mouse to
execute commands. Buttons may be standard rectangular buttons,
radio buttons, and checkboxes as used in other Apple lics programs, or
they may be icons that represent a command or function. There may
even be transparent buttons over graphics that let you point and click
on objects to bring about some action.

Typicai actions that buttons may take include simple actions such as
flipping to the next card, or playing a sound, or they may involve more
complex tasks such as performing math calculations, searching, sorting,
and linking to other stacks for related information. Anytime you want to
have HyperCard perform a task, you will usually click a button.
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The text “fields” are areas where editable text can be entered or
displayed, and behave much like what you may be familiar with in a
database-type application. In HyperCard, fields can display different
fonts, but in HyperCard llss they cannot be changed by the user. Fields
may ormay not have borders, and they may only be asingle line orhave
multiple lines. A special fype of field even allows vertical scrolling. like a
typical lles window or list would allow scrolling.

Between the combination of graphics, buttons, and fields, HyperCard
cards can take on an infinite variety of presentation forms.

Stacks, cards, graphics, buttons, and fields are the components of
HyperCard. The terms browsing and fyping are special because they
can be used as both a verb and noun reference.

In fts verb form, browsing describes moving around in the cards and
stacks (browsing is the ability to flip through cards and use any existing
links to other stacks). Typing refers to entering text into fields.

In the noun form, browsing and typing referto a "user level.” A user level
isthelevel of accessthe userhastothe stack, whichdefineswhat the user
can do with the stack. The minimum level a stack can be set to is
browsing, and typing is the next level above it.

Technicdlly, a user level of browsing gives the user the ability to click
buttons, which may result in other actions besides just moving to another
card. When the stack permits only browsing, the user cannot modify the
stackinanyway. Auserlevel oftyping allowsthe userto entertextinfields.
ShoeBox and the ExtenStacks are set to a level of typing. The ShoeBox
HelpBook stack is set to a user level of browsing.

3.3 Using HyperCard

Touse HyperCard lies, you openthe HyperCard lies application from the
Finder (or another program launcher) as you would any other program.
WhenHyperCardllesis opened. it automatically openswhatis calledthe
Home stack. The Home stack serves many pumposes, and cannot be
deleted.

One of the Home stack’s basic functions is to be the home base from
which other stacks are opened. When a stack is opened from Home,
thenclosed,Home is automatically opened again. Inthis respect, Home
is like the Finder.,

Whenyou install HyperCard llecs there will be several sample stacks which
you can open and experiment with. You will note that these stacks are
opened by clicking on buttons. You can also open stacks by selecting
Open Stack... from the File menu.

Not all of the stacks you have may be represented by buttons onHome’s
cards. You can add other stacks to Home'’s cards by using the QuickLink
buttonin the upper right comer. (Note: ShoeBox has a special stack that
will put a special icon button on the Home card, but if you prefer the
generic icon, you can use QuickLink).

For more details about how to use HyperCard lles, open the HyperCard
Help stack, or refer to the HyperCard lless manual (not supplied with
ShoeBox). If you want information about how to program in HyperCard,
youmaywanttogetacopy ofthe HyperCardlics ScriptLanguage Guide
published by Addison Wesley.
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4

SHOEBOX
BASICS

When you first open the ShoeBox stack, you will be presented with the
“Title Card.” This card is the first card of the stack, and functions for
ShoeBox like the Home stack does for HyperCard: the title card is used to
access the various sections within ShoeBox.

The ShoeBox environment consists of three functionally segmented
areas: the record modules found in the Master Menu, the integrated
ExtenStack utilities, and the HelpBook help system. The title card provides
the means to get to these areas with various buttons and menus, as well
as a means to exit and backup the ShoeBox stack.

4.1 Palettes

The “Title Card” screen consists of three palettes and three additional
buttons. Palettes and palette menus are sections of a ShoeBox card
where one or more controls such as lists and buttons are graphically
grouped togetherin acommonzone onthe screen. Generdlly thiszone
will be a white rectangle and may be identified with a black title bar at
the top. as Is the case with those on the title card.

Figure 4.1 - A Sample Palette
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Thethree palettesinShoeBox arelabeled “MasterMenu,” “ExtenStacks,”
and "Seven Hills Software.” The title bars are buttons, and clicking them
willreveal afield to provide information about the palette. Click the field
to close it

Figure 4.2 - The Master Menu Palette
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4.1.1 Master Menu

The "Master Menu” palette Is a menu consisting of eight titled icon
buttons representing the eight record modules within ShoeBox. Clicking
one of the module icons or names will open the first record of that
module, orin some cases it will open a sub-menu where a more defined
selection can be made. Where sub-menus are used, the area in the
master menu palette will be replaced by the sub-menu, but the rest of
the card will remain the same. '

The eight modules are: Income, Expenses, Budget, Valuables, Family,
Vehicles, Insurance, and Custom. To get a short description of the
module, hold down the option key and click the icon or name. A dialog
box will appear with the description. Click the OK button to close the
dialog.

