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Overview  

 
Schematic View  

 
The Continuity client  consists of one application made up of several modules that 
each provides different functionality to the user.  
 
Each client module exchanges data with a corresponding server service. The 
corresponding service then communicates with the MySQL database  that stores and 
retrieves all critical information.  
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Server: Server Console   
 

Overview  
 

The Server Console is the application that the administrator uses on the server side 
to configure and manage Continuity.  
 
To open  the Continuity Server Console, click the desktop icon called Continuity 
Server Console: 
 

 
 
Alternatively, open it thru the Start menu:  
 

 
 
To exit  the console, open the console-menu and choose Exit or use the keyboard 
shortcut keys Alt+F4. 
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Services  
 

This console that then opens lists the Continuity services: Main; Project; Repository; 
Messenger; Upgrade - alongside with their port number and their status. If a 
service is displayed in gray font, this means that it is not installed or that it has 
been disabled. 

 

 
 
Thru the server console the enabled services can be started and stopped. 
 

To start one/multiple services, select them in the list and hit the start icon:  or 
right-click and select Start  from the menu that pops up and  their status will change 
to óRUNNINGô. To start all services, this menu also gives you the option to Start 
All . 
 

To stop one/multiple services, select them in the list and hit the stop icon:  or 
right-click and select Stop  from the menu that pops up and their status will change 
to óSTOPPEDô. To start all services, this menu also gives you the option to Stop  All . 
 

To restart one/multiple services, select them in the list and hit the restart ico n:  
or right -click and select Restart  from the menu that pops up. To start all services, 
this menu also gives you the option to Restart All . 
  

To reload the service list, simply hit the reload icon:  or right -click and select 
Reload  in the menu that pops  up. 
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Console -Menu  
 

Send Messages  
 

From here you can send an instant message to all connected clients, which is useful 
for example when you need to stop the Continuity server for a reboot or other 
maintenance. 
 
Simply type your message in the window that appears, and click óSendô. 
 
If this happens frequently, you can save a message as a template before sending it 
so that you do not need to rewrite it every time. Simply type your message in the 
same window and click óSaveô. The message will then be listed among other 
possible templates in the template drop down box.  
 

 
 
The resulting message instantly displayed on all connected clients looks like this: 
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Connections  
 

This displays all active client connections per service. Use the tabs at the bottom to 
view the different services: Main; Project; Repository; Messenger; Upgrade. 
 

 
 

To change the update speed, go to the View-menu and choose Update Speed . 
Then select óHigh ï 2 secô, óNormal ï 5 secô, óLow ï 10 secô or óPausedô. Default is 
Normal. To refresh immediately manually, go to the View -menu and choose 
Refresh Now . 
 
To exit, open the File-menu and choose Exit . 
 

Database Pool  
 

This displays active database connections per service. Use the tabs at the bottom to 
view the different services: Main; Project; Repository; Messenger. 
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To change the update speed, go to the View-menu and choose Update Speed . 
Then select óHigh ï 2 secô, óNormal ï 5 secô, óLow ï 10 secô or óPausedô. Default is 
Normal. To refresh immediately manually, go to the View -menu and choose 
Refresh Now . 

 
To exit, open the File-menu and choose Exit . 
 

Logs  
 

This is where server logs can be accessed. To open the log directory, go to the 
Logs-menu and choose Log Directory. From here you can access logs by date. To 
access logs from todayôs date directly, simply choose Main Service Log; Project 
Service Log; Repository Service Log; Messenger Service Log; Upgrade Service Log; 
Console Log. 
 
To open the log directory for conversations/messages, go to the Logs-menu and 
choose Conversation Log Directory. 
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Settings -Menu  
 

User Accounts  
 

This is where user accounts are managed. 
 

 
 

Users 
 

To add a new user, click the new user icon:  or right -click and choose Add 
User  in the menu that pops up.  Then enter the desired ID for the new user in the 
window that pops up:  
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Your new user will be listed in the user list to the left and the tabs whe re the user 
can be configured are displayed. In this example the user óAdministratorô has been 
added.  
 
To delete a user, select it in the user list  ï accessed by clicking the discipline this 

user belongs to in the left -hand side field ï and click the delete user icon:  or 
right-click and choose Delete User  in the menu that pops up.  
 
To modify the properties of an existing user, select the user in the user list ï 
accessed by clicking the discipline this user belongs to in the left-hand side field ï  

and click the modify user icon:   or right -click and choose Modify User  in the 
menu that pops up.    
 
To reload the user list, right -click in the list and select Reload  from the menu that 
appears. 
 

 
 
General: Under this tab, the (display) name can be changed in the Name  field 
and a password can be set by entering it in the PW field and in the Retype PW. 
By ticking the check-boxes under Role , high-level privileges can be given to this 
user. Administrator has automatically full access to everything when logging on 
to the Continuity client. Coordinator has the ability to assign containers to other 
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users. Coordinate Own means that the user can freely change status icons of 
containers assigned to themselves and they can freely rearrange their assigned 
containers in the Coordinate View.  
 
