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Ecco Professional is a very capable application for managing time and tasks.  With the ability to create a virtually unlimited number of types of dates, and to choose where and how those dates will be displayed, Ecco Professional provides a powerful environment for a busy professional to manage tasks, deadlines, and follow-ups.





A key essential of time management is the ability to track related dates.  Ecco provides features for creating and managing related dates.  However, while those capabilities are powerful, there are some limitations:





•	Each related date is created as a separate item.  It is therefore necessary to


	explicitly request to see all of a group of related dates, in order to know that they 


	are related.





•	Since each related date is a separate item, subitems of one date are not subitems of 


	related dates unless you choose to explicitly search for related dates.





•	Each related date does not carry with it the folder assignments of other related dates.  


	Therefore, as you view a folder's items in a notepad view, the related dates will not 


	be visible.





•	It is only possible to select related dates for items appearing as appointments or 


	ticklers in the calendar view.  It is not possible to choose related dates for items 


	while in a notepad view.





•	Related dates are created in the same date folder.  This makes it impossible to 


	distinguish between related dates that are of different types (e.g. trial date; pleadings 


	due; follow-up), with each different type of related date able to be viewed separately 


	(e.g. all trial dates shown in a single folder view).





•	Since related dates are created in the same date folder, as separate items, it is 


	impossible to use a Gantt chart within Ecco to illustrate related dates.





•	Since related dates are created in the same date folder, it is impossible to filter a view 


	or set advance warning so that different filtering criteria, or different amounts of 


	advance warning, are applied to different types of related dates.





•	Related dates must be individually chosen for each item.  There is no capability for 


	automatically calculating and setting multiple related dates for a single item, a single 


	related date for multiple items, or multiple related dates for multiple items.





•	While multiple related dates can be moved as a group, if the relationship of the dates 


	changes (e.g. 20-day followup instead of 30-day followup), there is no provision for 


	automatically adjusting the date relationships.





•	Related dates can only be specified in terms of days (including or excluding business 


	days).  It is not possible to define related dates that are specified in terms of a number 


	of months or years.





TIMELINE overcomes these limitations by allowing the automatic creation of related dates, for one or many items (as many as 1,000 at once), in any date folder chosen by the user.  This offers the following features:





•	All related dates are assigned to the same item.  This means that each item's folder 


	assignments and outline notes will be visible with respect to each related date.





•	All (or some) related dates for any item can be visible within any Ecco view.  It is 


	not necessary to explicitly request to see all related dates (which copies the items to 


	the "search results" window).  By using TIMELINE, you can add folder columns for 


	all (or any types of) related dates to notepads, or view all date assignments for ANY 


	item in ANY view by choosing "Item | View Item Info."





•	Different related dates are stored in different date folders.  This makes it possible to 


	assign different default criteria (e.g. different tickler options) to different types of 


	related dates.  For example, you might want 10 days' advance notice of a pleading 


	deadline, but only 2 days' advance notice of a due date for a client report, and no 


	advance notice for a follow-up.  This is possible with TIMELINE.





•	Likewise, it is possible to establish different filter criteria for different types of 


	dates within a notepad. 





•	Related dates for a single item can be displayed in Gantt chart form within Ecco.





•	Related dates can be added from any Ecco view, including notepads (even the 


	PhoneBook!), not just from the calendar appointment and tickler section.





•	A template can be created to predefine the relationship of a group of dates, and this 


	template can be used to automatically define related dates for one, two, or up to a 


	thousand items at once.





•	The relationship of related dates can be specified in terms of months and years, not 


	just days.





•	If the relationship between a group of dates changes, it is not necessary to 


	individually find and adjust every related date that needs to be adjusted.  Just modify 


	the TIMELINE template, select the items to be modified, and run TIMELINE.





USING TIMELINE





The first step in using TIMELINE is to use Ecco to create the related date folders.  Ecco, by default, creates several predefined types of dates – start date, to-do's, due, done, appointments, phone/time log, and expense date.  You can create additional date folders for different types of dates: pleadings due; discovery deadline; trial date; client report; tax return due; filings due; inspections due; follow-up; expiration dates – whatever your use demands.  For each folder you create, you can choose whether or not to display that folder in the tickler section, and how much advance warning to give.  You can also choose which folders to display in which notepad views, either as a notepad folder or as a column.





Once you've done this, the next step is to create a TIMELINE template.  To do this, simply run TIMELINE.  This will open a window like the following:


 


�





First, enter the name of the timeline in the first field (shown in blue).  This will be used later to identify the timeline.  You can create any number of named timelines.