4.1.2 ExtenStack Menu
The “ExtenStackMenu” isapalette menuconsisting of sixiconsrepresenting

thefive pre-installed ExtenStacksin ShoeBoxandthe global Access utility.
Clicking one of the five ExtenStack buttons will open the stack.

Figure 4.3 - The ExtenStack Palette
File 'n’ Find

Emergency

ExtenStack Menu

Access —— & &
/ ER O E
Deskset / / :
Message Center  Commections Home Butfon

So that more than the five ExtenStacks can be linked to ShoeBox, there
is also a pop-up menuinthe leftcomerof the palette marked by the small
stackicon. Thismenu willlist all of the ExtenStacks which have beenlinked
to your copy of ShoeBox.

Addingnamestothe pop-up menucanbe doneinone of twoways: first,
a properly designed ExtenStack should have an Install button that will
automatically installthe name ofthe stackin the menu. Second, youcan
manually edit the menu as needed.

To manually editthe menu, hold the command key down, then click the
menu icon. This brings up the “ExtenStack Menu Editor.” This editor aliows
you to modify the pop-up menu by adding or deleting the names of
stacks. The stacks added to this list do not necessarily have to be
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ExtenStacks specifically for ShoeBox—the pop-up menuis designed so it
can open any stack. Using the menu editor you can provide a quick link
to other frequently used stacks.

When selecting either the *"Add” or "Delete” button from the editor,
follow the directions provided in the subsequent dialogs.

< Note: When you manually add an item to the menu, the name
youtype must be the exact name of the stack’s file name as used
onthe disk. Likewise, when you delete anitem you must enter the
exact name as it appears in the pop-up menu list.

A preliminary note about Access: Atthough it is represented in the
“ExtenStack Menu” palette, the Access utility is actually an internalpart
of ShoeBox. The Access utility is used to define users of the system and their
passwords. These names and passwords are used primarily forthe benefit
of the ExtenStacks to protect private data. Access is also used as an
automated search system to check all ExtenStacks for new information
which may be available to a user (such as a new note in the
Message.Center). See the Access chapter for more detailed information.

As with all buttons, to get a short description of the five ExtenStacks, hold
down the option key and click the icon. A dialog box appears with the
description. Click the OK button to close the didlog.
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4.1.3 Title Palette

The title palette contains information about Seven Hills and the ShoeBox
stack. Click the title bar for contact information about Seven Hills. Click
the ShoeBox name for a summary of the stack status.

Asimulated “Apple” menu for access to your installed desk accessories
is also located in this palette. Just like the ExtenStack menu, the “Apple”
menu has an editor for you to edit the items in the menu. Hold the
command key down, and click the Apple icon.

The “Apple Menu Editor” works the same as the “ExtenStack Menu
Editor.” Select either the “Add” or “Delete” button and follow the
instructions in the dialogs that follow.

¢ Note: When adding anewnametothe menu,the nameyoutype
must be identical to how the menu item appears in the real desk
accessory menu. Use option-2 to type the ™ symbol.

¢ HyperCard Tip: ShoeBox automatically hides the HyperCard lies
application menubar. To toggle the menubar on and off at any
time press command-spacebar.
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4.2 Other Title Card Features

In addition to the palettes, there are three independent buttons: the
“Help” button, the "Home" button, and the “About” button.

While the mouse pointeris over these three buttons, hold the command
key down to see altemate icons with attemate functions. Each button is
described below.

Figure 4.4 - The Title Card Butions and Alternate Icons
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4.2.1 The Help Button

Clicking the “Help” button on the title card will open the ShoeBox
HelpBook stack.

Holding the command key down will reveal an altemate icon, which if
clicked will open the HyperCard liss “Help” stack.

ShoeBox Baslcs

4.2.2 The Home Button

Clicking the "Home" button closes ShoeBox and opens the Home stack.
command-H can also be used.

Holding the command key down while the mouse pointer is over the
button will reveal an alternate icon. If this icon is clicked, HyperCard will
quit to the launching application (commonly the Finder). Command-Q
can also be used.