Optional information can be entered into the fields at the bottom: E-mail , 
Telephone number (Tel ), Mobile  and Address . Defining a userôs Birthday  is 
done either by entering the desired date directly in the field, or by bringing up 
the true Calendar and picking a date. The userôs Gender  can also be defined 
by selecting Male or Female. 
 
The details are automatically saved when you close the window or switch from 
this view, but if y ou wish to save changed immediately while staying in this 
view ï simply click the óSave Nowô button at the top left.  

 
Keys: Not yet available in this version of the manual.  

 
Favourites: Not yet available in this version of the manual.  

 
Communication: Not yet available in this version of the manual.  

 
Coordinate: For users where the Administrator or Coordinator roles have been 
granted (under the óGeneralô tab), this fifth tab ï Coordinate ï appears. As 
administrators and coordinators both can assign a coordinator to a container, this 
is where you set up the list of users that they get to choose from for this 
assignment. All coordinators will be listed, simply check the tick -boxes of the 
users that you would like to be listed for the user when picking a coordi nator. 
 
The details are automatically saved when you close the window or switch from 
this view, but if you wish to save changed immediately while staying in this 
view ï simply click the óSaveô button at the top left.  
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Disciplines 
 

Disciplines is a good way of organizing the users into groups if you do not want to 
keep all users in the root discipline. This tree structure is used on the client side 
when a user wants to add another user to their list of contacts for Continuityôs 
instant messenger and when a user selects among users to set up container and 
repository permissions. To move  a user  from one discipline to another, simply 
select the user, then drag and drop it into the destination discipline.  
 
To add a discipline, click the add discipline icon:  or right -click and choose Add 
Discipline  in the menu that appears. A new window will appear where it lets you 
name your new discipline. Click óOKô to confirm. 
 
To modify a discipline, select it and click the modify discipline icon:  or right -
click and choose Modify Discipline  in the menu that appears. A new window will 
appear where it lets you rename the discipline. Click óOKô to confirm your new 
name. 
 
To delete a discipline, select it and click the delete discipline icon:  or right -click 
and choose Delete Discipline  in the menu that appears.  

 
Permission Groups 

 
The groups organized here can be used when setting up permissions for more 
than one user on the client side.  To add a user to a permission group, simply 
select the user in the user lust and drag and drop into the destination permission 
group. 
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Servers  
 
This is where you define host name  and port  for your Continuity Servers.  
 
When you wish to change the port f or a service altogether, this is a two -step 
process because of Continuityôs load balancing feature ï placing its services on 
physically separate servers. First, change the serviceôs port in the Options dialogue 
box also accessible thru the Settings-menu. As the second step ï to also apply the 
new port of your service to your associated server ï do this in this Servers menu. 
 
For the 'Continuity Main' service ï the connection point for all the clients ï enter 
your machine's hostname/IP address and the port number as defined in the Options 
dialogue box and click 'Update'... 
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Repeat the same steps for the remaining servers: 'Continuity Project'; 'Continuity 
Repository'; 'Continuity Messenger'; 'Continuity Upgrade'... 
 

 
 
Then click óCloseô. 
 
If youôve changed a port number and it is not displayed in the Server Consoles 
server list, then exit the Server Console and open it again; this is because there is a 
know n bug  where the new port is not displayed until the nex t time the Server 
Console is opened.   
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Cont act Request  
 
This is where communication contact requests are displayed; when a user requests 
to add another user to their contact list for Continuityôs instant messenger.  
 
To approve  a contact request, simply check the tick-box next to this request in the 
list and click the óApproveô button. To deny  a contact request, keep the tick-box 
unchecked and then click the óApproveô button.  
 
To reload the list to see any new requests, click the óReloadô button. To close the 
window, press óCancelô. 
 

 
 
Upgrade  
 

This is for the Upgrade Serviceôs automatic distribution of new versions, which is 
disabled in the currently released versions of Continuity. 

 
Project Container Types  
 

This is where container types are created and modified. Types is a good way of 
categorizing different containers, and are also used in formulas to make container 
related calculations under the clientôs formula tab. 
 
Field Groups 
 

Not yet available in this version of the  manual. 
 
Project Container Types 
 

Not yet available in this version of the manual.  
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Global Formulas 
 

Not yet available in this version of the manual.  
 
Public Favourites Preset  
 

To simplify the set-up of public favourites for each user, the administrator  can here 
define presets that then can be applied to each user under their Favourites tab in 
the User Accounts window. 
 
Add New (Preset) 
 

To create a preset , right -click in the left -hand side Presets field and choose Add 
New... in the menu that appears. Give your preset a name in the window that 
appears: 
 

 
 
Then click óOKô and your preset will be listed in the Presets field. 

 
Add Group  

 
To then set up favourites  for this preset, you first need to create a group. To 
do so, right-click in the Favourites field to the right and select Add Group. 

 
A window appears. 
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Give the group a name. Choose óOKô and the groupôs name appears under 
Favourites. 
 

