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Introducing Meta5 Starter Edition
Click for Video — Beginner’s Video Guide

VIDEO NOTE: A video of this Beginner's Guide can be found on your Meta5 desktop, or the link
above in this document, and is called Beginner’s Video Guide. To watch this video, simply
double-click it to invoke a virtual shortcut found on the Meta5 Inc YouTube channel.
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Double click here to
invoke a virtual shortcut
to the Beginner's
Video Guide found in
the Meta5 Inc
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Hi and welcome to Meta5! Meta5 is unlike any software you have ever used.
Our software doesn't fit into the standard Windows look and feel. It has been
designed from the ground up to take advantage of our unique integration and
automation technology not found in Windows. Simply put, we believe in a better
way. We know that after spending some time with Meta5, you will feel the same
way too.

As you navigate within Meta5, you may reflect back on the experience you had
when you first learned a new device like an iPad, iPhone or Android tablet. In the
beginning it was awkward, but you soon realized the unique power of your new
device. So, just like an iPad, the first time you use it, it will feel a bit awkward,
but then after a while, it will all come together. So sit back and enjoy the fun in
learning the most powerful and flexible automation analysis tool ever built. We
encourage you to read this guide and try the interactive steps as they are
explained to you. If you prefer, you can watch a video presentation of the
examples in this guide. Once you understand how Meta5 works, you will have
the power of a Computer programmer without the need to write computer code.
You will find the work that previously took you hours or days, now only takes
minutes.

This guide will introduce you to Meta5, the interface, and how to navigate within
it. It will also guide you through some step by step exercises to give you a basic
understanding of the power behind Meta5. Finally, this guide will show you where
to obtain additional information to grow and expand your knowledge of Meta5.

In the beginning it may seem a bit frustrating as you learn the “new” Meta5 way,
but give it some time and you will soon begin to see the power you have in front
of you.
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Software Value Curve

Typical Software
Meta5

Value

Time

Most software has a very predictable Time vs Value curve. At first, most
software looks intriguing and seems great initially. But soon you realize that the
software doesn’t meet or fit your particular needs and you run into roadblocks.
You once again, get frustrated and either try writing some computer code or try
yet again, another piece of software. Most software fails because it has two
different audiences it’s trying to cater to. First, it needs to be easy to use, and
second, it needs to have a lot of features to get things done. These two needs
conflict each other and very few software applications can address both of these
needs well.

Meta5’s Time vs Value curve is different. At first it might be a bit difficult getting
used to the “new way”, but after some time you will begin to see the unique
power and flexibility of our tool and realize how you can create almost any type of
integration and automation application you can imagine. Meta5’s approach is to
modularize the software experience. We create simple stand-alone tools that are
easy to learn and perform a specific function. Then by connecting these
tools/icons together you create new functions or software applications called
Capsules. Using Capsules instead of writing computer code allows the non-
programming data analyst to create customized sophisticated data analysis
applications that were typically reserved for computer programmers. Meta5
breaks the dependency of computer code and enables anyone to develop unique
customized data driven applications using Meta5 Capsules.
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Objectives of this Guide
When you have finished this guide, you will be able to:

e Start and Stop Metab.

e Understand the parts of the Meta5 window.

e Navigate the Meta5 Desktop.

e Copy, Move, Delete, Rename, Open and Close Meta5 Icons.

e Find and create your own Meta5 Icon files.

e Configure your own query tool that uses a 32-bit ODBC data source.

e Copy files (using drag and drop) between Meta5 and your PC and know
how to copy documents between Meta5 and your PC using Meta5’s PC
Directory icon.

e Understand the basics of how to use Excel within Metab.

e Create simple Meta5 Capsule applications.

e Configure Meta5 email using your SMTP email server.

e Send internet email and attachments using Meta5 Capsule applications.
e Run finished Meta5 Capsule applications.

e Set and use @Variables in a Meta5 Capsule application.

e Create Meta5 Capsule applications that run again and again using a list of
parameters with Meta5’s unique iteration capability.

e Find more information about Meta5 including where to find;
- Meta5 Manuals and Documentation
Different types of finished Capsules applications (Learn by example)
Metab Instructional Video’s
Meta5 Self-Paced Tutorials
Virtual Classroom Training
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Starting and Stopping Meta5
Click for Video - Start/Stop and the Meta5 Environment

To start Meta5, double-click the Meta5 Shortcut on your MS Windows Desktop.
After a few moments, the Meta5 Start Center (white icon) will appear in the lower
right corner (the Notification Area) of your Windows desktop and the Meta5
Workstation will start. Your Meta5 environment will look similar to the example
shown below. To stop Meta5, simply close the Meta5 application in Windows.

The Meta5 Environment

The screen space occupied by the Meta5 desktop application is what you will use
to work, store, create and manage your Meta5 Icons. This is also known as the
Meta5 Workstation Desktop. Below are the parts of your desktop, which include:
Icons, Pointer, Message Bar, Message Log Button, Help Button, and Special
Button. Also notice the Meta5 Start Center, Meta5 Starter Edition shortcut and
the Meta5 Workstation Task on the Microsoft Windows Desktop.

Metad Workstation

|
Eeginner's Bedinner's

Guide. pof ‘é'ﬁg‘;

Recycle Bin

Dizcard

Metab Shortcur

(To Start Metas)
Help Burton

Message Log Button

Metab Start Center

Metahb Workstation 5.09 PM

v i 0 il 4/1/2015
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The Metab Desktop

The Message Bar is the narrow, rectangular area along the bottom of your Meta5
desktop where status and error messages are displayed.

The Message Log Button is the triangle in the lower right corner of your Meta5
desktop. This button opens the Message Log window, which displays current and
previous messages.

The Help Button is the question mark in the lower right corner of your Meta5
desktop and opens our documentation. From here you can find or search on any
topic about Meta5. NOTE: Pressing F1 is another way of invoking Help.

The Special Button is the asterisk in the lower right corner of your Meta5
desktop. This button opens a menu of choices for performing system tasks like
setting preferences within the Meta5 desktop. For more information, refer to
Help and search for “Special Button” or the Meta5 Getting Started Manual.

The Meta5 Shortcut is one of the ways to start your Meta5 desktop application.
You can also start Meta5 just like you would any other Windows program by
using the Windows Start icon.

The Meta5 Start Center appears in your Notification Area Icons (the lower right
hand corner of your Windows desktop) after invoking Meta5. The Meta5 Start
Center allows you to start and stop your Meta5 desktop in various ways and to
configure various aspects of Meta5 including but not limited to configuring email
and the screen size of your Meta5 desktop. For more information, refer to Help
and search for “Meta5 Start Center”.

The Icons that can be used in Meta5 Capsule application building represent
various functions that generally fall into one of the following categories:

e Tool Icons
These icons are tools that run only within the Meta5 desktop. For
example, some icons represent tools for creating documents (such as the
Text icon) and other icons represent tools for retrieving data (such as the
Query and SQL Entry icons).

e Transformer Icons
These icons are functions that transform tabular sets of data. They can
transform data by aggregating and combine data, converting and filtering
data, prepping data for entry into another database, and performing
statistical analysis on data. These type of functions are well commonly
known as extract, transform and load (ETL).
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e Container Icons
These icons can be used to hold other icons. Examples are Folder, File
Drawer, Envelope, Discard and Capsule icons.

e Service Icons
These icons are tools that provide a service such as the Email Outbox
(used to send email and their attachments to the internet)

e PC Integration Icons
These icons Integrate functionality between Meta5 and MS Windows.
Some icons transfer files, such as the PC Directory Icon, while other icons
such as the PC Application Icon, iExcel, iWord, iDir, and iWeb launch and
control your very own windows based applications from within Meta5.

e PC Based Icons
These are icon files that are stored within the Meta5 system. When they
are launched in interactive mode, these icons behave like they normally
do in MS Windows, but when they are part of a Capsule application; they
interact with other Meta5 Icons. Our Excel Spreadsheet and Word
Document Icons allow us to utilize MS Excel and MS Word in extremely
powerful and unique ways that have been never realized by any other
software.

e Capsule Icons
The Capsule icon is the heart and soul of the Meta5 system. It is the tool
that you use to create Meta5 Capsule applications. You create a Meta5
Capsule by connecting icons together in order to automate specific
functions like cutting and pasting that typically are manually intensive.
The basic functions of a Capsule are to retrieve, organize and cleanse
data, then analyze and aggregate the data, and finally present and
distribute the data. These are tasks business professionals do time and
time again in order to create new insights with their data. This is normally
a very technical and time consuming process that is unique to any
individual job. Now these tasks can be automated simply by using a
Meta5 Capsule. Using Meta5 will enable anyone within your organization
to become a data expert in no time without ever writing any computer
code.

NOTE: You should always have a copy of the New Icons File Drawer and
Discard container on your desktop. New Icons contains all Meta5 icons that you
can copy and Discard is the way of recovering from mistakes. Itis also
recommended that you keep the PDF version of this manual on your desktop for
quick reference on Meta5 functionality.
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Creating Applications Using Meta5 Icons (Tools)

You can use Meta5 tools independently or as integrated sets of tools in a
Capsule application. Each tool is designed to be specific and simple to use. You
can open each tool, build within that tool and set its parameters.

The power of Meta5 is realized when tools are integrated and connected in a
Capsule to build a more elaborate, unique and sophisticated application. You
can build very simple or complicated applications that automatically perform the
task(s) you want. For example, you can create an application that selects and
retrieves information from a database, joins the information from another query
or database, sorts the data, calculates the data, creates an Excel Report and
Graph, and finally emails the report or writes it out to a network drive. See the
figure below.

[ [°3:(7; oo Typical Apphication|| Fun || Connect Icons | Show Controls |

S

Sample

Ervelope

S

A Typical Meta5 Capsule Application

Once a Capsule is created it can be run over and over again using different
parameters or can be set up to automatically run or “iterate” through a set of
values.

Information on how to create Meta5 Capsule applications and where to find
material to learn more about Capsules will be provided later on in this guide.
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Navigating within Meta5
Click for Video — Navigating within Meta5

Just like with Microsoft Windows, using the mouse, touching the screen or
keyboard can be used to navigate within your Meta5 desktop. Click the mouse
or touch the screen to [SELECT] an icon, menu item, section of text, or other
object that you want to use. The concept of [SELECT]ing something, or
highlighting it, or clicking it, is important to note when using Meta5 as you first
need to [SELECT] or highlight or click something before you can work with it and
make any changes or modifications to an icon or item you want.

To [SELECT] an icon, in order to start using it

e Left click to [SELECT] and highlight icons, menu choices, control
buttons and text. To take any action within Meta5, it must first be
[SELECT]ed.