You may be wondering how to save information you have entered into
ShoeBox because there is no “Save” command as there is with other
Apple lles applications. The information that you enter is saved
automatically as it is entered (HyperCard updates the disk file each time
you change cards).

& HyperCardTip: If you are working on a particular card, and want
to feel comfortable leaving the computer for a few minutes,
advance to the next card, or retum to a menu screen, and your
data will be saved.

4.2.3 The About Button

Clicking the “About” button advances ShoeBox to the “About Card.” In
addition to providing version and author information, the About Card is
used to set the user’s preferences for preloading (see the Preloading
section for details).

Holding the command key down while the mouse pointer is over the
About buttonreveals adisk icon whichis used for making backup copies
of the ShoeBox stack. HyperCard stores the information entered within
the stackfile,and does not maintain separate datafiles as with traditional
programs. So, to back up your data you actually backup the ShoeBox
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stack. Note that the About buttons in all of the ExtenStacks have the
same backup feature built in. Therefore, performing backups of
ExtenStacks is done in the same manner as backing up the main
ShoeBox stack.

When you click the About button with the command key down, a
dialog will appear asking for a confiration to proceed with the
backup. If confired, the stack will first be compacted (a discussion
of compacting follows shortly), then a typical llss “Save cs...” dialog
will be presented. Select the volume where you want the backup to
be made., and edit the filename as you wish, then click the Save
button.

Prior to saving a backup copy of ShoeBox, the stack will be
*compacted.” HyperCard liss does not immediately free the space
of deleted text, deleted cards, or other items from the stack on disk.
As a result, there is a build-up of empty space in the stack that takes
up disk space. HyperCard refers to this empty space as free space.,
andthe amount of thisfree space isshownineachstack’s stack status
field (click the stack name in the About card.)

To remove this free space from the stack, the stack must be
compacted. This willbe done automatically prior to saving a backup
to reduce the stack to its smallest size, but you may want to invoke
compaction once in a while between backups to reduce the size of
the stack on your disk.

Manual compaction can be done in one of two ways. First, there is a
Compact Stack item in the File menu. To gain access to it, press
command-spacebartoshowthe HyperCardllessmenubar. Next, hold
the command key down while selecting the File menu. Then select
the Compact Stack menu item.
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Second, because compacting is done automatically prior to a
backup, and because a backup can be cancelled, you may also
use the Backup button as a way to compact the stacks manually
fromtime to time. To do this, select the Backup button (hold down the
command key and click the About button), allow the stack to be
compacted, then click the Cancel button in the "Save as...” dialog.

4.3 The About Card

The About Card provides general information about ShoeBox, such as
author, copyright,andversionnumber. Additionally it providesinfomation
aboutthe statusofthe stack: how many cards are inthe stack,howmuch
disk space the stackis using, how much of that space canbe freed, and
when the last backup was made (assuming the backup wasmade from
within ShoeBox itself).

Torevealthe stackstatusinformation, click the ShoeBoxiconinthe upper
left comer of the screen. Clicking the version number will reveal the
release date of the version, and clicking the Seven Hills logo will reveal
contactinformation. Note that these features also apply to the ExtenStack
About Cards.

The ShoeBox About Card also provides one other significant feature—
setting the preloading optionsforeachmodule. The next section discusses
this feature in detail.
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4.3.1 Preloading

Onthe ShoeBoxAbout Card are switchesthat set the preloadpreference
for each of the eight record modules. Clicking the button next to the
name of the module changes the button to read either “on” or “off.”

Figure 4.5 - The Preload Switches on the About Card
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As a way to increase the speed to which the first card of any given
moduleisshown,ShoeBoxcan “preload” the card. Inorderfor preloading
to be effective you must set the disk cache to at least 128K. ifyou are not
familiar with either the Control Panel or RAM control panel device, refer
to the Apple llss System Software User’s Guide that c@8me with your
computer or your system software update package.

The tem “preload” is somewhat of a misnomer—here’s what is really
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happening. HyperCardstoresthe cards of astack on yourdisk and brings
them into memory only when needed for display. This reduces the
amount of computer memory required by a stack to operate. Even
though the stack may use several hundred “"K" of disk space, it will not
require that much computer memory. However, accessing the disk is
usually slower than accessing computer memory. When ShoeBox s first
started, there is a delay in getting to the module you want. Though not
along delay, there is a way to make it shorter: use a disk cache created
by the operating system.