Add Favourite 
 

Now right-click in the Favourites field again and select Add Favourite and a 
window will let you name the favourite. Into the address field type or paste the 
address of a container or repository directory location in Continuity.  
 

 
 
I f your favourite is a container in the tree, this window will also let you choose to 
be ñnotified of changes within seven daysò. Select this if you want to track 
changes made to this container. Then another box will ask you if you want to be 
notified of sub-containers any changes over the last seven days - if you do then 
tick this as well.  

 
Once you click OK, the new favourite will appear under Favourites.  

 
Save/Load Public Preset To/From File 
 

To simplify the set-up further, when setting up more than one public preset (with 
different favourite presets for different departments for example) - you can save 
and load presets to/ from a fav-file. 
 
Simply right-click in the Favourites field and select óSave Public Preset To File ô, 
give it a name and save it to your desired location in the window that appears.  
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To load your saved preset when setting up another preset, simply right -click in the 
Favourites field and select óLoad Public Preset From File ô, and browse for the 
desired saved preset. 
 
This way it is very easy to make slight variations of public favourite presets for 
different departments in your organization depending on who you want to access 
what from their Lobby. 

 
Modify (Preset) 

 
If you want to make changes to a preset in Favourites - select it in the left-hand 
side field called Presets, right -click and choose Modify. A window will appear 
where you can change the name of it. Press óOKô to confirm the new name. 
 

Delete (Preset) 
 

If you no longer wish to keep a particular preset, select it in the left-hand side 
field called Presets, right -click and select Delete. 
 
This window will appear. Choose óYesô and the preset will be removed from this 
list. 

 

 
 
Modify Favourite 

 
If you want to make any changes to a link in Favourites - select it in the right-
hand side field called Favourites, right -click and choose Modify Favourite. 
 
A window will appear where you can change the name of the link and the 
selection for notification criteria.  

 
If you check the tick -box 'Notice changes within 7 days', a notification will appear 
on the Lobby when changes have been made to this container. 
 
If you check the tick -box 'Notice sub container's any changes within 7 days', a 
notification will appear on the Lobby when changes has been made to this 
container or its sub-containers. 
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When you are happy with your changes hit óOKô. 
 

Delete Favourites 
 

If you no longer wish to keep a particular favourite, select/multiselect it/them  in 
the right-hand side field called Favourites, right -click and select Delete 
Favourites. 
 
This window will appear. Choose óYesô and the favourite(s) will be removed from 
this preset. 

 

 
 
Modify Group 

 
If you want to make changes to a group in Favourites - select it in the right-hand 
side field called Favourites, right -click and choose Modify Group. A window will 
appear where you can change the name of it. Press óOKô to confirm the new 
name. 

 
Delete Group 

 
If you no longer wish to keep a particular group, select/multiselect it/them  in the 
right-hand side field called Favourites, right -click and select Delete Group. 
 
This window will appear. Choose óYesô and the group(s) will be removed from this 
preset. 
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Reload 
 

To reload the list of presets, right -click in the left -hand side Preset s field and 
select Reload from the menu that appears.  
 
To reload the public favourites of a preset, right -click in the right -hand side 
Favourites  field and select Reload from the menu that appears.  

 
Import Project Containers  
 

This server feature is very useful for an organization with an existing file structur e 
of their work data that starts using Continuity projects to organize and track their 
projects. This lets you convert your existing directories and files and import them as 
project containers. Automatically it creates a Continuity project for you based on 
your current structure. Directories become containers and files become log 
attachments. 
 
To use it, make sure the project service is stopped first then follow the steps thru 
this dialogue box. 
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Options  
 

General 
 

 
 

In the top part of this dialogue, Services , you can completely disable or enable 
the different services: Main; Project; Repository; Messenger; Upgrade - and select 
a different port for them .  
When you wish to change the port for a service, this is a two-step process 
because of Continuityôs load balancing. First, change the serviceôs port in this 
Options dialogue box. When you click OK, you will be asked to restart that service. 
When restarted please exit the Server Console and open it again; this is because 
there is a know n bug  where the new port is not displayed until the next time the 
Server Console is opened. As the second step ï to also apply the new port of your 
service to your associated server ï do this in the Servers dialogue box also 
accessible thru the Settings-menu. 
 
You can here also, under Path , select a location for storing various data. Logs  
stores logs; data  is the path where all data of Continuity is stored (log 
attachments, repository files, etc) and temp  is where temporary files are 
received. For best performance, select the same hard drive for the data location 
and the temp location.   
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Database 
 

 
 

These are the settings for the database . I t lets you enter the name of the server, 
the name of the database, the user name and the related password. 
 
You can here also change the pool size  of the four services that interact with the 
database: Main; Project; Repository; Messenger. 
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Due Date Notification 
 

 
 
From here you can manage notifications for assigned containers that are close to 
their due date in the Gantt chart on the client side.  
 