Second, choose the "anchor" folder.  This is the date that is manually entered in Ecco.  TIMELINE automatically calculates the related dates.  In the above example, the "anchor" date is "Filed."





It's easy to add a folder.  Just click on any of the folder fields (the leftmost column) and press the "Folder" button.  This will pop up a list of all the date folders in the currently-active Ecco file.  Just select a folder and press OK.  The name of the folder will be added to the TIMELINE window.





For each related folder that you choose to add, you must then specify the date relationship, using any combination of years, months and days.  Just click on (or Tab to) the desired field and enter the number of years, months or days.  Use a minus sign to specify dates BEFORE the anchor date (useful for defining intermediate due dates, where the anchor date is a project deadline).  Use a plus sign (or no sign) to specify dates AFTER the anchor date (useful for deadlines that are triggered by the anchor date, or for specifying follow-up dates).  Note that you can use any combination of years, months and dates.  For example, you could specify a year and a day by putting a "1" in both the year and day columns.





You can choose whether to have TIMELINE include weekdays only (Monday-Friday), or to include all days.  Just click on the "M/F?" column.  This will toggle between "Yes" (limit the calculated date to a weekday) or "No" (a calculated date could fall on a Saturday or Sunday).





Please note that TIMELINE uses the following rules when resolving dates:





•	If a date AFTER the anchor date would fall on a weekend and "M/F?" is "Yes," 


	TIMELINE will choose the following Monday.





•	If a date BEFORE the anchor date would fall on a weekend and "M/F?" is "Yes," 


	TIMELINE will choose the preceding Friday.





•	If a time relationship is specified in months and the calculated date would fall on a 


	date later than the last day of the month (e.g. February 30th), TIMELINE will 


	choose the last day of the month.  For example, one month after January 31st would 


	be February 28th (or February 29th in a leap year – TIMELINE recognizes leap 


	years).





Once the TIMELINE template is completed, just press SAVE to save the timeline.  Timelines are stored in TIMELINE.INI (16 bit/Windows 3.1 version) or in the Registry (32 bit/Windows 95 version).





To edit a timeline that has already been created, just run TIMELINE followed by the name of the template.  For example, to edit the template created above, just run "TIMELINE Litigation."  (You'll need to specify the path if TIMELINE.EXE isn't in the current directory.)





USING TIMELINE TO SET RELATED DATES





Once the timeline template has been created, the next step is to choose an item (or a group of items) having an "anchor" date, and then run TIMELINE.  TIMELINE should be followed by "/e" and the name of the timeline; e.g. "TIMELINE /e Litigation."  The "/e" tells TIMELINE to process the selected items using the timeline specified.  If you omit "/e" TIMELINE will let you edit the timeline.





As TIMELINE sets related dates for each item, it will display its progress in a window, showing, for each selected item, the name of the item, the anchor date, and each related date that is set:





�





REGISTERING TIMELINE





TIMELINE is part of TimePieces for Ecco Professional – a set of utilities especially designed to make manipulating dates and times in Ecco Professional easy.  TimePieces for Ecco Professional includes the following other useful tools:





ADDITEM – Use to quickly add an item to the Ecco "Due Dates" folder (and, if desired, assign the item to any chosen folder).





DONEITEM – Use to quickly add an item to the Ecco "Done" folder (and, if desired, assign the item to any chosen folder).





DIARY – Use to set a follow-up date at a preset interval in the future, or to create a reminder (and, if desired, assign the reminder to any chosen folder).





ADDEVENT – Use to quickly add an item to the Ecco "Appointments" folder (and, if desired, assign the item to any chosen folder).





STOPWATCH – Use to record a starting date and time, an ending date and time, and to calculate, display and save the number of hours/minutes.





BENEFITS OF REGISTRATION





The shareware version of TIMELINE is limited to processing up to two related dates for up to two items.  It also includes a registration reminder and delay.  The registered version will process up to ten related dates for up to 1,000 items.





Registration is $19.95.  Send your check to:


	Walter E. Heindl


	271 Misty Patch Road


	Coatesville, PA 19320





You will receive a registration password which will unlock the registered features of TIMELINE and the other TimePieces utilities.  Registration includes free upgrades: the latest version can always be found at our web site:


	http://www.voicenet.com/~wheindl/timepieces.htm





For technical support, comments, suggestions and bug reports, send e-mail to:





	Walter E. Heindl <usk77ueb@ibmmail.com>





YOU MAY ALSO REGISTER TIMEPIECES USING COMPUSERVE'S SOFTWARE REGISTRATION SERVICE.  Type GO SWREG.  Registration number is 13372.





Ecco Professional is a registered trademark of NetManage, Inc.