A disk cache is a segment of computer memory reserved to store the
latest information to come from the disk drive. The size of the cache is set
by youinthe computer’s graphical control panel. Asdataisioaded from
the disk, itis duplicatedin the cache. if your computerneeds that section
of diskinformation again, it accessesit fromthe cache instead ofthe disk.
Thisspeedsthe accesstimetofrequently used disklocations. inHyperCard
lles, frequently used cards will be cached.

ShoeBox uses thisaache when the stack is first opened to load the first
cards of those modulamvith the preload switch “on.” Asyoudisplay other
cards in a ShoeBox session, these new cards also will be cached.

< ShoeBox Tip: Preloading the modules takes some time, and
ShoeBox will do preloading every time the stack is opened
(including when you close an ExtenStack). To skip preloading.
hold do®nthe commandkeywhenthe ShoeBoxstackis opening.

The preloaded cards may be replaced by other, newer cards as the
cachefills up. Thisiswhere setting a cache largerthan 128K mayimprove
overall performance in ShoeBox (and HyperCard lles in genera.
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< Note: GS/OS (the Apple lles operating system) has been 4.4 The Command Bar
designed such that setting aside a cache does not reduce the
amount of RAM available to applications (such as HyperCard

lles). If you have set aside a large cache, and an application The command baris part of every record in each module, and is used to
needs additional RAM to perform operations, memory from the perform most of the basic functions within ShoeBox.
cache will be re-allocated for standard use. Restoring memory to
the cache is done automatically by GS/OS as free memory is The command bar is where the navigation buttons are found for
available. movement within the modules. It is also where the commands are for
adding and deleting records in additionto the commands forsearching,
On systems with less than 1.75MB of RAM, performance improvements sorting, printing, and making notes. The command bar also contains a
using the cache may not be as noticeable with systems having 2MB or title of the record.
more. You may want to experiment with cache settings to see where
noticeable improvements drop off by adding 64K to the cache foreach Lefttoright, the names of the buttons are: Notes, Add Card, Delete Card,
256K of memory your computer has above 1.75MB. Find, Print, Previous, Return, and Next.

Figure 4.6 - The Command Bar
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4.4.1 Making Notes

The “Notes” button (paperwith push-pin) toggles a scrolling field on and off
that can be used for making free-form notes of any kind for that card.

To view the contents of the field, click the Notes button. To hide the field,
click the button again or hold the command key down and click the
field. If there are notesinthe field, the buttonicon changestodisplay little
lines onthe “paper” of the icon. If the note fieldis empty, the “paper” will
not have the lines.

The contents of this note field canbe also be printed. Holdthe command
key down and clickthe Notes button. A dialog willappear as areminder
to make sure the printer is ready. Click the OK button to print.

The Notesfieldfont may not be editable (version 1.0 of HyperCard lies did
not allow selectable fontsin fields, but future versions may). and the text
will print on the fullwidth of the paper, rather than within an area similar
to the constraints of the size of the note field.

4.4.2 Adding and Deleting Cards

The next two buttons (index card and trash can) are used to add and
delete cards withinthe module sections. When eitheris clicked, a dialog
will appear to ask for confimnation of your choice.

When adding a card, the card will be inserted after the currently visible
card. If you prefer a particular order of cards, you may want to move to
the appropriate location before clicking the add card button.

When deleting a card, move to the card to be deleted before clicking
the delete card button.
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HyperCard'sbuilt-inNew Card and Delete Card menuitems are disabled.
To add and delete cards you must use the buttons in the commandbar.

4.4.3 Searching

When you click the "Find” button (the magnifying glass), a dialog
requests the text to search for. ShoeBox advances to the first place that
the text is found and stops.

if the entry may be in more than one place, use the built-in HyperCard
find command by pressing command-F. A smallwindow appears at the
bottom of the screen with Find "" displayed in it. At the cursor
(between the quotes), type your entry and press return. Each time you
press retum, ShoeBox advances to the next place that text is found.

4.4.4 Printing

ShoeBox offers two kinds of printouts which are directly related to the
printing abilities of HyperCard lics.

Thefirst kind is a simple full-sized printout of the card being displayed. Just
clickthe printericonthen verify that the printeris ready. You canalsotype
command-P.

The second kind is a report. To print a report in ShoeBox, hold the
command key down when clicking the “Print” button. A dialog asks
whether you need to change the template, or are ready to print. Click
the “Print Now" button to use the default template settings. ShoeBox
prints a 50% reduction of the cards, resulting in six cards per page.
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With the default report fomat, ShoeBox prints all of the cards of the
currently selected module. if you are familiar with HyperCard’s built-in
report template editor, you can copy the default ShoeBox template
(which cannot be altered), then customize the report.