Enable the Gantt chart types  for which you wish notifications to be displayed by 
ticking the adjacent check-box: Period, Point and/or Period Block. When enabled, 
a pink pop up notification will appear on client logon to inform the user how many 
of their active containers - tasks - are close to their due date.  For each type you 
can here define how many days before  the due date  that you want such a 
notification to appear. Enter the desired amount of days or use the up/down 
pointing arrows to increase/decrease amount of days. 
 
In the text field to the bottom you can also rewrite the default notification 
message . ó${count}ô can be used in your message, and will be replaced by the 
count of containers that are close to their due date ï like ó99ô has replaced the 
ó${count}ô in the screenshot above.  
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Messenger 
 

 
 
If the first tick -box under Adding New Contact Request  óApprove Adding New 
Contact Request by Administratorô is ticked, the addition of each contact needs to 
be approved on the server side so that the administrator can control who talks to 
whom within the serverôs users.  
 
If also the second tick-box óDisplay Alerts to Administrator for Adding New Contact 
Requestô is checked, each administrator will be notified thru a notification pop -up 
on the client side when there is a new contact request so that they can log on to 
the server and approve or deny it.  
 
You can here also, under Conversation Log , select a location for storing chat 
logs for all users ï or disable this option.  
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Help -Menu  
 
If you select About  in this menu, the following information window appears:  

 

 
 

It is useful to find out not only th e Version  but also the Build  of your current 
Continuity server.  
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Client: A First Glimpse   
 

The Main View of Continuity  
 

This is the main view of Continuity featuring: the Lobby ; the Tree Window  and 
the Viewer Window . 

 

 
 

Navigating Within Continuity  
 

Address Bar  
 

At the very top of all windows is the address bar - which shows where you are. 
 

 
 

Anytime you see a path that begins with 'ccn :\ ', this refers to a specific container 
- a view or place in Continuity. The paths beginning 'crp :\ ', this refers to  a 
location in Continuityôs repository. Simply copy/paste, or write the name of the 
path where you wish to go in any of the  address bars. It will then take you there - 
similar to a web-browser.  
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Viewer Window  Tabs  
 

At the bottom left of the Viewer Window  you will see that there is a single tab 
which gives the name of the project you are currently 'in'  when in the Project 
View, 'C' for Coordinate View and 'S' for Search View when in these views. 

 

 
 

You can have more than one view and several projects open at one time. 
 

Opening Projects ( Lobby )  
 

To the left of the Address Bar in the Tree Window and Viewer Window is the 

Lobby icon: . Click this to bring up the Lobby. Alternatively, right -click on a 
Viewer Window tab and select ñShow Mainò in the menu or ñShowò in this right-
click menu on the taskbar to bring up the Lobby. 

  

     
 

Once there, double-click a link in your Favourites section (or alternatively in the 
Projects section if youôre an administrator). Alternatively, select the link and right -
click and choose óOpenô from the menu that appears.  
 
You will be taken to the Tree Window and Viewer Window for that location - and 
at the bottom of the screen another gra y tab with that project's name will appear.  
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The tab highlighted in gray shows the project you are currently working in.  
If you wish t o have another tab open of a project that you already opened in a 
tab, select the projectôs link in your Favourites section and right-click. Choose 
óOpen i n New Tab ô from the menu that appears and a second tab of this project 
will appear. 
 

Switching Betwee n Views  
 

To switch from the current  view to another open view, either click on the t ab for 
that view or press the 'Alt'-key, and simultaneously the number (1, 2, 3 etc) of the 
tab you also wish to view.  

 

 
 

Closing an Open View  
 

To close an open view, either right-click on the gray tab and from the appearing 
menu select 'Close' or 'Close All' to close all opened views or click the 'x' at the top 
right of the Viewer Window for that view. 
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Continuity Editor  
 

To open the Continuity Editor, click the desktop icon called Continuity Editor: 
 

 
 
This is a text and image editor that can be used offline. The Continuity Editor 
makes any further word processing programs unnecessary. Its use is covered in the 
Logs chapter, with the exception of the top part, which only works online.  

 

 
 

There is an additional icon:  in the top left corner which brings up the Lobby  of 
Continuity. This is handy for logging on to Continuity to post a document that 
youôve written working offline. It comes with its own file format, Continuity Rich 
View Files (RVF) , that is to be loaded in Continuity using the 'Open...' option. It is 
also possible to export documents to other formats such as Rich Text Format (RTF). 
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Client: Lobby   
 

Login /Logout  
 

Login  
 

As you open the client you will see the lobby (below) that requests your 
username/ID and your password in order to log in.  

 

 
 

Once entered simply click the Login button to log in to Continuity.  
 
By leaving the tick-box Save Password  ticked, you will not have to re-enter your 
ID and password each time you open the client to log in to Continuity but simply 
click the Login button.  
 
By leaving the tick-box Auto Login  ticked, you will automatically be logged in 
every time you run the client. 
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Logout  
 
The File drop down menu has two options for when you wish to log out: Logout; 
and Exit. 

 

 
 

Logout  logs you out from Continuity but returns to the Lobby for new login and 
retains the icon in your screen toolbar...  