To [DESELECT] our unselect an icon

e Left click on an empty spot on your Meta5 desktop and the highlighted
icon will no longer be highlighted.

To [EXTEND] your selection in order to work on more than one icon at time
e [SELECT] (left click) on the first icon. The icon remains highlighted.

e Right click on every other icon you want to [EXTEND] your selection.
They too will become highlighted.

More on Navigation

With Metab, the first action to take is to [SELECT] an icon or something that you
want to work with. That’s easy, just use the left mouse button, or if using a
Touch screen, touch it. The next thing you should do is determine what you want
to do with the [SELECT]ed icon. Possible answers are; | want to; open it, copy it,
move it, delete it, or to see and change the properties or options of it.

Finally, you may ask yourself, how do you invoke the Open, Copy, Move, Delete
or Options choices? We will address that next.

NOTE: Many beginner Meta5 users will [SELECT] or click something then
inadvertently click something else, thereby [DESELCT]ing the original icon they
intended on working with. Be sure to [SELECT] and then the next immediate
function should pertain to the icon or item you selected. Be very aware of
[SELECT]ing and [DESELECT]ing as you navigate within Meta5.
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Working with Icon Files (Copy, Move, Options, Delete)

To work with icon file(s) you must first [SELECT] or highlight the item you want to
work with, then press the corresponding keys on your keyboard to invoke the
desired function

To [COPY] an Icon:

e [SELECT] the icon by clicking it (make sure the icon remains highlighted).
Press Ctrl-C [COPY], now move your mouse to the location of where you
want the new copy of the file to be located and left click.

e Or [SELECT] the icon by clicking it (make sure the icon remains
highlighted). Press and hold the Ctrl key, now click and drag the icon to
the location of the new icon.

To [MOVE] an Icon:

e [SELECT] the icon by clicking it (make sure the icon remains highlighted).
Press Ctrl-X [MOVE], now move your mouse to the location of where you
want the icon to be moved and left click.

e Or [SELECT] the icon by clicking it once (make sure the icon remains
highlighted). Keep the mouse button pressed; now drag your mouse to the
location of where you want to move the file.

To [OPTION] an Icon in order to change its properties (such as renaming)

e [SELECT] the icon by clicking it (make sure the icon remains highlighted).
Press F4 or ALT-ENTER to invoke [OPTIONS], now an Options window
will open, from here you can change the name and color of an icon as well
as change other parameters that are specific to each icon. More on this
later...

To [DELETE] an Icon:

e [SELECT] the icon by clicking it (make sure the icon remains highlighted).
Press the Delete key [DELETE] on your keyboard.

NOTE: Deleted icons will be moved to the Discard folder. The deleted icons can
be retrieved from the Discard folder by copying or moving the icons back onto
your desktop. When an icon is closed, the original version is placed in the
Discard folder. When you shut down the Meta5 application the Discard folder is
emptied.
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NOTE: You will often see the use of [COPY],[MOVE],[OPTIONS] and [DELETE]
referenced within our documentation instead of explicitly citing the keyboard
shortcuts mentioned above, that’s because there are many ways to invoke these
commands such as the Meta5 pop-up Function Pad, Touch Gestures and
Function keys (F1-F5). Documentation on other ways of invoking these
commands can be found in the Meta5 Getting Started Manual or in the Appendix

of this manual.

Working with Icon Files (Open, Close, Rename)

To Open an Icon:

e Click or touch the icon twice.

To Close an Icon;

e Click on the name of the icon in the upper left corner of the icons’ window.
This also saves the icon.

Some icons can be enclosed (or “nested”) inside one another. If nested icons
are open. Each level is shown in the title block. Click the left-most icon in the
header to close all icons. Click the right-most icon to close the last icon opened.
NOTE: Some icons can’t be changed, moved or deleted based upon how the
security is setup by the administrator. (i.e. such as in the example below)

5

Meta5 Workstation - guest@Starter Edition = =

Click in either location
to close the folder

Object

3 * Blank loons

B3 * Transtormer loons

and the capsule at the
same time.

Sarmple
Firished
Cuery G4

)

—* Calc &
Graph
Rpt.axlsx

Ervelope

Click here to close
the capsule and

save the data PC
Directony

5, Inz. — All Rights Reserved
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*NOTE: When you close an icon that you have been working with its changes
are automatically saved just by closing it. Whenever an icon is closed (thereby
being saved), a copy of the previous version of that icon (without changes) is
placed in the Discard container so that it can be restored if you want to keep the
original.

It is important to note that there is no SAVE or UNDO command. SAVE is
accomplished and implied when you close the icon. You can UNDO the
CLOSE/SAVE by getting the prior copy of that icon in the Discard folder as it
always keeps the prior version of the icon you are working with.

To Rename an Icon:

e [SELECT] the icon by clicking it (make sure the icon remains highlighted).
Next, press F4 or ATL-ENTER [OPTIONS] on your keyboard. Notice the
name of the icon is highlighted. Type in your new name.

Understanding New lIcons

Most of everything you will ever need can be found in the New Icons file drawer
located in the upper left corner of your desktop. When you open the New Icons
file drawer it will look something like this.

3 * Blank leons

B3 * Transtermer lcons

3 Getting Started)

1 Learn by Finizhedd Exarnples
3 Manuals £ Docurmentation
B3 Tuterials

3 Wirtual Classroom Training

4]
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Finding and creating your own Icon Files

In Meta5 you don’t really create a new file or icon, instead you make a copy of an
icon located in the New Icons file drawer. This file drawer is located in the top left
corner of your desktop.

To create a new, icon, double click New Icons file drawer and then double click
the * Blank Icons folder. You can copy any one of these icons by using the copy
techniques described above. Try to copy a Capsule Icon now by following the
instructions below.

To copy a Capsule icon:

Open the New Icons file drawer by double clicking it. Then open the *Blank
Icons folder by double clicking it, next [SELECT] the Capsule icon then press
Ctrl-C [COPY] and move your mouse to the desired location and click.

To delete your new Capsule icon:
[SELECT] the newly copied Capsule icon on your desktop by clicking it once.
Next press the Delete key on your keyboard.

NOTE: We describe the function of the other folders located within New Icons
later on in this guide.

5

(5.5 * Blank kons | Show Cortrols |

Object

3 * Blark lcons Exarnples

Capsule

Clipboand

Color Settings

DEA Tl

Dizcand

Errail Achanced

3 manuals f
3 Tutorials
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Excel Spreadsheet.xl=s
Exzel Spreacsheet.xlsx
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Finding and creating your own Query Icon
Click for Video — The Basics of the Query Tool

The Query icon is one of Meta5’s data access tools. To create a new Query
icon, open New Icons, file drawer then the * Blank Icons folder. Click on the
Query icon inside the *Blank Icons folder and [COPY] it to your desktop. Once
the Query Icon is copied to your desktop it needs to be configured to know which
database to access. It may also require a user id and password depending on
what type of database you are connecting to. To configure the Query Icon,
[SELECT] it and [OPTION] it (remember OPTION is F4 or ALT-ENTER on your
keyboard). You should see the Icon Options window like the one below. Since
the Name Query is highlighted you can now type another name for your query.
Rename it now to First Query in the Name box.

5 Meta5 Work:

Beginner's
Guicle. pff

Beoinner's
Wideo

bon[h:l:om| Appl}r| Can:ell Heset|

harme and Size Color i Cther Data |

Last Chanped O&MTHS 2:27:57 pri

Cluery

&3

Chscard

First Created OSATHE 2:27:57 pm Other Data
Button
Size 0 bytes

kons Ownerls  quest

Same az the Container or Home RS S ln R R8s (R Wy = w28 |

Wicwed By

Oither Than the A
Owner, This loon ryone

Changed By

May Be A e

Next select the Other Data button to configure the query to your database.

Introduction 14


http://www.meta5.us/videos/gettingstarted/TheBasicsOfTheQueryTool

© Metab, Inc. 2015 Meta5 Beginner’'s Guide

5 Meta5 Wc

Becinner's

bon(h:llm's| Appl}rl Can:el| Ffeset|

Display |Nar‘ne ard Size: Color Cither Data

Type the name of
your 32-bit ODBC
datasource

From Data Access C-::-ntrolsl

User Narne | Type the User Name
P | and F'as§word if
required

To configure the Query icon to your database you must first have a 32-bit ODBC
data source created on your PC. For convenience we have created a Meta5
Sample DB 32-bit ODBC data source pointing to a MS Access database in the
Meta5 installation directory Meta5\db called Meta5 Sample DB. Use this data
source for your First Query.

Once your 32-bit ODBC data source is created type it in the Database Name
field. If the data source requires a User Name and Password, type it in those
fields. Now close the Icon Options window and open your query icon by double
clicking it to make a live connection to the data source.

NOTE: Gateway, Use WTDD?, SQL ID, Database Logon and Secured sections
of the Query tool Options are covered in the Query Tool manual. For more
information and detailed explanation of the Query Tool refer to that manual. To
create additional 32-bit ODBC data sources please contact your system
administrator or refer to our Query Tool manual for more information. You can
also Google creating 32-bit ODBC data sources in windows for more information.
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Opening a new Query Icon for the first time.

5 Meta5 Workstation - guest@5Ste

(Charge Sort Settirgs) |Unique Hw.-'sl

This is the Query -
Results Window J

[ 7l %

\ Show DBA Catalog

Thisis the | | Dsrloy [ECHINEEIEY Oescriptions |
Query oo [MARKET]: MARKET KE¥] [rresit ] [market desc]  [region]
Control [kt ackmins_ermail]  [roarket et
Window S
This is the Query Select Show DBA
Catalog to see

Catalog Window
| KII— more tables

When you open a query for the first time three windows will display:

The Query Results window. This is where the columns and data of the query
will appear.

The Query Control window. This is where the graphical depiction of your query
will be stored and where constraints and joins are defined.

The Query Catalog window. This window has two modes the User Catalog
(shown) and the DBA Catalog. The User Catalog will show you the specific
tables being used in your query. The DBA Catalog will show you all of the tables
in your database. You must [SELECT] the tables from the DBA Catalog and
bring them into the User Catalog in order to use them in the query tool.
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Now click ‘Show DBA’ Catalog to see the tables in your database.

Query Catalog / DBA Catalog mode

C'u.lery(‘.a!hlcgl Show User Catalogl Fhase‘tl *® || i
Display FETEILE Y Descriptions | - |
oo [ : FIEME=]  [PERIOD]  [PRODUCT] [SALES_FACTS]
|
4] | |

NOTE: When you are in the DBA Catalog mode the Show User Catalog button
appears as above, When you are in the User Catalog mode the Show DBA
Catalog button appears as below.