<+ Note:Ifyou are using anIimageWriter ll and want to switch ribbons
from black and white to color, turn the printer off, install the new
ribbon, turn the printer on, then click the “Print” button. Follow this
procedure to be sure that HyperCard lies recognizes the proper
ribbon type.

4.4.5 Getting Around and Sorting

Because HyperCard is designed to emulate a stack of index cards,
ShoeBoxis essentially alinear collection of “cards.” Moving around within
this stack of cards is accomplished by several different methods.

The first navigational toolisthe Main Menu palette of the Title Card. Similar
to using tabsin afile of index cards, the main menu lets you avoid having
to flip through several cards to get to the section you want.

Once you are in a section, each card has three buttons to control
navigation. These buttons are referred to as “Prev” (previous), "Retum,”
and “Next.” Advancing one card in either direction is done using the
Prev and Next buttons. Retuming to the Main Menuis done by using the
Return button (looks like a bent arrow).
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The Prev and Next buttons have another feature: holding down the
commandkey when clicking either button reveals an attemate “shuffie”
command. You can use this command to shuffle the position of the card
up or down one position in the module. Use this feature to organize the
cards in the order you want,

< HyperCardTip: In additionto the buttons, HyperCard has another
method for moving around the stack. The following command
key combinations provide the listed functions:
command-1 = go to first card
command-2 = go to prev card
command-3 = go to next card
command-4 = go to last card

4.4.6 Select Type

In some modules the subtitie will be underined, or you will be asked
“Select Type.” In both cases, this subtitle has a pop-up menu with a
number of pre-defined selections.

Use one of the selections, or use the “Other” listing at the bottom, and
enter the name you want to appropriately subtitie the card.
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S

ACCESS

Access Is a utility in ShoeBox that works behind the scenes to integrate
ShoeBox and the ExtenStacks together. It is used to define user names
and passwords, and is used to perform automatic searching throughout
the ShoeBox environment for information needing attention.

It is not required that users enter their names in the Access system to use
ShoeBox, but it is required if they want to make use of some ExtenStacks
that maintain individually private information or have otherwise been
designed for restricted access. Thus Access may be used to keep data
private forasingle person's viewing (such asMessage Centen, ormay be
used to maintain data as private to defined Access users (such as
DeskSet does).

5.1 Entering a Name into Access

Click the “Access” button (looks like a key) in the ExtenStack menu to
open the Access utility. Then click the pop-up menu titled “Users,” and
select "Add User” (ortype control-A). A dialog asks for the name of the
new user. The name does not have to be the person’s real name, but
other users will need to know the name chosen in order for some stacks
to work (for example, Message Center uses this name as the “address”
which users send messages to each other with).

After entering the name to be used, Access asks for a password. The
passwordis entered only once, and the characters are not displayed on
the screen as they are typed, so the password must be entered very
carefully.
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REMEMBER WHAT YOUR PASSWORD ISt

If you forget your password there is ABSOLUTELY NO WAY f{o get at
information that is protected by itl Please don’t call Seven Hills to help,
because there is no way to detemine what the password was, nor is
there any wayto get at the protected data—not eventhe programmer
can get at this information. if you forget your password, you will have to
enteranew name and passwordforyourself, andtell otherpeople touse
the new name. If you ever remember the old password, you can delete
one of the two names.

Figure 5.1 - The Access Utility Screen
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5.2 Deleting a Name from Access

To delete your name, select it from the list of users on the Access utility
card. Then select "Delete User” from the “Users” pop-up menu (or type
control-D). A dialog asks forthe user’s password, then asks to confirm the
action of deleting the name from the system.

Any data kept for that person in an ExtenStack will be deleted the next
time the ExtenStack is opened. Therefore, if the name was deleted in
error, immediately re-entering the exact name and password wil
prevent the loss of data in the ExtenStacks.

5.3 Message Center and DeskSet Updates

With your name added to Access, you can take advantage of the
automated search and summarize capabilities built into the ShoeBox
environment.

'ShoeBox can search the ExtenStacks installed in your computerto see if
there are any that have information needing review. Forexample, there
may be new messages for you in Message Center, or To Do items listed
for the current day in DeskSet.

For these two particular ExtenStacks there are dedicated buttons to
check for updates. Select your name from the users list, and click the
"Messages” or "DeskSet” button. When prompted, enter your password,
and Access will ask the ExtenStack for update information.
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A dialog informs you if there is any information to review. If there is, the
dialog includes a button to give you the choice to go directly to the
appropriate card (yourmessage cardinMessage Center, orthe cardfor
the cumrent date of DeskSet).