 

      
 

...for easy right -click access: 
 

 
 

Exit  logs out and closes Continuity completely. 
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Messenger  
 

This is Continuity's instant messaging. 
 
The user can create, rename, and delete organizational groups, by right -clicking in 
the chat list to bring up the menu . "Production" is an example of such a group. 
Below the groups are expanded to enable you to view all users that belong to each 
group. If the groups are collapsed, you can expand them by double -clicking on the 
directory name, and vice versa to collapse them if they are expanded.  
 
Once a group has been added the user can add new contacts to it by right -clicking 
in the chat list  to bring up the menu . The same right-click menu can be used to 
remove contacts from the list.  
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Chat Status /Availability  
 

To set your status, available or away - go to the File-menu and choose the desired 
status. 
 

  
 

Available: The Available status selection, means you are available to chat. When 
you log into Continuity your status automatically shows as Available. The globe 

beside the ID/User name will appear orange: . 
 
Away: This status means you are away from your workstation  or unavailable. The 
globe beside the ID/User name will appear as orange and gray. While the status is 
set as Away, other users can continue to send chat messages to you, and you can 
also reply to these messages. The user can manually set the status to Away, or it 
will automatically be set to Away when the workstation has been idle for a 
specified amount of time. To change the default amount of minutes, use 

Tools/Options (see below): . 
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Logout/Exit: When the user has logged out/exited from Continuity the g lobe 
beside their ID/User name is solid gray. No one can communicate via chat when 

the status is set at either "Logout" or "Exit" : . 
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Sending a Chat Message  
 

To send a chat message, simply double-click on the userôs ID/name you'd like to 
send a message to. To send to multiple people, select all of them and right -click 
then choose Send. Or to add one or more users to an open conversation, select 
them in the list and drag and drop them to the top left of the conversation window 
where all participating users are listed. 
 
A conversation window will pop up. Type your message into the lower half of the 
screen, where the cursor is flashing and hit "Sendò. You can also use the 
"Enter/Return" key on your keyboard to send your message.  
 
In the example shown below, "ExecA" has sent "DesignerB" a chat message. On 
the right hand screen the globe for "ExecA" fades continuously from orange to 
pink on "DesignerB's" chat screen (which indicates a new communication has been 
received for "DesignerB"), until "DesignerB" has opened the message and read it. 
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Replying to a Chat Message  
 

Type your reply into the lower half of the screen, where the cursor is flashing, and 
either use the "Send" button (shown circled below in blue), or the "Enter/Return" 
key on your keyboard to send your message. 
 
The senders ID/User name, along with the time the message was sent, will appear 
in Red above the message content, and the recipient/respondents ID/User name 
will always appear, with the time the message was sent, in Blue.  
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Favourites  
 

Favourites allows for adding and bookmarking projects or parts of projects , similar 
to any web-browser's bookmarks or favourites.  

 

 
 

Notification of Changes  
 

Unlike web-browser's personal links, with Favourites in Continuity you can also 
track changes that have occurred to any containers and their sub-containers that 
you are monitoring. If  any other user makes any changes to these containers a 
notification will  appear in the Lobby. 

 

 
 

This way, the Lobby serves as the Continuity User's central "hub". You do not 
need to open different Projects to see if there's anything new, but you can 
instantly check if there are any notifications. The client automatically che cks the 
server for changes every twenty minutes, but you can additionally check it 
manually whenever you like. To do so, right -click in the Favourite field and choose 
'Check Changes ' in the drop down menu that appears.  

 
The notifications also work as direct links, so double-clicking one of them will take 
you straight to that particular container . 
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Public Project Favourites  
 

The Public Project Favourites are set up and defined by the administrator on the 
server. 
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My Project Favourites  
 

These favourites can be freely set up by the user on the client side.  
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Add New Group   
 

To add a new favourite, you first need to create a group. To do so, right-click in 
the My Project Favourites area and select New Group . 

 

 
 

A window appears. 
 

 
 

Give the group a name. Choose OK and the groupôs name appears under My 
Project Favourites. 
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Add Favourite  
 

Now open the project or repository location where your favourite container  or 
directory exists. From the tree or directory structure , simply drag and drop the 
container or directory across to a group in My Project Favourites.  

 

 
 

As you drop it a window will let you rename the favourite.  
 
I f your favourite is a container in the tree, this window will also let yo u choose to 
be ñnotified of changes within seven daysò. Select this if you want to track 
changes made to this container. Then another box will ask you if you want to be 
notified of sub-containers any changes over the last seven days - if you do then 
tick this as well.  

 

 
 

Once you click OK, the new favourite will appear in My Project Favourites.  
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Container changes are monitored every twenty minutes. Whenever there is a 
change a small pale orange box will appear bottom right of your computer 
screen, with the name of the folder and the time.  

 

 
 

The changes will then be listed in My Project Favourites on the Lobby. To go 
straight to the relevant container simply double-click on its name. 