To bring the tables from the DBA Catalog into the User Catalog for use in your
query, [SELECT] and [EXTEND] your selection to the tables you want, now while
the tables are highlighted click on the Show User Catalog button to bring them to
the User Catalog.

Query Catalog / User Catalog mode

Query Catalog | Show DBA Catal % |
| 2 fﬁ'___ Y?':l cﬁn toggEIhEMEgn \ | JJ
Colurnn f'-la.rrnz-.:'- e User Latalog an —
the DBA Catalog with
oo [MARKET]: [MARKET_KEY]  [rve this button Akt _rrors_ernail
[rkt_adrnins_ermail] — [n
o2 [PERICD) [FERIOD_KEY]  [pericd_hvl]  [pericd_desc]  [week_date]  [week_char)

[vear]  [rrodd]  [period_onder)

033 [PRODUCT]: [FRODUCT _KEY]  [preduct_hl]  [procuct_desc]  [prod_rmors_emedl]
[proc_admins_ermail]  [brand]  [menufacturer]  [formn]  [size]  [tvpe]  [d

[case_pack]  [upz]  [procuct_order]
ood [SalES_FACTS] [FRODUCT_KEY] [MARKET_KEY] [PERIOD KEY] [UNMITS] [DOLLAR

[BYGE_RTL_FRICE]  [DISPLAYS]
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Once you have retrieved the tables from your database into the User Catalog you
now can [SELECT] the first field/column you want to use and [EXTEND] your
selection for additional fields/column. Once you have [SELECT]ed all desired
fields/columns, [COPY] them to the body of the Query Results window where the
select all button [® s located.

If you want to delete a field/column from the Results Area, just [SELECT] it and
[DELETE] it.

To add another column in the Results Area, [SELECT] the column to add from
the Query Control or the Query Catalog/User Catalog mode window, then
[COPY] it and click on a column in the Results area, it will be placed to the right
of that column.

5

(25 First Query || Show Data || Clear Data |

Metad Workstation - guest@Starter Editio

(Charge Sort Seﬂirgs) |Unique E‘owsl

Query Results Area,
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-
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[Frarket_onder]
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[regicn]  [mkt_rmars_ermail

et _desc]]
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1d

This picture shows the columns from the query catalog after being copied to the
Results Area of the query. It also shows a graphical depiction of the tables in the
Query Control window. The query tool is made up of all three windows. Using
these windows together is how you construct and change a query.
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Setting Joins on Queries.

When you open a Query Icon for the first time, no joins are set. To set the joins
and constraints you use the Query Control window of the Query Icon. Pictured
Below;

The graphical depiction shows the table names in BOLD and the fields/columns
that belong to the table below the table name.

To create a join, [SELECT] (left mouse click) the first column of the first table i.e.
MARKET_KEY in the MARKET table and [EXTEND] (right mouse click) your
selection to the second table i.e. MARKET_KEY in the SALES FACTS table.

Query Control || Show Query || Clear Query || Show Query Catalog # |||
|
MARKET PERIOD PRODUCT SALES FACTS
MARKET_KEY |p———PERIOD_KEY | FPRODUCT_KEY PRODUCT_KEY
rrarket_lvl perioc_vl - prociuct_vl
¥ rrarket_desc ¥ pericd desc ¥ procduct_desc FERICD_KEY
region wieek_date proclmors_emeil ¥ LINITS
rkt_rgrs_ermail wieek_char proc_acmins_ernadl ¥ DOLLLRS
rokt_acins_emeil otr_yr brand AWG_RTL PRICE
rrerket_order otr rmanufacturer DISPLAYS
WEar form =
rrrn_ckd zize
period_crder type
cleal hd
Al 13

Once you create the join you will see a line connecting the columns that you
joined. If you make a mistake and want to delete a join just click on the join line
and [DELETE] the join.

Now, continue making all the necessary joins for the query. They are;

Already Done
MARKET_KEY.MARKET to MARKET_KEY.SALES FACTS

Create These
PERIOD_KEY.PERIOD to PERIOD KEY.SALES FACTS.
PRODUCT_KEY.PRODUCT to PRODUCT_KEY.PRODUCT.
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Once the joins are completed select the Show Query Button to see the tables
automatically arrange themselves as the graphical depiction is show below.

5 Meta5 Workstation - guest@Starter Editio
First Query| Show Data || Clear Data 2 |5
o Fit Q] . + ||
Show QUEW Jort Set'tirgs) |Unique F|'0ws| ﬂ
Button
i market_desc UNITS DOLLARS periocl_des
=L
| Qﬂy(brlml| Show OuererIear Query ﬂ ﬂ
] o i
PRODUCT SALES_FACTS MARKET
PRODUCT_KEY = PRODUCT_KEY - MARKET_KEY
prociuct_vl mMaRKET KEY | rarket_lvl
¥ procuct_desc PERICD_KEY ¥ rrarket_desc
procd_rnors_ernail v LNITS recion
proc_admins_ermail ¥ Dol RS rkt_rrars_ermail
brand AWG_RTL_PRICE rkt_admins_ermail
rranufacturer DISPLaY S rnarket_orcler
form
size —
Show DBA Catal | i
F. ! Query (h‘hlugl 09| J ﬂ
e isploy [ET A
style
case_pack o [MARKET] [MaREET_KEY] [rrarket_lvl] rrarke]
up [rrkt_adrnins_erail]  [rrarket_cnder]
prociuct_orcler
ooz [PERICDY: [FERIOD_KEY]  [peried_lvl] eried d
PERIOD [wear]  [mrnidd]  [pericd_order]
EEELORTKEY 003 [PRODUCT]: [FRODUCT_KEY]  [procuct_hl] predl
Vperiod_desc [prod_admins_ernail]  [brand]  [renutag
week_chte [case_pack]  [upc]  [procuct_cnder]
Al 004 [SALES_FACTS] [PRODUCT_KEY]  [MARKET_KEY] [ |
A | i

Setting Constraints on Queries.
To set a constraint or limit on any column, follow the steps below;

1. [SELECT] the column you want to constraint in the Query Control window, and
[OPTION] (F4 or Alt-Enter) it.

2. Click the Show All Choices button to see the list of possible values from the
column in the database. NOTE: it sends a select distinct SQL command to the
database to determine the unique valid choices.

3. Next [SELECT] the constraints you wish to apply to the query. To choose
multiple constraints [SELECT] (left mouse click) the first one and [EXTEND] (right
mouse click) the other choices.
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5 Metab Workstation - guest@Starter Editi
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Setting Constraints on Queries (Continued)
Continue setting constraints as described below;

period _desc.PERIOD column Q1 2014 Value (already done)
region.MARKET column Central Value
product_Ivl.PRODUCT column Brand Value
product_desc.PRODUCT column Total Napa Value

rwnhE

NOTE: While setting the product_desc column constraint use the Show
Constrained Choices instead of Show All Choices button to display the choices.
The Show Constrained Choices will limit the product_desc to the products that
are at the Brand product_lvl as set in Step 3 above. i.e. it will send a

select distinct product_desc where product_Ivi ='Brand’
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To Add Additional columns to the query - To add additional columns to the
guery, select any column from the Query Control or the Query Catalog window
and press [COPY], now click on a column in the results window and the new
column will appear to the right of that column.

To remove columns from the query - To remove columns from the query,
select any column in the Query Results window and [DELETE] it.

To Move columns within the query - There is no direct command to move
columns within the query, to move columns you must Add and Delete columns as
described above.

NOTE: You cannot Add or Delete columns in the query when data is being
shown in the Query Results window, you must first select the Clear Data button
in the Query Results window to remove the data before changing the columns in
the Query Results window.

To save the query, just close it. Once the query is closed you can make as
many copies of it as you like for as many applications as you want.

Getting the Results - Once all of the joins, the constraints and the columns you
want are set, you can select Show Data in the Query Results window to execute
the query and get the results. See the diagram on the next page. At the time
you press the Show Data button the query tool will send a SQL statement to the
database. The results of the query can be instantaneously or may take some
time. The time it takes to display the data will depend upon how long the
database server takes to resolve the query.

Stopping the query — If your query is taking too long or you want to [STOP] it
just press F9, or if using touch, swipe two fingers in any direction.

For More Information — Please note this section of the guide is written as a

quick start and introduction to the query tool. There are many more interesting
and powerful functions in the tool and we encourage you to find more detailed
explanation of these and other Query tool functions in the Query Tool Manual.
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A copy of the completed First Query query can be found in the * New
Icons/Getting Started Folder on your desktop. Feel free to copy it, play with it

and make changes.
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Building your first Meta5 Capsule Application
Click for Video — Building Your First Capsule (Query to Excel)

Capsules give you the ability to use individual tools as an integrated set. You
can retrieve and manipulate data, generate reports and graphics by simply
pressing a button once your Capsule has been built. Using Capsules makes
your applications flexible, powerful and saves you time. You can easily create
sophisticated applications and save them for regular use

We will now give you a quick overview of how to create you first Meta5 Capsule
application. This Capsule will connect your First Query icon to an Excel
spreadsheet.xlsx icon. The below Capsule example can be found in the New
Icons/Getting Started folder if you want to see the completed result.

ﬁﬁﬁugﬂ M]rl-_lmt(.‘amde| F|'un| Connect Ic-:-ns| Sheow Oc-ntrc-ls|

To Build this Capsule

e [COPY] a blank Capsule out of the New Icons/* Blank Icons folder
onto your desktop.

e Rename the Capsule icon so you can find it easily on your desktop
to My First Capsule. - Hint [SELECT] it then [OPTION] it

e Open the Capsule.

e [COPY] the First Query Icon from the New Icons/Getting Started
folder into your opened Capsule

e [COPY] a blank Excel Spreadsheet.xlsx Icon from the New Icons/*
Blank Icons folder and place it to the right of the Query Icon.

e [SELECT] the Query Icon so it is highlighted and then click on the
Connect Icons button located in the Capsule window header. You
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will receive the following message in the desktop message bar:
“Connecting. -- Select destination icon.”

e Now, click the Excel Spreadsheet.xIsx Icon. An arrow connecting
the two icons will automatically appear.

e Next, you will need to tell the arrow where you want the data to go

in the Excel Spreadsheet. To do so [SELECT] the arrow you just
created and [OPTION] it, an Arrow Options window will appear.