5.4 Global Update

The “Global Update” button is used to search for all other possible
connectionstothe ShoeBoxandExtenStack system. Inthe basic ShoeBox
environment,Message Centerand DeskSet are the only ExtenStackstied
to Access. However, asotherExtenStacks are addedtothe environment,
from either Seven Hills or other developers, they would be searched for
update information.

There is one more feature of the global update search. it includes a
search of all Expense records for a flag date match.

When a global update search is completed, a list is shown with a short
description of the information available, and the stack it was found in.
Eachlineis aseparate item, and the line can be clicked to go directly to
the information.

Access

5.5 Flag Dates

Flag dates are part of the Expenses records, but are used in conjunction
with Access as an automatic system for reminding you when to pay
certain bills.

As part of filing out an Expenses record, you can enter a “flag date,”
which is the day of the month you want to be reminded to make the
payment. Clicking the “Flag Date” field in the record layout will open a
dialog asking for the day of the month to be set as the flag date. In
addition, you must clickthe "Alert Flag” checkbox (upper right comer of
therecord). Withthe button checked, the flagging system forthatrecord
istumed on.

When the “"Global Update” buttonis used., it reports all expense records
found with aflag date matching the current date. So. if onthe 4th of the
month you use the “Global Update” button, and you have expense
records with the flag date set to 4, these records will be included in the
list of tems to review that is displayed when the global update search is
complete.
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6

THE SHOEBOX
MODULES

This section provides an overview of each ShoeBox module. Forthe most
part, each module is very similar, primarily providing unique layouts for
data entry. Most of the active features of any given module are
accessed with the command bar (explained in Section 4).

These sections are infended to provide a brief description of what the
module is used for, and the advanced features of the module that are
not part of the command bar function set.

6.1 Income

Whenyou clickthe “Income” button inthe main menu, a sub-menuwith
severalchoicesis presented. Thisis because the income module provides
cards with different layouts for each of the following types of income:
Employers, Social Security, Pensions (Corporate, Public, Military, Union,
401k, Keogh.IRA), Interest, Worker's Comp, Rental, Royatties, Trust Funds,
Alimony, and Child Support.

Each layout provides fields for the name of payer, address, contact
information, amount of income (for the purposes of the budget system
you enter the net amount paid), typical date or schedule of payment,
and other information pertaining to the particular type of income.
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Some cards include aset of radio buttons indicating common payment
schedules such as weekly, biweekly, and monthly. To select one of these
listings, etther click the radio button (the small circle) or the title of the
button. The selection will be used to calculate an actual month’s worth
of income. For example if you were to enter $250.00 in the amount field,
thenclick the weekly radio button, ShoeBox would multiply $250.00times
fourto create a monthly value of $1000.00. This monthly value would be
entered into the budget module if you opt to use the “Post to Budget”
function.

Figure 6.1 - Typical “Schedule” Buttons

e

6.2 Expenses

The expenses module is a single card layout with a pop-up menu of
varying types of expenses used forthe record titie. The types of expenses
included in the menu are: Housing, Utilities, Insurance, Credit Account,
Grocery, Clothing, Medical, Repairs, Dues/Fees, Subscriptions, Vehicle,
Entertainment, Donations, Savings, and Other. If you select "Other,” a
dialog will ask you for the name you want displayed. This allows you to
name the card with any title you need.

Figure 6.2 - The Expenses Module Accessory Palette
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Some cards include a set of radio buttons indicating common payment
schedules such as weekly, biweekly, and monthly. To select one of these
listings. either click the radio button (the small circle) or the title of the
button. The selection will be used to calculate an actual month’s worth
of income. For example if you were to enter $75.00 in the amount field,
then click the weekly radio button, ShoeBox would muttiply $75.00 times
four to create a monthly value of $300.00. This monthly value would be
entered into the budget module if you opt to use the “Post to Budget”
function.

The “Accessory” palette in the upper right comer includes two radio
buttons, and two checkboxes. The two radio buttons are used to
indicate whetherthe expense is a fixed or variable (budgeted) amount.
Neither button has an effect onthe program:; it serves only as a visual cue
to the user.

The “Alert Flag” checkboxis used in conjunction with the Access system
in ShoeBox. Fora detailed description of the alert flag feature, referto the
Access section of the manual.