 
Modify Link  

 
If you want to make any changes to a link in My Project Favourites - select it, 
right-click and choose Modify Link. 
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A window will appear where you can change the name of the link and the 
selection for notification criteria . 

 

 
 

If you check the tick -box 'Notice changes within 7 days', a notification will appear 
on the Lobby when changes have been made to this container. 
 
If you check the tick -box 'Notice sub container's any changes within 7 days', a 
notification will appear on the Lobby when changes has been made to this Task 
or its sub-Tasks. 
 
When you are happy with your changes hit OK. 
 

Delete  Link  
 

If you no longer wish to keep a particular favourite, select/multiselect it/them, 
right-click and select Delete Link. 
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This window will appear. Choose Yes and the Favourite will be removed. 
 

 
 

Rename Group  
 

If you want to make changes to a group in Favourites - select it, right -click and 
choose Modify Group. A window will appear where you can change the name of 
it. Press OK to confirm the new name. 

 
 Delete Group  

 
If you no longer wish to keep a particular group, select/multiselect it/them, right -
click and select Delete Group and the group(s) will be removed from this preset . 

  
Check Changes  

 
If you want to check Favourites have changed without having to wait for 
notification, right -click on the name and select Check Changes. 
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Changes History  
 

As soon as you have viewed a change, it will disappear from the favourites tab 
and be listed under the changes history tab.  

 
Delete  Changes  

 
The changes listed under changes history will automatically be removed at next 
logon. If you manually  want to remove them from the changes history list 
select/highlight the relevant change(s) and pick Delete from the drop -down 
menu. 
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Coordinate Preview  
 

Coordinate Preview lists the top containers that are assigned to you in the 
Coordinate View. By default the top fifty containers are displayed, if you wish to 
change this number use the Alert window as part of Options accessed thru the 
Tools-menu.  
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Containers marked with an exclamation point icon:  indicate that they are close to 
their due date. A pink pop up notification  will appear on logon to inform the user 
how many of their active containers - tasks - are close to their due date . 

 

 
 

This option needs to be enabled by the administrator on the server console, where 
the amount of days before a notification appears is also defined.  
 

Memo s 
 

The right-hand tab on the Lobby is the 'Memos' tab. This handy function allows you 
to Add and Organize Memos on the Lobby as a handy 'to do' list or a reminder to 
yourself for appointments etc.  

 
Create a Memo  

 
To create a Memo, simply right-click in the blank lined Memo area and select 
"New'". 
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A Memo Window like the one in the screenshot below will appear. Enter your 
note/reminder and hit the Save button at the bottom left of the Memo block or 
use your Ctrl+S keys. Your memo will appear at the top of the list.  

 

 
 

Memo Options  
 

Before saving a memo, if you wish to use any of its options - click 'Option' at the 
bottom left...  
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...and the below box will pop up.  
 

 
 
General: You can use the General tab to choose the color of your Memo (useful 
for distinguishing quickly between different kinds of Memos!); the amount of 
transparency and whether you want it to be always on top of other windows.  
 

 
 

Alarm: Under this tab, you can set the Memo Alarm and the time you would like to 
be reminded. By default the Persistence  option is checked. This means that if 
you are not be logged on to Continuity at t he time of your alarm, it will go off at 
your next logon. To disable this option, simply untick the Persistence check-box.  
 
If the event occurs more than Once , you can use the drop-down arrow to select 
varying occurrences, Weekly  or Monthly .  
 
When you are happy with your choices click óOKô and then 'Save ' the very bottom 
left of the Memo itself. The saved Memo will appear at the top of the window.  

 
Open/Close Memo(s)  

 
Double-click the Memo you wish to open in the list and this Memo opens. 
Alternatively or especially if you want to open more than one memo, multi -select 
the relevant ones in the list, right -click and choose "Open" in the menu that 
appears. 
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To close an open Memo, click the top-right close icon marked with an 'x'. 
Alternatively or especially if you want to close more than one memo, multi -select 
the relevant ones in the list, right -click and choose "Close" in the menu that 
appears. 

 
Resize Memo(s)  

 
Memos can be manually resized by using the mouse, hovering above its border 
until an arrow appears and pull it to the desired size. To quickly minimize your 
Memo, double-click its title. Double-click the title again to restore its size. 
Alternatively, select the memos you wish to resize and use the menu options in 
the right -click menu: "Restore Size" / "Minimize". 
 

Move Memo (s)  
 
To reorder memos in the list, select the memo you wish to move, drag it to a 
destination memo and choose among them options in the menu that appear: 
move up or move down.  
 
Alternatively, select one memo you wish to move, right -click to bring up the menu 
and choose move up or move down. The memo will be moved accordingly in the 
list - up or down.  
 

Delete  Memo (s)  
 
To delete a Memo, first select the Memo (or Memo's by multi -selecting) you wish 
to delete by clicking on it . It will be come highlighted in dark blue, then right-click. 
Select the Delete option.  
 