5 Meta5 Workstation - guest@

1. Click the query

Sint

. — .
""‘Ca}‘ngfg gi?ég”;ﬁ.s fae 2. Click Connect Icons button

3. Click the
Excel Icon

4. Click the newly
created arrow

il
5. press [OPTIONS] F4 or Alt Enter on your

keyboard to open this Arrow Options
window while the arrow is highlighted

e ——

[ | Query ;
| 6. Click on Other to copy

the data to a specific place

Copy Data To "Excel Spreadsheet / 7. Type a3 to start the

Destination Area Ctfoer placement of data in cell a3

_inthe Excel Spreadsheet
Region Name || —

Beginner's
Guicle. poif

8. Close the Arrow Options window
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Click on the Other choice in the Destination Area and a Region
Name field will appear.

Type a3 in the Region Name field. This tells the arrow to copy the
data from the query to cell a3 and continue copying the data for all
the data returned from the query.

Next close the Arrow Options window by clicking the name in the
window header. Your Capsule is now ready to run.

Guidelines To Run a Capsule

To run a Capsule, ensure that there are no icons or arrows
[SELECT]ed (highlighted). Next, click on the Run button in the
Capsule window header.

When the Capsule is complete you will see a message in the
bottom left corner of your desktop Message Bar saying “Complete.
— Please continue”. You can now open the Excel Spreadsheet to
view the data. If there was an error with the Capsule you will see
“(See Capsule Run Log for more messages.)”. When an error
occurs you can open the Capsule Run Log for help on the error.

If you want, you can open the Query tool and change it, and re-run
the Capsule to create a new Excel report. Note when you do this,
the data in the Excel spreadsheet will be overwritten. (We will show
you how to save the Excel spreadsheet to your PC later on in this
guide) NOTE: The completed Capsule can be found in New
Icons\Getting Started folder as My First Capsule.

Working with the Excel Spreadsheet icon.

The Meta5 Excel Spreadsheet icon can be thought of as an Excel Spreadsheet
that is stored within the Meta5 system.

The Meta5 Excel Spreadsheet can be used within the Capsule to create dynamic
reports, graphs or anything else you can do in Excel. Unlike other tools who just
create Excel outputs, we actually use the full power of Excel within Metab.

By simply connecting query tools and other icons to the Excel Icon you can copy
data from these Icons into Excel and then use Excel for all of your formatting,
calculations, pivoting and charting.
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Working with Excel within Meta5
Click for Video — Capsule Step 1 (Working With Excel)

Let’s continue using the Capsule example from above and open the Excel
spreadsheet that is inside the My First Capsule, Capsule.

e Open the Meta5 Excel Spreadsheet icon. Note that the Excel
window looks and behaves like Excel normally does in Windows,
but it is actually stored within Meta5.

e Now format the data, add formulas and create a chart just like you
would normally do in Excel, have fun and experiment. Try to create
something like you see below

5 Metas Workstation - guest@Starter |
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Excel Hints; Format column B as a number, Format column C as
$, highlight the data a3:c15 and go to the insert tab and Insert a
graph, create a sum(b4:b15) in cell b17, create a sum(c4:c15) in
cell c17, highlight al:c1 fill in the paint color, highlight a3:c3 and fill
in the paint color, highlight a17:c17 and fill in the paint. Type
TOTALS in al7, Type Report for in A1, Type Total Napa in B2

NOTE: This guide is not meant to teach you how to use Excel and it is
recommended that you seek other help to create the report.

Don’t worry, there is no need to make this report exactly as shown,
it is just here for illustration purposes. Once you have made the
modification you want in Excel, close the spreadsheet and save
your changes.

Now Close the Capsule and rename it to My First Capsule Step 1.
Feel free to open the Capsule and run it as often as you want.

If you want, open the First Query query icon and modify the
period_desc constraint from 1Q 2014 to 2Q 2014. Now run the
Capsule and notice how the data and chart changed in the Excel
spreadsheet.

Please note, there are many other ways to use Excel within Meta5.
We would encourage you to look into more examples and
documentation to understand the full integration and automation
functionality Meta5 has to offer using Excel.

NOTE: There are two different ways to insert data into Excel using
Meta5. You can insert data by directing it to cell b3 in the arrow as
described above. Using this method, data will be over laid on top of
existing data in the spreadsheet for the number of rows being
inserted. An alternative way of inserting data uses Excel Defined
Names. Defined Names will insert data into Excel and erase all of
the data from the prior run. Defined Names will grow and shrink
depending upon the amount of data being inserted into Excel.
Whereas inserting data into a cell like a3 just overlays the data for
the amount of rows being inserted. To use Defined Names, first
create a Defined Name in Excel, then in the arrow options instead
of directing it to a specific cell like b3, you can direct it to the
Defined Name you created in Excel. For more on Defined Names
just google Defined Names and Excel.
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Exchanging icons/files between Meta5 and your PC
Click for Video — Capsule Step 2 (Exchanging Files Between PC)

Drag and Drop

To copy iconf/files between Meta5 and your PC simply drag and drop them back
and forth between the two environments. You can simply select the icon, such
as an Excel Spreadsheet icon, and drag it to the Windows desktop or Windows
Explorer. Alternatively, you can select a file from Windows Explorer or the
Windows desktop and drag and drop it on to the Meta5 desktop to create a new
Meta5 icon. The drag and drop feature works both ways to and from Meta5.

NOTE: if your icon is connected in a Capsule drag and drop will not work. Drag
and drop only works with icons that are not connected by arrows, you must first
make a [COPY] of the icon within meta5 (so it is not connected) and then you
can drag and drop it to your PC. Also note, Ctrl+C and Ctrl+V will not work to
exchange file/icons, only drag and drop works to exchange files between Meta5
and your PC unless you use PC Directory described next.

Eeginner's

Beginner's Wides

Guide. poif

Beqinners Giuicle
| Guide pdf

NOTE: Dragging and dropping your Meta5 Capsules or folders to your PC is a
great way to back them up and share them with other Meta5 users.
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Exchanging Meta5 icons and PC files using PC
Directory

PC
What is PC Directory? Directory

The PC Directory tool enables you to open a window in Meta5 that displays
information about the contents and directories on your PC. The PC Directory is
also used to exchange files between Meta5 and your PC. You can easily copy,
rename and delete files on your Windows PC using PC Directory. PC Directory
is also used to automatically import and export files to and from Meta5 from
within a Capsule. It’s like Windows Explorer within Meta5.

The PC Directory tool will convert your PC files into Meta5 icons that you can use
directly on your Meta5 desktop. Some files will need no conversion, while others
will need to be converted to use them. You can also set conversion options to
instruct the PC Directory tool to use different formats depending upon your needs.
(For more information on how to use PC Directory to set different conversion
types see the Meta5 Getting Started Manual)

Some of the most common files that you will exchange between Meta5 and your
PC are as follows:

PC File Extension Meta5 Definition

TXT Text file or .TXT icon

RTF Rich Text Format

DOC or DOCX MS Word document

XLS or XLSX MS Excel file

DIF Data Interchange Format

PDF M5 Windows Icon with.PDF extension
M5 Meta5 Capsule or folder

Some typical reasons why you may use PC Directory:

e To save Excel Spreadsheets or Word Documents created in Meta5
Capsules to your PC.

e Toimport PC Excel spreadsheets or Word documents into Meta5.
e To import large ad-hoc CSV, Text or DIF files into Meta5.

e To share a Meta5 Capsule with other Meta5 users.
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How to obtain a PC Directory Icon
PC Directory icons are located inside the * New Icons / *Blank Icons folder.
e Openthe * New Icons/ *Blank Icons folder.
e [COPY] a PC Directory icon to your desktop.
e Open the PC Directory icon. The PC Directory window appears,
displaying a list of your PC files and directories. By default, a blank
PC Directory icon is configured to point to the C:\ drive and
directory.

To View a Different PC Drive or Directory

e Close the PC Directory, then [SELECT] highlight PC Directory icon
and [OPTION] (F4 or Alt-Enter), it.

e Select Other Data from the Display field.
e Enter the drive and path, or Network path or system variable that

you want to view in the Directory Name. Some examples include;
C:\Temp, P:\, \machinename\path, % TEMP%, % TEMP%\Meta5.

bon[h:lmm| Appl}r| Can:el| H'eset|

Display [MNarne and Size! sl Cither Data

Direcicry Narme |110::-r|::5 enveripubl i|:|

4]

To Change PC File Protection

When you use PC Directory, your PC files are protected by default. So if you try
to copy a Meta5 icon/file to the PC Directory that contains a file with the same
name it will stop with a warning message, saying file already exists. If you want
the file to be overwritten you must change the File Protection on the PC Directory
Icons.
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e To change the file protection while the PC Directory icon is open
[SELECT] Show File Controls in the * Special menu of the PC
Directory window header. The File Controls window displays.
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Focus On Selection
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Gooole Drive
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=
=
=
=
=
&=
(=
=
G

Files Are

Deestination | Protected | Renarmed JESigiet

Files Are

deﬁe'| [HSERE Discarded: Deleted ||

|

4]

e For protection against accidental moving or copying of files, select
the appropriate setting in the on “Move/Copy, Destination Files

Are” field:

* Protected prevents a file from being copied or moved.

= Renamed writes a new file rather than replacing a file of the
same name. The default is to use the original name and add an
incremental number. Just like Windows

= Overwritten replaces a file of the same name.

e For protection against accidental deletion of files, select the
appropriate setting in the “On Delete, Files Are” field:

= Protected prevents a file from being deleted. This is the most
common setting used to prevent accidental deletion of PC files
from within the Meta5 PC Directory Icon.
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= Discarded places deleted PC files in the Discard folder on your
Meta5 desktop as Meta5 icons.

= Deleted removes the file.

To Delete a PC File using Meta5 PC Directory

e While the PC Directory icon is open [SELECT] on the PC file to be
deleted in the PC Directory window.

e Press the [DELETE] key, the file will disappear from the PC
Directory window and the PC.
How to exchange files with PC Directory
In order to exchange files, simply open the PC Directory and [MOVE]/[COPY]

files from PC Directory on to your Meta5 desktop or [MOVE]/[COPY] icons from
the Meta5 desktop into the PC Directory.

Copying Meta5 Icons to the PC using a Capsule
Click for Video — Capsule Step 3 (Copying Icons to the PC Using Capsule)

You can use the PC Directory Icon to transfer files between Meta5 and your PC
automatically. This is helpful if you want to save files created in a Meta5 Capsule
to your PC.

Let’s continue using the Capsule example from above. To continue, [COPY] the
My First Capsule Step 2 Capsule located in the * New Icons\Getting Started
Folder to your desktop.

Open that Capsule and notice the PC Directory icon. To see the
properties/options/path defined to this PC Directory icon [SELECT] it and
[OPTION] (F4 or Alt Enter) it.