The “Post to Budget” checkbox instructs ShoeBox to post the amount
entered onthe card into the Budget module (as amonthly amount). For
a more detailed discussion of this feature, refer to the Budget module
section.
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6.3 Budget

The Income, Expenses, and Budget modules are all interconnected to
comprise the “budget system.” The Budget module is used to
automatically total the net balance of the income and expense record
entries, aswell asany manually added entries to help plan anet budget.
Using the Budget module, several cards can be set up to represent
different months or budget scenarios. HyperCard's limitations do not
dllow aflexible cashflow system, butthe budget module informationcan
be exported asan ASClltext file to be readinto yourfavorite spreadsheet
for more flexible manipulation. The exported file uses tabs to separate
columns, and cariage retums to separate lines.

The Income and Expenses modules are connected by means of a “Post
toBudget” buttonthat readsthe value of the *Amount” field, and places
that amount along with a small description (derived automatically from
the record) into the Budget module.

Many ofthe recordsinclude aseries of radiobuttonsthat determine what
the schedule for “amount” is (i.e. weekly, monthly, yeary). Use the radio
buttons to indicate how often the *Amount* value is paid (to you, or by
you as the case may be).

The Budget module is intended to work on a monthly basis, and figures
postedto it through the “Post to Budget” button will be altered to reflect
a monthly amount. For example: weekly entries will multiplied by four,
yearly divided by twelve. See the Income and Expenses sections for
additional details.

The purpose of the “Post to Budget” button is to automate many of the
entries that would be going into the budget module, thus avoiding the
time of reentering the information manually each month. It is not

necessarytouse the button, but ratheraconvenience. Ifthere are entries
that are not property calculated, youmay needto make amanual entry
to get the value you want posted.

To keep flexibility in the budget system, the amounts of all entries can be
edited. To edit any of the existing entriesinthe Budget listing, click the cell
to be edited. A dialog asks for the new information. Editing the values or
descriptions might be done to reflect different scenarios on different
cards.

if edited, the new numberis not reflected onthe originalrecord. Likewise,
if the number is changed on the original record., it is not automatically
changed in the Budget records. It is done this way to maintain the
capability to create scenarios just by editing the default values provided
by the Post to Budget feature.

If you want to alter a “Post to Budget” value., and have the budget
recordsupdated,uncheckthe “Postto Budget” button ofthe appropriate
cardto delete the entry from the budget system, andrecheckittomake
anew entry.

After doing this, it will be necessary to use the “Update” button in the
Budget module toreadinthe new values. Use this feature carefully. Using
the “Update” button causes all manual entries 1o be deleted, and will
give youthe choice to erase all entries or show the postsfromthe Income
and Expenses modules. If there are several manual entries, it may be
easier to manually edit the value on each Budget card for the time
being.

To manually add entries, click the “Add Line” button in the Budget
module or type control-A. A series of dialogs asks for an amount and
description, and to identify the entry as income or expense. The entry is
addedto the end of the list, and the balance is automatically updated.
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6.4 Valuables

The Valuables module is asingle card layout that has a pop-up menuto
select from several descriptions for card titles. The selections included in
the menu are: Antiques, Art, Books, China, Clothing, Collections,
Electronics, Fumiture, Jewelry, Musical Insts., Recreational Equip, Silver,
and Other. Selecting “Other” presents a dialog asks for a title, which
allows you to name the card whatever you like.

The fields provided allow you to enter a description, the amount and
date of the purchase, identifying model and serial numbers, wamranty
status and history, as well as appraisal information.

Use this module to keep track of serial numbers and values of objects
withinyourhome. Ithas beenshownthat chancesforrecovery fromtheft
are much greater if the serial numbers of items are available. Obviously
the computer is susceptible to the same misfortunes as your other
valuables (theft or damage from natural disaster), so you may want to
have a printout or copy of ShoeBox kept in a place outside your home
(e.g.. a safe deposit box or a fiend's or relative’s home).

6.5 Family

The Family module opens to a sub-menu that lists the members entered
into the system, some housekeeping command buttons, and the four
categoriesofinformation: General, Medical, Education,and Vital Statistics.

To add a family member, click the Add button at the bottom of the
palette, and enterthe name when prompted. The name may be edited
at any time by clicking the name, then clicking the “Edit” button. The
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same procedure is usedto delete the name. The namesin the list may be
sorted by clicking the “Sort” button, then clicking the A-Z, or Z-A button.

Afteraname hasbeenadded.youmay open one of the fourinformation
categories. To do this, select a name from the list then click either the
button or title of the category wanted. Once you have opened one of
the four information categories, you can use the buttons at the bottom
of the screen to switch between them.