You will be asked to confirm whether you wish to delete the Memo with a Yes or 
No option, like the one pictured below.  
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Tools -Menu  
 

The Tools drop-down menu has four options: Change Password ; Regist Key ; 
Regist Colors  and Options . 
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Change Password  
 

To change your password, simply enter your Current password in the first box, 
followed by your New password in the box below . You will also need to Confirm 
you new password in the last box as pictured below. 

 

 
 

Regist Key  
 

If your permissions require, the Administrator will provide you with a Continuity 
Key number. Enter this number into the pop up window and click on "Regist" to 
confirm. 
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Regist Colors  
 

You can select both Font and Background Colors. Once you have selected your 
color scheme, click OK to confirm. These will be your default colors for any logs 
that you post in Continuity so that different authors can be easily distinguished.  

 

 
 
Note : Here there's a really nifty 'color picker'. Put your cursor over the little eye -
dropper to the left of 'Background  Color' or 'Font Color' and with the left mouse 
key depressed drag it over the screen. You will see the color change as it passes 
over what is already there - whether in Continuity or not!  
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Options  
 

General  
 

 
 

This lets you configure a number of general settings for Continuity.  
 
If you wish Continuity to automatically run when you log on to Windows, tick this 
check-box. This in combination with the Lobbyôs Auto Login option, will log you 
on to Continuity automatically every time you log on to Windows.  
 
If you want to change the amount of minutes before your status is shown as 
Away when your workstation has been idle for a specified amount of time, enter 
a new amount of minutes between one and sixty.  
 
You can here also select a location for storing chat logs ï or disable this option. 
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Alerts  
 

 
 
Opens a window where you, under Favourite & Coordinate Alerts  let's you 
disable pop-up notifications  that inform you about changes that have been 
made for the Favourites that you have set. Unchecked tick-box disables these 
alerts, checked box enables these alerts. If you choose to display alerts, you can 
here also choose how often your Continuity client should check for new changes 
with the server. Every twenty minutes is default; every ten minutes is the most 
frequent time interval possible.  
 
By default the top fifty containers are displayed in your Coordinate Previ ew  
field in the Lobby. If you find that this turns into a too large list, or that there are 
containers missing that you would like to view in your Coordinate Preview field, 
this number can here be changed here to that of your choice.  
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Under Conversation  Alerts , you can also disable pop-up notifications  that 
inform you about instant messages sent from other users. Unchecked tick-box 
disables these alerts, checked box enables these alerts. The next check-box letôs 
you disable the sound  for when you receive such a message ï or keep it ticked 
to hear the sound when you receive a message. By default the sound is 
suspended when the conversation window is in the foreground on your screen, 
as you would not need to be aurally notified then. If you wish to play the  sound 
also in this event, untick this check-box. If you wish to playback another sound 
file than the one shipped with Continuity, you can browse for a wav-file on your 
system and so set this up here too. 
 
The last check-box, under Memo Alarm , letôs you disable the sound  for when 
an alarm of one of your personal memos goes off ï or keep it ticked to hear the 
sound. Just like with conversation alerts, if you wish to playback another sound 
file, you can browse for a wav-file on your system and so set this up for memo 
alarms too. 
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Project Log  
 

 
 
These options let you decide what log is selected for display when accessing a 
container. There are four different selection rules:  
 
Active Reading Log (Session): when you view logs of a specific container more 
than once during one session, this rule will select the log that you last read when 
you viewed the containerôs logs the previous time during the same session.  
Unread Reply Log of my Log: selects a reply to one of your logs from another 
user that you have not y et read.  
Unread Log: selects a log that you have not yet read.  
Last Read Log: selects the log that you last read regardless of session. 
 
You can delete rules that you do not want to be applied by selecting it in the list 
and hitting the ó-ô icon. If you would like to add a rule again that youôve removed 
this way, select it in the drop down box and click the ó+ô icon. You can reorder 
them in the list to prioritize selection rules by using the arrow icons up and down 
with the first listed rule having first p riority. To go back to the default settings 
(displayed in the screenshot above), simply click the óRestore Defaultsô button.  
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Gantt chart  
 

 
 
The Gantt chartôs Display Settings  can be configured here. If you do not want 
the name or the color bars to be displayed, they can be disabled by unticking the 
relevant check-boxes. And as you can see, there is also a tick-box where the user 
can toggle between showing and hiding the vertical today -line. 

 
The Auto matic Save  function for the Gantt chart can also be configured here. If 
you want to upload changes manually, untick this checkbox. Or if you want to 
change the time interval for auto saving, this can be done here too  by entering 
the desired amount of seconds.  
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Repository  
 

 
 

The repository options include the option to link the repository with a diff 
viewer ; a program used for comparing text filesô differences. This is very useful 
for programmers who want to compare different script or code files.  A file can 
then be downloaded to a temporary directory and compared with the previous 
local file to quickly decide what version the user wants to keep.  
 
The handy default option the move files to the recycling bin  when deleted or 
overwritten can be disabled here. 
 
The interval of automatic directory reloads  can be changed here too. 
 