After Optioning the PC Directory icon select the Other Data tab. Notice the
Directory Name % TEMP%\Meta5 the PC Directory is pointing to this path on
your PC. The Directory Name can be any valid directory for example; C:\temp,
X:\, P:\Shared, % TEMP%, \\Machine\path and valid path will work.
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Now close the Icon Options window of PC Directory.

e Next [SELECT] the Excel Spreadsheet Icon so it is highlighted and
then click on the Connect Icons button located in the Capsule
window header. You will receive the following message in the
desktop message bar:

“Connecting. -- Select destination icon.”

e Now, click the PC Directory Icon. An arrow connecting the two
icons will automatically appear.

e Next, you will need to tell the arrow what filename you want to call
the Excel Spreadsheet Icon. To do so [SELECT] the arrow you just
created and [OPTION] it, an arrow Options window will appear.
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e Click on the Other choice in the Destination Area and a Region
Name field will appear.

e Type Total Napa.xlsx in the Region Name field. This tells the
arrow to copy the Excel Spreadsheet Icon from Meta5 to your PC
with the name Total Napa.xIsx.

e Next close the Arrow Options window by clicking the name in the
window header. Your Capsule is now ready to run. Be sure to
[DESELECT] so no icons or arrows are selected before you run the
Capsule. Let’s rename it to My First Capsule Step 3.
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NOTE: If you make a mistake you can always [SELECT] the arrow and press
[DELETE]

Now run the Capsule. Once the Capsule is completed open the PC Directory
and notice the Total Napa.xIsx spreadsheet. At the same time open Windows
explorer and you will see the same file that is in the PC Directory Icon. You may
also see some temporary Meta5 files that are uses during processing, by default
Meta5 uses the % TEMP%\Meta5 directory for storing it's working files. For fun
change the path in PC Directory to another PC folder.

Hint: [SELECT] PC Directory and [OPTION] it, then choose Other Data and type
in the new path name. Run it again and see the Total Napa.xlsx spreadsheet
copied to your new path.

5 Meta5 Workstation - guest@Stari

== PC Directory and

Windows Explorer Point
to the same files. PC
Directory is Meta5's tool
to exhange files with

Dizcard

2 Total Napa
X xFesultionz

Metas

@ = . « AppData » Local » Temp » Metad v O Search M... 2@

. GLF8336 A [ MName Jate modified Type

. IntuitDownloa
. LCFEM
, Log

E Total Mapa.xsx 6/14/201512:47 PM  Microsoft Excel
= xResults02 xlsx 6/14/201512:47 PM  Microsoft Excel

. Low
. Metas

. Microsoft Visu ¥ €

2 itermns
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Configuring Meta5 to use Email with your SMTP server
Click for Video — Capsule Step 4 (Using Email)

You can send emails using Meta5, but first we need to configure Email to work
within Meta5. Meta5 uses Simple Mail Transfer Protocol (SMTP) and is the
standard protocol for sending emails across the Internet. Configuring Meta5
Email is started by first right clicking the Meta5 Start Center icon located in the
lower right corner of your Windows Toolbar, then clicking on Configure Meta5
Starter Edition. For example, your Windows toolbar may look like one of the
following:

Right click on the

Metas Start Center Start Meta5 Workstation

icon located in your
Windows toolbar then About..

click on Cﬂnﬁgufe _.Cnnfigure Metad Starter Edition
Metas Starter Edition Shop Metas Starter Edition

g 0 e By 1% RS IEEN R

6/30/2015
Windows Toolbar with Notification lcons being shown

" Start Metad Workstation
1. Left click on the up arrow

in the Windows Toolbarto
show the Noftification Area
lcons

About...

| Configure Meta5 Starter Edition
Stop Metas Starter Edition

O H G u @
L_S—=0

2. Right click on the Metas
Start Center icon, then
click on Configure Metas
Starter Edition

Customize...

4:23 PM
6/30/2015

M = W §i

Windows Toolbar with Notification Icons being hidden

Click on Configure Meta5 Stater Edition to invoke the Meta5 Starter Edition
Configuration Tool shown below;
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% Meta5 Starter Edition Configurat...
Workstation | Email | Help o Metad Mail Setup

Server Settings Settings

Typeinthe DNS name or IP address of your

SMTP=zerverandthe sending email address.
BroadcastAddress o [0 |0 |0

Default Language: EMGLISH SMTP Server:  |mail. example.com: 387

Directory: Cr\Program Files (B85 Email address: | youremail@example. com

Server Drive Paths CAProgram Files (x285Mk |

Username: youremail@example.com

Realm: 000

/I Password: [ 11111 ]]

Subnet Mask: |255 .|255]. [255|. |255 | -
To Address: You remall@example.cnn“ |

| Test

1. Click Email to bring up the /
Metas Mail Setup Window

Cptions

2_Fill'in the five Email settings,
read below to find out the
purpose of each field or ask
your email administrator if you
need some help.

[ ] Enablz 557

[ ] HTK LFcimatted Messages

Apphy Cancel

3. If you like, input your email
address to verify that your
settings are correct, then press
the Test button to send a test
email to yourself. If everything
Is correct you will shortly
receive a test email.

4 Be sureto click Apply
in both the Meta5 Mail
Setup window and then

inthe Metad Starter
Edition Configuration
window even after

Testing the email

[] Advanced

T:20 PM
6,/30/2015

I 5 - =

This shows the Meta5 Starter Edition Configuration window and the Meta5 Malil
Setup window, Meta5 Mail Settings are described below. For information on
additional Meta5 Starter Edition Configuration settings please refer to the Meta5
Getting Started Manual. NOTE: Once your email settings are entered make sure
to click Apply on both the Meta5 Mail Setup window and the Meta5 Starter
Edition Configuration window in order to save your configuration.
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Meta5 Mail Settings

Meta5 uses the Simple Mail Transfer Protocol (SMTP). Below are the
descriptions of the settings that need to be configured in order to enable Email to
work within Meta5.

e SMTP Server: and Port
This is the mail server address, it can be an IP address or a host name
the format is server:port Port refers to the port number on the server
which is used to send out the email. Typically Port 25 is the default SMTP
non-encrypted port. Port 465 is typically used if you want to send
messages using SMTP securely. Check with your ISP provider or system
administrator for the port used for your SMTP email.
Example: mail.example.com:25 (this example will used port 25)

e Email address:
This is the default From: email address used when you do not specify a
From: in your Meta5 Envelope. Typically you will enter your normal email
address, but you might want to use an alias From: email address.
Example: joe@example.com (this uses a normal email address for From:)
Example: Meta5Capsule@example.com (this uses an alias email From:
address) Note: your SMTP mail system may require this to be a valid
email address for it to work properly.

e Username:
This is the email username that is used to connect to the SMTP mail
server. Typically it will be your email address, but you may use an
alternative format of the username if your server allows or requires it.
Example: joe@example.com
Example: joe

e Password:
This is the password that is used in conjunction with the Username fields
above and is masked and encrypted. Note if you should change the email
password you will need to change this field too.

e Enable SSL:
This is a checkbox that will turn on or off Secure Sockets Layer (SSL) if
this is require for your SMTP email system.
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e HTML Formated Messages:
This is a checkbox that will allow you to create very rich HTML type email
messages in the body of the Meta5 Envelope. If you enable this feature
you should use HTML within the body of the emails you are sending.

- T =
ofo (53 Ermail E | F| S 1 Report for Total Napa ...
From: ||:| From: jm@ Sent: Wed 7/1/2015 12:41 AM
To: jim@ metaf.comO To: Jim Kanzler
o
CC: o
Subject: Report for Total Mapa

Subject Reportfor [Total MapaJo [ 8 e P
atochment 1 | Message JE!{CH Spreadsheet.xlsx (15 KE)

<hody=Hey, Check out this report for , &
<font color="#0000FF"= Hey, Check out this report for am

zhi=lTotal Napa]<hi=

<Hont> Total Napa

</hodys0

ﬂ I:J Jim@metad.com DI:J

>

Meta5 Email Envelope using HTML within the body of the email message. This
requires the HTML Formatted Messages checkbox enabled. Also show is the
resultant email as it would appear in Outlook.

Testing your email configuration

If you like, you can test the email configuration you’ve entered to make sure the
emalil settings are correct. First type in all of the required fields, then to test the
configuration put your email address in the To Address: field then click the Test
button. Meta5 will then attempt to send a test email to your address and if
configured properly you should receive an email shortly.

This is a typical email settings that we’ve tested to work with Gmail.

SMTP Server: smtp.gmail.com:587

Email Address: your_gmail_address@gmail.com
Username: your_gmail_address@gmail.com
Password *kkkkkkkk

Enable SSL: YES

NOTE: you may have to change some of your security settings in gmail to allow
outside applications such as Meta5 to send mail.
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Using Email within a Capsule

Once Email has been configured, Meta5 will allow you to send emails from within
any Meta5 Capsule application. There are two icons needed to use email; the
Email Envelope icon and the Email Outbox icon. [COPY] these icons to your
desktop from the New Icons/* Blank Icons folder.

Show Cortrols
(=7 £~ Blank leons || Show Cortrols

Olyect

* Blank locons Examples
Capsule

Clipboard

Color Settings

DEa Tool

Discand

Ernail Achvanced

£
£
4
(]
1 =
(-]

Ernail Ervelepe

[ Ernail Outbos:

For now let’s continue using the Capsule example from the previous example to
show you how to use email within Meta5. Next [COPY] the My First Capsule
Step 3 Capsule located in the * New Icons\Getting Started Folder to your
desktop, then open it, next [COPY] or [MOVE] the Email Envelope and Email
Outbox icons to the My First Capsule Step 3 Capsule as shown below.

5 Meta5 Workstation - g

f . Eeginner's s i
Beginner's ; &
Gi?de.pdf Vides Frivelope

g My First Capoude Step 3] Fun| Connect loons | 51 Control|

Ervelope
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de

Next [OPEN] the Email Envelope and fill in the following as shown below. Feel
free to fill in your own email, subject and message. Now close the envelope to
save it.

oo (53] Email Envelope| Fi || Unck || Ac attachrment | Reply || FindFeplace| Z |

From: o From: By default Metab uses the From
To: jim@metas.comm address specified when you configured
CC o Metab, or if you like you can override it
Subject Repor for Total Napa O

ey, Checlk out this report for Total Mapa O To: or CC: Fill them in as you
like, for multiple address
seperate them with commas
I

ﬂ— Body or Message Area ! 5]

Next connect the Excel Spreadsheet.xIsx icon to the Email Envelope icon and
then the Email Envelope icon to the Email Outbox icon as shown below.

il

1. Click the spreacdsheet

5 Meta5 Workstation - guest@

3. Click the Email

FEE_HI

: Envelope
= Excel P - o p
= Quer}r 1 E|§;:EE ES hE Directony S Run | o

4. While the Email
Envelope is highlighted
/ f‘ | Click Connecticons a
second time
6. DeSelect Era] — ,

and Run the Envelope

Capsule 5. Click the Email Qutbox to
TP | create the second arrow

L[>

NOTE: There is no need to set Options on the two arrows you just created as the

whole spreadsheet will be copied as an attachment to the envelope and the
entire envelope will be sent to the Email Outbox .