Each category has self expianatory fields for entering information. The
one feature that may not be apparent is in the Education section—the
field titles with red borders have dual purposes. These are the fields forthe
school names and mgjor. Clicking the school field toggles a small field to
be showwhere you can enterthe address of the school. Clicking the field
title again hides the addressfield. Clicking the “Mdjor:” fieldtitle altersthe
field and title to show a field for entering the GPA achieved while at the
school. The “Special:” field might be used to list continuing education
courses completed and certificates/degrees awarded.

6.6 Vehicles

The Vehicles module provides a way to record general information and
service history about your cars, boats, or other vehicles. A pop-up menu
in the command bar is used to toggle between a general and service
information layout.

The “General” section is where you would place information about the
make of your vehicle, who your insurance and loan is with, and other
miscellaneous information. The “Servicing” section provides space to
recordthe dealer andtypicalservice station you use, and ascrolling field
to record a service history.
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6.7 Insurance

The Insurance module provides aplace torecord vitalinformation about
insurance policies, and information relating to claims. A pop-up menuin
the card title is used to identify what the policy type is, and selecting
“Other” allows you to enter your own title. The fields should be self
explanatory.

6.8 Custom

The Custom module is provided so you can define the field titles of
miscellaneous records for whatever purmpose you may need. The card
layout itself is fixed, but provides a variety of field sizes and types for
flexibility. Not all fields have to be used, and you can select any of the
ones on the screen to use.

Using the Custom module requires only that you click the field title you
want to use. Thisreveals a dialog that asks for the title name. You can edit
the name at any time, just by clicking the title field again.

Titles for each new card added to the module may be different. When
the "Add Card” button is clicked, the titles from the record currently
visible are automatically copied, but they may be changed by clicking
the title fields to revedl the dialog.
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6.9 The ExtenStacks

The ExtenStacks bundied with the ShoeBox stack have beenwritten and
integrated to show the variety of applications that ExtenStacks may
have, and to show that through ExtenStacks the value and usefulness of
ShoeBox will continue to grow.

ExtenStacksmay be developed by SevenHills, othersoftware developers,
orcan evenbe developed by you! If you are familiarwith HyperCard lies,
andhave experimented withthe authoringtools, orintendto learn, then
you have the ability to write ExtenStacks. You may even be able to sell
your ExtenStack as shareware, or as a commercial product through a
software publisher, such as Seven Hills, if the stack has broad audience
application.

EachExtenStack provided withthe ShoeBoxstackhas awrittendescription
and instructions built into the stack. To view the on-line help, click the
diamond bordered question mark within the ExtenStack.

AllExtenStacks are intended tofollow asimilarinterface, andmany of the
commonfeaturesyousee inthese stacks willbe commonto otherstacks.
This is done to make it easier to understand and leam new stacks asthey
become available. To promote the interface standards, a developer’s
kit is available to explain what has to be done for a stack to be a true
ExtenStack, and includes all of the necessary routines ready for use.

Contact Seven Hills Software for information about obtaining the
ExtenStack Developer’s Kit.
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6.10 Closing Reminders

Twofeatures nottoforget: The general “"Notes” field, andthe option-click
help system.

If any layout does not provide a field for some information you want to
store, use the “"Notes” button. The "Notes” field is separate foreach card,
and each field can hold up to 30,000 characters, so there is plenty of
room for extra information. (Technically, any field in HyperCard lies can
hold 30,000 characters, so any of the scrolling fields in the layouts also
have plenty of room 1o store information).

If you forget what the purpose of a button is, hold the option key down
and click on it for instant help.

The majority of this manualis replicated in the on-line ShoeBox HelpBook.
After having read this manual, referring to the on-line help may be more
convenient than using this manual.

Thank youfor your purchase of ShoeBox, and we hope you willrealize the
great benefit from it that is possible. We believe ShoeBox is very well
designed and that the majority of the program Is self-explanatory. If you
experience any difficulties that the manual or on-line help doesn‘t
explain, please contact Seven Hills Software. As always, we welcome
comments about any of our products.

For orders and product information call: Contact us electronically for fastest
(904) 575-0566 from 9 a.m.to 5 p.m. ET written communication:
Monday-Friday America Online, Applelink,
GEnle: SevenHills
For technical questions about CompuServe: 75300,1743
a specific product call: FAX: (904) 575-2015
(904) 576-9415 from 11 a.m. to § p.m. ET
Monday-Friday And the “old-fashioned” way:

Seven Hills Software
2310 Oxford Road
Tallahassee, FL 32304-3930