For users on slow connections, the amount of simultaneous queue transfers  
for repository uploads/downloads can be increased to speed up their transfers. 
On fast connections, however, the default one queue transfer is usually fastest.  
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Connect  
 

 
 

Lets you change your server  and port  settings for the Continuity  server that 
you connect to with your client . You can also test the connection by clicking the 
'Connect Test'-button.  
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Help -Menu  
 

The Help drop down menu has two options: About and Help .  
 

 
 

About  
 

If you select About the following information window appears:  
 

 
 

It is useful to find out the Version  and the Build  of your current Continuity client.  
 

Help  
 

Not yet available. 
 

Projects  
 

For Users with administrator privileges all the various Projects available are listed. 
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To Open a Project  double-click on the Project name itself or right -click on the 
name and choose óOpenô from the menu that appears. The Tree Window  and the 
Viewer Window  of this Project will appear.  
 
The toolbar at the top of the Projects list contain the amount of rows being 
displayed which you can increase or decrease and the page number currently being 
displayed: 

 

 
 

Add New Project  
 

When you have purchased Continuity then this will be blank - as you will be 
adding your own Projects. To add a new project right-click in the project list and 
select New  in the menu that appears . There are two types of projects: Main 
Projects and Child Projects . Child projects are to group a number of large, 
topically related projects together under one Main Project; they share the same 
repositories for example ï if you wish to be able to access the same repository 
from a number of similar projects.  
 
A window will appear with some empty fields to complete:  
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The properties that you can set up for your new project are identical to those 
offered when creating a new container (see óAdd New Containerô under the Tree 
Windowôs Project View section). 
 
When you are happy with your choices pick 'OK'. In the Lobby the Project you 
have added will appear at the top of the list.  
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Modify Project  
 
Modifying/editing of project  properties takes place in the Tree Window  - this 
opens when you double-click on the Project Name in the Lobby. 
 
Once in the Tree Window, select the Project container and right -click. A drop 
down menu will appear. 

 

 
 
Select Modify .  
 
The Modify Project Box will pop up and lets you modify any of its properties.  
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Client: Tree Window  
 

The Tree  
 

The Tree in the right hand side of the Tree Window  (the Tree) allows you to view 
the Project View, the Coordinate View or the Search View as a hierarchy. To 
different extents, you are also able to modify these hierarchies in different way s.  
 
Every entry in the tree makes up a Task . As you click on any Task its Logs, Gantt 
chart, time line or other content becomes visible in the Viewer Window . 

 

 
 

Hide/Unhide  the  Tree Window  
 

If you have one monitor you can display one window at a time , in case you want 
to view them in full screen mode.  
 
If you choose the full screen option you will need to use F12  as a shortcut key to 
hide/unhide the Tree Window on top/behind the Viewer Window and then toggle 
between the two.  
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Filtering Tools  
 
There are three tools that make it easier to view and work with the Tree: Search ; 
Mini Tree  and Categories  ï of which some exist in all Tree Window Views 
(Project, Coordinate and Search) and some only in a few of them .  
 
These tools can be used independently or in combination with each other. Each 
filters the content in a different way that limits the Tree's display.  

 
Mini -Tree  

 
In the Project View and Search View there is the Mini-Tree. 

 

 
 

By clicking one of the Tasks in the Mini Tree, only its sub-Tasks will be displayed 
in the Tree. To get to another part of the Project instantly just click another Task 
in the Mini Tree.  
 
By clicking the top Task ('TUTORIALS' in the example above), everything in the 
Project that you have access to will be displayed - as long as the Filter Tree is not 
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collapsed  as above. To expand  the Tree simply double-click on the Project 
name). 
 
While the Mini-Tree in the Search View is dynamically determined by the Users 
search criteria, in the Project View the administrating User can drag the most 
important Tasks and drop them in the Mini Tree to the very left to set it up for all 
Users. 
 

Search  
 
At the top right of the Tree Window, directly above the Tree in all views (Project, 
Coordinate and Search) is the Search  function indicated below circled in blue. It 
allows you to filter your view of the Tree by searching for a Task/Container by 
several different parameters. 
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Enter the parameters you want to use to filter out/retain certain Tasks by 
choosing typing a name, owner, coordinator; picking an icon or . 
 
The other tick-box next to  these fields is Unread . If you tick this box, only the 
Logs that have been added since you last checked will appear. This is extremely 
useful for checking up on new additions without having to work your way through 
a large list. 
 
Shown below is the drop down option for searching by Icon.  
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Once you have selected your search options, click Apply /Search . 
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For this example, we chose to search by the To-Do Icon. After selecting the Search 
icon to initiate the search, the results will be displayed as shown below.  
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Advanced Search: If yo u want to narrow down your search criteria even further, 
you can use the Advanced Search option. To launch the Advanced Search, simply 
click on the icon circled in blue below at the bottom left of the Search panel.   
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The below pop up window will appear. Select from the many different options 
which search criteria you require and click OK to initiate your search. 
 

 
 
Your search results will be displayed. From here you can hit the Clear button to 
start a new search, or the Cancel button to take you  back to the main view.  
 

  