NOTE: The Email Outbox cannot be opened. Its only purpose is to deliver
envelopes within Capsules.
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Now close the above Capsule then [OPTION] it, and rename it to My First
Capsule Step 4. To learn more about Email and various settings including how
to embed HTML into emails refer to the Meta5 Getting Started Manual.

5 Meta5 Workstation - guest@Starter Editi

FC

Spreacshe Diresteny

xlax

=

] 5
Errail Ernail
Ernelope Ciutheae

Cery

Hd9 ™« 9= Report for Total Napa - Message (HTML) - O

G| Message  Adddns & | - ™ - |5 Excel Spreadsheetxlsx [... - B

From: jim@metas. com Hot | Insi | Pag | For | Dat | Rev | Vie' | Adc | Qui | & e o g 2R
To: Jim Kanzler Al - % | Report for ”
Co L =
Subject: Repaort for Total Napa & B s o E F G ™

d MESS&QE] E}{cel Spreadsheet,xls}{[ ; _

3 market_desc UNITS  DOLLARS L
Hey, Check out this report for T 4 chicago 173,036 5 689,401 200,000 1
5 Cincinnati 42016 5 182,044 700,000
6 Cleveland 115346 & 486,635 ﬁﬁ
7 |Dallas 48130 5 163,926 200000
8 |Detroit 128,787 § 672,700 200,000
9 Houston 46,726 § 185,423 200,000
' 10 Indianapolis 46,565 % 177,552 100000 ﬂﬂﬂjj
jim@metas.com 11 Kansas City 34401 5 131,215 4
M 4 » M| Sheetl . Sheef2 /SheetB,dﬂ{l [T » [
Ready Calculate | |[EEm so% (= & .

The figure above shows the completed My First Capsule Step 4 Capsule as well
as the resulting email in Outlook with an attachment.
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Using @Variables within a Capsule
Click for Video — Capsule Step 5 (Using @ Variables)

Meta5 Capsules have variables to make your applications more flexible and
powerful. We call the variables @Variables. Each Capsule has its own set of
@Variables specific to that Capsule application. @Variables can be found by
clicking on the Show Controls button in the Capsule header.

Each icon contained within the Capsule can access @ Variables, that way you
can make a change to the variable in the Show Controls button and all icons
within the Capsule will use the new value set for that @Variable. Let's show you
what we mean by an example.

For now let’s continue using the Capsule example from above to show you how
and why to use @Variables. Now [COPY] the My First Capsule Step 4 Capsule
located in the * New Icons\Getting Started Folder to you desktop, then open it,
and click on Show Controls. Here you will see a list of @Variables A-Z, AA-AZ,
BA-BZ... 256 in all to choose from. You can assign any meaning you want to
them, they are variables! To remind you what the variables do in your Capsule it
is recommended you type a name in the Description. The Value field is where
you set the variable.

5 Meta5 Workstation - guest@Starter Edition

Click on Show Controls to bring up the
User Input Control window where all
@-Variables are stored for this capsule

=

Usa'lrpllCorlml| Appl}r| Can:e|| Fhaset|

Range of variables [V .7 B B7 i CA-CF]

Descripion
Dizcard

| | Text | |T0ta|F'ioneer

Errail

Emvelope | | Mene | I

NOTE: Any icon within this ©  Typeinanameforthe 1 ] |

capsule can get the value of Desciption of the Variable, ] |
any @-Variable stored in this and type ina Value for the
User input Control Window. Varabletochange it [Tore ] |

| | Heme | |
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Type in Product Description for the Description of @A and Total Pioneer for
the Value of @A and then close the User Input Control window.

Next, we will show you how to place the @A Variable in the First Query Icon, the
Excel Spreadsheet Icon, the PC Directory Icon and the Email Envelope Icon.

Placing @Variables in the Query Icon constraints

To place @Variables in the Query Icon constraints just type in the @Variable
name you want where you would normally place the constraint value. For
example, open the First Query icon found in the My First Capsule Step 4 folder
and [SELECT] and [OPTION] the Total Napa constraint found on the
product_desc field. The Comparison Options window opens. Change the Value
from Total Napa to @A. After making the change close both the Comparison
Options and First Query windows.

5 Meta5 Woarkstation - guest@Starter Edition

age; (25 First Query || Show Data || Clear Data |

= " (Charge Sort Seﬂirgs) |Unique -~
I=ons B too My First Capsule Step

_ Ei Fa rriarket_desc LNITS DOLLARS
Ml Firg =
gfe?jl First - E:S:el
—Lar
ﬁ Qﬂy&xﬁd| Show Ouer}r| Clear Query ﬂﬂ
_ -
Discarg MARKET SALES_FACTS PRODUCT .| = Brand |
MARKET KEY | FRODUCT_KEY |—= FRODUCT_KEY
Wh : market_lvl T MARKET_KEY procuct_vl
en ihis capsule # rnarket clesc PERIOD KEY prochct est
IS RU” it will region ¥ NITS pped e el
substitute Total g — VOO aRs 7 We replaced the Total
Pioneerfor the bt ackmins_email AVG_HTL_PRICE Napa constraint by
value of @A [ market i ; DiSPLAYS [SELECT]ing and
. . [OPTION]ing this field and
oz | PERIOD / an .= then by typing in @A
PERICD_KEY WPE'
rariced bl riral

When this Capsule is Run, the query will execute and the constraint on the
product_desc field will be the current value of @A at the time the Capsule is run.
In this case Total Pioneer will be the new constraint because that is what you
typed in for the value of @A in the Capsule Show Controls/User Input Control.
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Placing @Variables in the Excel Spreadsheet Icon

To place @Variables in the Excel Spreadsheets within Meta5 we use an Excel
feature called Defined Names. Each version of Excel has slightly different ways
to define names. To learn more about your specific version of Excel you can
Google Excel Defined Names on the internet.

The Excel Defined name must follow a specific naming convention for Meta5 to
place the @Variable in the excel spreadsheet. The naming convention is as
follows M5GET_? Where the ? is the @Variable you want. For example
mbget_a will retrieve @A, M5GET_BB will retrieve @BB and so on... The
mb5get_ is non-case sensitive.

FI™ R R e Excel Spreadsheetxlsx - Microsoft Excel ——
Home | Insert | Page Lay: | Formulas | Data | Review | View | Add-Ins | QuickBot | & 9 — e EX
m5get a - I | Total Napa v
Name Box|'g .:“. Type mbget _a in the Name Box while you are -
lelepnltfﬂr Total Napa incellb1. Nexttime this capsule is run Total I
2 Napa will be replaced with Total Pionheer
3 marker_desc UNITS  DOLLARS
4 Chicago 173,036 5 689,401 200,000
5 |Cincinnati 42016 5 182,944 700,000
6 Cleveland 115346 § 486,635 xﬁ
7 Dallas 48,130 $ 163,926 200000
& |Detroit 128,787 | 5 672,700 300,000 - UNITS
9 |Houston 46,726 5 185423 200,000 =
10 Indianapolis 46565 § 177,552 100,000 ﬂﬂﬂjj:lj]i ® DOLLARS
11 KansasCity =~ 34401 5 131,215 -
12 Milwaukee 75391 5 294,494 ‘E:'E EENRE w2 J:"-’E
13 Minneapolis 41,292 5 175374 £t5 2o I E E 8 é:" Eﬁ 2
14 | Pittsburgh 90,431 § 386,819 0o gEs =
15 St. Louis 43,331 & 148,699 -
16
17 TOTALS 885,452 $ 3,695,182
s L
19 -
4 4 » M| Sheetl .~ Sheet? ~Sheet3 ¥l nER! il | a0
Ready | “@“ﬂl 809 ':.E.:' . ':.E.:'

To set the @A variable to cell bl in Excel 2010; Select bl the cell that you want
to name. Click the Name box at the left end of the formula bar in Excel. Now
type mbget_a and press Enter key. Now close the Excel icon within the Meta5
Capsule and the next time the Capsule is run the value of @A will appear in cell
b1, in this case the value of Total Pioneer.
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Using @Variables as the filenames for files written to your PC.

To use @Variables as the name of the files you are writing to your PC, you need
to set the arrow connecting the icon to the PC Directory icon. For example, in
the My First Capsule Step 4 Capsule [SELECT] the arrow connecting the Excel
Spreadsheet icon to the PC Directory icon and [OPTION] it. Now, change the
name from Total Napa.xIsx to @A.xIsx. When the Capsule is run, the value of
@A will be substituted dynamically as the name of the Excel spreadsheet that
will be written to the PC.

5 Meta5 Workstation - guest

FYl, Show Controls are where
@Variables are stored

5 ‘ [SELECT] this arrow and
—* Excel P2 pp [OPTION] it to open the Crpenl s
Spreacishe Dire-:tc-rv‘T Arrow Options window Run Leg
g Aaniim‘s| Appl}r| Can:el| F|'E-,s3t| ﬂ
- | Stop Belore ™ -
Ermail Transfer
Erwvelope
mﬂ;?rm Null Mo
|

Copy Data From  "BExcel Spreadsheet xdsx™

Change the name from
Total Napa.xlsx to
@A xlsx as shown. The
value of @A will be
substituted from the
Show Controls when the
capsule is run.

Source Area Al I:Zla.ta.

Copy Dt To  "PC Direclony”™

Desu . Son Area
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Using @Variables for Email messages and content

To use @Variables within emails you need to insert special regions called Text
Options within your email message. For example, in the My First Capsule Step 4
Capsule open the Email Envelope, click on the Subject area and delete the Total
Napa text. Now, while the cursor is still in the Subject field, [OPTION] it and a
Text Options box will appear, type @A in the Region field.

5 Meta5 Workstation - guest@S

oge. (53] Email Envelope| By | Unco || Srow attachrmert| S | # |

Fomc O
To: jim@metaSeomt  Click here and press
CC: o [OPTIONS] to open the
%‘@ El ﬁﬁ Subject Reportfor & Text Options window
Py Fir = hrment \
Ca : —* Excel I oo ! - L |
First Spreacshe Hey, Check out this repert for Total Napa O
Cuery xlax

Tm:tjSm‘sl Applyl Can:ell Hesetl

Discard

Type @A in the E-__mae'l'ope
Reqgion Field, then i =
the value of @A will
be replaced when
the capsule is run.

Repeat this for the Total Napa text in the body of the email. Note that this Text
Options is slightly different, and requires a click on Region in the Display choice.

Fromo O
Te: jim@metagcemO Place Cursor Here
CC: o and press
Subject Reportfor [0 [OPT|ONS]
tachment 1

EH ey, Checlk out this repert for [0

I Ta:t(h:lionsl Applyl Can:ell Fn'esetl

Disc Click Reg;’on on . Dizplay |Chara.cter {Paragraph JESEs T
the Display ] J
choice J Fegion | @4 |
| Description I |
4 N4 1d
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Once you have created the text regions in the Email Envelope, save the
envelope by closing the window, then close the Capsule and rename it by
[OPTION]ing it (F4 or Alt-Enter) when the Capsule is closed. Rename the
Capsule to My First Capsule Step 5. Open and run the Capsule. Notice how the
value of @A in this case Total Pioneer is substituted wherever @A is used.

Meta5 Workstation - guest@S5Starter Edition

— User Input Control || &pply || Cancel || Freset
odo My First Capsule Step 5| Run| Connect leons

Range of vaniables
%@ Description
First Excel F—= PC an |F'r0du:t Description
Cuery Elg;eadshe Directony
I LY oo 5 v Erwelope| Fa || Show atachrent | S ]
From: 0 ofei (=, PC Directory E #
To: jim@rnetaScomO =
: cC o Name
Errail N
Ervelope Subject Report for [ Total Pionesr] 0 X Total Mapa _
Attachment 1 ¢ Total Picneer
il Hey, Check out this report for TTotal Picneer] 0
u L 2
- Anow Opions | 2pply [ Cancel || Reset l
= - ~ |= Excel Spreadsheetxlsx - Mi... = == = |4 |4
) ) Stop Llefore ™
m Hor | Inse | Pag | Fori | Dat | Rev | Viev| Adc | Quii| @@ e = R Tre =3 e
msgeta .~ fx | Total Pioneer M “Sopor Nul ——gme
A [ B C D E F ¢ | DemTmuste e o
1 Reportfor | Total Pﬁ_ noer —
2 Copy | 'eta Fiom  "BExcel Spreadsheet xdsx™
3 market_desc UNITS  DOLLARS |
4 |Chicago 855,126 $ 2,973,185 350000 SoteAiea EAIWEEE Cther |
5 |Cincinnati | 715,693 $ 2,745,583 | 3508000
6 |Cleveland 660,420 5 2,428,655 3000
7 |Dallas s 5 4,110,564 2500600 TI | I 5
B |Detroit 876,813 § 3,636,236 2,000 000 ‘I—L; 3 Copyl ata T3 "PC Direclony”
5 |Houston sEsEEEE S 4,012,151 1,500,000 I3
10 |Indianapolis 843,953 § 3,082,368 1‘233:% ._l__l Destinatio. Are: Other
11 |Kansas City = 435845 §$ 1,617,372 - i ~, jonl me [@A
12 Milwaukee 397,086 5 1,436,006 Eﬂg = ;'g TELT Sl Region .
13 Minneapolis 490,275 § 1,759,807 o ze z3 E N - =i
- £ .2 T . =
14 |Pittsburgh | 556,775 $ 2,134,154 25 o .
ot Lo oo a1e i S 110706 = EEE This is the completed My First Capsule Step
15 L 5 Capsule showing where the value of @A is
17 TOTALS HEBSEHY $32,046,957 stored. How @A was substituted to create the
18 - Total Pioneer.xisx file, the use of the mbget_a
M 4 ¥| Sheetl ~Sheetz Sheets _ @]4[ | ! defined name in cell b1 in Excel, and how @A
Ready | EEE e y] @) is used in the Subject and Body of the Email

This example shows how @A is used in many different places in this Capsule.
NOTE: You can use up to 256 variables simultaneously to create very elaborate
Capsule applications. Please refer to the Capsule user guide to expand your
knowledge of how @variables and regions are used to pass values and data
from icon to icon.
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Iterating Capsules, how to run Capsules over and over
Click for Video — Capsule Step 6 (lteration, running Capsules over and over)

One of the reasons the Meta5 tool is so powerful, is because it automates the
cutting and pasting of data. You can build an application that produces a report
for one set of variables, and then run it again and again for other sets of
variables. You can setup iteration to create the reports automatically without
having to manually change the variables for each run. The list of variables can
be stored in a spreadsheet or fed from the Query tool. This section will show you
how to create iterating Capsules that run over and over to create an unlimited
number of reports.

Let’s continue using the Capsule example from above to show how iteration
works. First [COPY] a new Capsule located in the * New Icons\* Blank Icons
Folder to you desktop, open the Capsule. Now [COPY] the My First Capsule
Step 5 Capsule located in the * New Icons\Getting Started Folder into the new
Capsule. Now [COPY] a new Excel spreadsheet.xIsx icon located in * New
Icons\* Blank Icons Folder to the left of the My First Capsule Step 5 Capsule as
shown below.

5 Meta5 Workstation - guest@Starter Edition

1.[COPY] a new 2. Openthe Capsule
(571 New leons Stow Contole L Capsule here

&) 53 * Blank loons | Show Co

3. [COPY]the My First Capsule
Step 5 here

oo Capsl.ie| E Connect Ic:on3| Show Cortrols r

Obyect
% First Query Wiy First
== Function Pad Referenc Capsule

£ o Step &
@ Discarl BR o board ShortCut Ref§
3 Ermail

. "B My First Capsule 4 [COPY] a new blank
L= Email B o891, First Capsule Step 4 Excel Spreadsheet xisx
BB Wty First Capsule Step icon here

M First Copeie Step 3
el R Mty First Capsule Step 4

8% Wy First Capsule Step &

Next we need to create the list of values we want the My First Capsule Step 5 to
run for. Each new value will mean a separate run of the My First Capsule Step 5.
We can create the list in Excel so open up the Excel Spreadsheet.xls icon and
type the following values in the following cells a1 = ‘@A, a2 = Total Monterey, a3
= Total Napa, a4 = Total Beantown, a5 = Total Sonoma. See below;

NOTE: For cell a1 you will need to type in an apostrophe ‘@A so Excel knows it's
a text field.
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ogo Capesule| Run| Connect lccns | Show Controels

ogo

My First
Capsule
Step &

] =l = - ¢ - |+ Excel Spreadsheetxlsx - Microsoft Ex...
Home | Inserl | Page | Formi | Data | Revie | Wiew | Add-1 | Quick @ <2 e = B EZ
Al - A @A

A B C D G

@A

Total Monterey
Total Mapa
Total Beantown

Type the following values in the Excel
spreadsheet. Each new row inthe
spreadsheet will mean the My First
Capsule Step 5 capsule will run again
and again each time substituting a
new value for variable @A

Total Sonoma

00~ @ | W e

9 ' -
4 4 + ¢ | Sheetl . Sheet2 “Sheetz ~¥J [« 1t | » 1]

Ready | |[[Emmm oo = O (3

Next we need to create an arrow from the Excel Spreadsheet.xlsx icon to the My
First Capsule Step 5 Capsule, but this time we need to set the arrow Destination
Area to Other then type in a key word called controls. See the below picture.

5 Meta5 Workstation - guest@Starter Edition

ul 1. Click the Excel

. g Spreadsheet xisx 2_Click Connect Icons
Beginner's o
Guide, poif

3. Click the
| My First
— Capsule
F——————8 iy First Step 5
capsule to
create the

4 While the arrow
is still highlighted
[OPTION] it to get
the Arrow Options
windows to appear

5. Inthe Destination Area click

Otherthen in the Region Name

N type the keyword controls which
My First Capsule Step & directs the contents of the Excel

Destination Area Cther Spreadsheet xIs icon to the Show

) o I ’_4 Controls @ Variable list in the My
Name | ! First Capsule Step 5 capsule
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After setting the arrow close the Capsule and rename it by [OPTION]ing it (F4 or
Alt-Enter). Rename the Capsule to My First Capsule Step 6. Open and run the
Capsule. See the results from this Capsule.

Note: If the list in Excel was longer it would create a new report for each row of
values in the Excel spreadsheet.

Inner capsule that

oo My First Capsule Slep6| Run| Connect leons || Show Oontrols|

A e e, = B A executes over and over
Al - F : ~ — - = —
| 0o: oo (7 P2 olreciony| = H
- - c = Excel Wy Firs] 8 80 S Pk =] # [T
- Spreadshe Capsuld o
1 @A P xlzx Step & Name 4
2 Total Monterey = n oo Myﬁrst(hmdeﬁtap5| Aunl| Connectleod B3 $09
3 |Total Napa 7 = ™ FExcel Spreadshest
4 Total Beantown % K ¥ Excel Spreadsheet (2)
5 Total Sonoma %‘@ x
F s —* Excel —* 3
6 First P
7 ] Query )Sdgrxaadshe Directory %
. List of values to start T % Total Pioneer
iteration - l —
3 s |I| -1 [ i
i
X -$Excel Spreadshest (2
| [/ 1005 (=) ] (3)
Eal I N A8 L Meta5
LA e .
Resultart Emai Inbox - Ji " pasuttant spreadsheets Home  Share  View
esultant Emails zceive  show in Meta5 PC Directory
generated from this as well as Windows v 4 )« Temp + Meta5 » v G
capsule Explorer, some temporary O n R -
" size |, files are shown as well. me ate modiee
v -
@ ol | 09 6/25/201512:1(
% 4 Date: Today &} |Z_|] Excel Spreadsheet (2)x...
L 4] (@ jim@metak... 20 KB Mon 6/29... Report for Total Sona ‘] ) Excel Spreadsheet.xlsx
Hey, Check out this report for Total Sonoma <end= & Total Beantown.xlsx
% @ jim@metas... 20 KB. Maon 6/29... Report for Total Bean ] |z|_] Total Montereydsk
= Hey, Check out this report for Total Beantown =end &
.§ 1 0 jim@metas... 20 KB Mon 6/29... Report for Total Napa 2] Total Napa.xisx
=, Hey, Check out this report for Total Napa <end= i) & Total Pioneer.xisx
- 1l jim@metas... 20 KB Mon 6/29... Report for Total Moni IE_] Total Sonoma.xlsx
. Hey, Check out this report for Total Monterey =end=| Lo
All folders are up to date. [ Connected to Microsoft Exchange W £

You are now finished with the Beginner’'s Guide. This guide was meant to give
you an idea of the power of the Meta5 platform. It is only an introduction and we
encourage you to learn more about the unique powerful integration and reporting
capabilities of Meta5 and to learn how to execute other windows applications
within Meta5 or learn how to integrate Word and Excel within Meta5. Also learn
how to extract data from the web to be fed into Meta5 Capsules. Feel free to look
through the New Icons file drawer for examples, tutorials, videos and
documentation. Also feel free to visit our website at www.Meta5.com for more
information or call (888) Meta-555 to talk to our sales staff or consulting
professionals if you should have any questions.
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Finding more information and expanding your knowledge of

Metab
Click for Video — Where to go to find more information on Metab

NOTE (This final section is not yet completed)

There are many resources available that will help you expand your knowledge of
Metas.

Find more information about Meta5 including where to find;

- Meta5 Manuals and Documentation

Different types of finished Capsules applications (Learn by example)
Meta5 Instructional Video’s

Metab Self-Paced Tutorials

Virtual Classroom Training
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APPENDIX A (Meta5 Pop-Up Function Pad)

The pop up function pad is used as a quick way to invoke the [COPY], [MOVE],
[DELETE] and [OPTIONS] commands.

B |

You can activate the pop-up function pad by pressing and holding both mouse
buttons, but be sure to remember to [SELECT] the icon first then activate the
pop-up function pad. The pop-up function pad will continue to appear on the
screen for as long as you continue to press both mouse buttons.

Now to invoke any of the four functions, while the function pad is displaying, keep
pressing both mouse buttons and move your mouse to the function you want.

To delete a
selection,
drag the
pointer up
To copy a

selection, drag
« the pointer to the

= right
To move a - r.

X

selection, drag
the pointer to
the feft

To open or
close an options
window, drag
the pointer
dowr

[SELECT] the icon you want to work on, activate the function pad, with both
buttons, hold them down and then move your mouse for the desired operation.
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X
X

— r. Delete = r. Move

X
X

= r. Copy = r. Options

W
>
1,

=4

NOTE: The Copy and Move functions require selecting a destination to copy to.
This can be done by clicking the mouse at the desired destination location after
you have selected Copy or Move.

FOR EXAMPLE:

How to copy an Icon file

- . o
Bexinner's .:—_ r. Beginner's
Giniicle, ;:-:if- == k Guide, pof
X . . R
Click both buttons to invoke Click the location
Click the file you the function pad keep of where you want
want to copy pressing buttons and move the copled file to go

mouse to the copyicon
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APPENDIX B (Keyboard Functions and Keystroke Shortcuts)

Key Function

F2 [MOVE] Same function as Move on the pop-up function pad.
F3 [COPY] Same function as Copy on the pop-up function pad.
F4 [OPTIONS] Same function as Options on the pop-up function pad.
F5 [DELETE] Same function as Delete on the pop-up function pad.

NOTE: The Delete key on your keyboard will also work
the same as F5 [DELETE].

F1 [HELP] Displays and opens our documentation.
F8 [SIZE] Opens an icon or changes the size of open windows.
F9 [STOP] Terminates a Capsule, Query or SQL Entry process.

NOTE: F9 [STOP] is very important as a way to interrupt
queries or Capsules that you want to stop.

Keystroke Shortcut
ALT+ENTER Option the currently selected icon or item.
ARROW KEYS Navigates the icons on the Meta5 Desktop and within

Capsules. Arrow keys will also scroll through the choices
on the System Menu and steps though items within

containers
CTRL+A Select all items or text.
CTRL+C Copy selected items.

CTRL+DOWN ARROW Page down.

CTRL+F4 Closes the currently selected window.
If a menu is open, it will execute the selected Item.

CTRL+INSERT Copy items.

CTRL+LEFT ARROW Page left.
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Keystroke

Shortcut

CTRL+RIGHT-ARROW Page right.

CTRL+TAB

CTRL+UP ARROW

CTRL+V

CTRL+X

ENTER

ESCAPE

MENU

CTRL+WINDOWS

SHIFT+DELETE

SHIFT+INSERT

CTRL+DRAG

Toggles through all open windows on the Meta5 Desktop.
Page up.

Paste items.

Cut/move selected items.

Opens the currently selected icon on the Meta5 Desktop.
If a menu is open, it will execute the selected Item.

Cancels icon selection on the Meta5 Desktop or
deselects the currently selected item on the system
menu or container.

Activates or deactivates the [*] button of the

active application window. If a window is not active. It
will activate the system menu of the desktop [*] button.

If a menu is open, it will execute the selected item.
Toggles through all open windows on the Meta5 desktop.
Cut/move selected items.

Past items.

Using the left mouse button along with the
CTRL key will copy (not move) the selected icon(s).
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APPENDIX C Touch Navigation (when icons are closed)

Function Touch Input (mouse/keyboard equivalent)

To [SELECT] an icon, tap the icon once.
* [SELECT] Left mouse click
an icon To [DESELECT] the icon, tap on an empty

* [DE_SELECT] space on your desktop once. Left mouse
an icon click

First, make the selection of the icon you

* [OPENJan |\ ant opened by tapping once on the icon

Icon [SELECT] Then, tap the icon a second time.
Double left click on mouse.
Once an icon is [SELECT]ed, pinch out with
e [OPEN] an

two fingers to open.
Icon (stretch) | g [s|ng]. ’

Once anicon is [SELECT]ed, then

* [EXTE.ND] [EXTEND] to another icon by touching the
Selection next icon and then tap with a second finger.
Repeat for all icons to [EXTEND].
Right click on mouse
Once an icon is [SELECT]ed, then
* [EXTE,ND] [EXTEND] to another icon by touching the
Selection next icon and hold until a square appears,
then let go. Repeat for all icons to
[EXTEND].
Right click on mouse
: Once an icon is [SELECT]ed, invoke
o Display Function Pad by tapping an open space on
El;gctlon your desktop, with both fingers at the same

time. Left and Right click on mouse
simultaneously

e [MOVE]an | Tap and hold finger on icon to be moved
Icon on the and then drag icon to desired location and
Desktop let go.

Left click and drag on mouse

G| G| G | G r| E
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Touch Navigation (when icons are open)

Function

Touch Input (mouse/keyboard equivalent)

e Re-[SIZE] an
Openicon
(3 step most
control)

1. Tap the open window header

2. Pinch-out within the open window (to invoke
[SIZE]ing, NOTICE: Sizing message in
Message Bar)

3. Tap, hold and release to set desired window
size.

Left mouse click on header and press F8
[SIZE], select and drag to desired location.

e Re-[SIZE] an
Openicon
(be precise)

Tap and hold on window edge and move to
desired location. NOTE: you must [SELECT]
window edge very precisely.

Left mouse click on edge of window, hold and
drag to desired size

)

(be precise)

release. NOTE: you must be tap in the middle
of the window header Left mouse click and
hold on window header and move to desired
location

e [MOVE] an Tap twice quickly on open window header.
Open icon Continue to hold from second tap and drag to
(most desired location and release. Left mouse click
control) on window header and press F2 [MOVE],

select and drag to desired location
Tap the open window header, continue to hold

* QAOVE] an from the tap and drag to desired location and

pen icon

)

e Scroll Press and hold two fingers within the open
Contents window, while holding fingers down, drag in
within Icon the direction you wish to scroll and release at
the desired location.
Left click and drag scroll bars on window
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e To Cancel a | Swipe two fingers in any direction on the
Move/Size desktop to cancel a Copy or Move operation.
Operation Left mouse click on blank part of desktop,

deselect.

Capsule or desktop while process is running.
Query F9 [STOP].
process.

e Close an Pinch two fingers together inside the open
Icon Icon.

Left mouse click the name of the icon in the

window header.

e To[STOP] a | Swipe two fingers in any direction on the @
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APPENDIX D

Configuring the window size of your Meta5 Desktop on your PC

You can change the default window screen size of your Meta5 desktop as you
like. To change the screen size you must use the Meta5 configuration tool. You
can access the Meta5 configuration tool by right clicking the Meta5 Start Center
white icon in the Windows notification area in the lower right hand corner of your
Windows task bar and choosing Configure Meta5 Start Center.

After the Meta5 Starter Edition Configuration tool launches select the Workstation
tab.

Workstation. Email  Help

Server Settngs Iy Click here to

change screen size

Broadcast Address:

Default Language: ENGLISH

o oD,

.
%5 Workstation Settings

Screen Settings

In this example, the size of the
Starter Edition desktop would
be 8 icons down by 11 icons

Fleaseenterthe custom screen size
settings for yourwaorkstation.

across. Setting the rows and
columns both to Owaould allow
the workstation size to be as
large as possible for the screen
size of your PC.

Screen Rows: f

Screen Columns: ?

Options
Start Workste uto matically

Disal  Enter number of screen row
and columns in these fields

v

i Apphy il Cancel I

[ Advanced

[ Apphy ]’ Cancel ]

Enter the number of screen columns and rows that you would want your Meta5
desktop to occupy.
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The number of screen rows is represented by the number of icons that can fit
within the Meta5 window vertically (up and down) and the number of columns are
represented by the number of icons that can fit horizontally (side to side).

By default you will see the Meta5 rows and columns being set to 0. This
configuration will give you the maximum amount of rows and columns to fit within
the screen size of your PC. For example a PC screen size of 1920 x 1080
resolution will show 11 rows and 25 columns of Meta5 Icons; whereas a PC
screen size set to 1024 x 768 resolution will show 8 rows and 13 columns of
Meta5 icons.

If you like the Meta5 screen size to always maximize, then keep the setting of
rows and columns to 0, but if you want more control of how your meta5 desktop
appears select a row and column setting that works for you.

Click ‘Apply’ in the Screen Settings window as well as clicking ‘Apply’ in the
Meta5 Configuration window.

NOTE: The Meta5 Starter Edition will need to be restarted for the size change to
take effect.

*NOTE: If you are working on a larger screen and utilize the full Meta5 desktop
by placing icons throughout the desktop you may run into some trouble if you
then decide to shrink your desktop size. You may see a message that all of your
icons cannot be shown.

! Important Message:

The currert screen geornetry coes not match the desldop layouwt. The icons
hawe net been rearranged to accornmedate the current screen size. Some
icens will not be available,

To correct this go back to your original large screen size and move all your icons
to the top left corner of the desktop by the number of rows and columns you will
be shrinking to, leaving the excess Metab desktop area void of icons. Now, if
you shrink your screen size all icons will be visible again.
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