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CARDBOX FOR WINDOWS
Cardbox is a database. It stores information and indexes it for
fast retrieval. You can search your records on any combination
of criteria and view or print them in any format you want. You
can create summary reports, mailing labels and standard
letters.

S IMPLE

Imagine a card index.

Then imagine a card index with no limit to the amount of text
you can have, plus photographs and scanned documents.

Imagine that you can search on any word, number or date,
anywhere on the card, in any combination - and you are
beginning to imagine Cardbox.

POWERFUL
Cardbox is straightforward but it is far from trivial. Many of the
applications you thought you needed a relational database for
can be done easily with Cardbox.

Size of each field: No built-in limit.

Fields per record: 4,096.

Images per record: No built-in limit.

Size of each record: No built-in limit.

Records per database: 10,000 (Home Edition)

16,000,000 (Professional Edition)

Number of databases: Unlimited.

Maximum database size: 1,000 GB.

Number of index terms: Unlimited.

Complexity of searches: Unlimited.

Data import formats: CSV, ODBC, OLEDB.

Data export formats: CSV, XML, or user-defined.

Simple data interchange with Microsoft Office and mail-
merging with Microsoft Word.
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FLEXIBLE
Your Cardbox database format starts life as a blank screen.
Onto that screen, simply draw the fields you need, and your
database is designed. You can move your fields around and
resize them as much as you like.

Even after you have added records to your database, you can
still rearrange your fields or add new ones without harming the
data you’ve entered already.

When you want to create a summary report, or a standard
letter, or some other view of your data, you just design a new
format. The format acts as a “window” on your data, presenting
the same information laid out in a new way.

SAMPLE DESIGNS
Cardbox comes with several sample databases for common
uses such as mailing and contact management. You can use
them to teach yourself more about Cardbox, or you can make
copies of them and use them for your own purposes. You can
use them as they are or you can tailor their formats to meet
your needs.

VERSATILE
Anything you can make lists of, you can manage better with
Cardbox. Here are some examples:

Mailing lists

Address books

Membership databases

Insurance inventories

Correspondence archives

Guarantees and receipts

Cuttings and abstracts

Bibliographies

Academic research

Business uses include many of the above, plus:

Contact management

Museum catalogues

Personnel

Recruitment

Cardbox - Professional Edition

The Professional Edition of Cardbox adds extra facilities for

networking and corporate use:

• Access control, with password-protected user profiles.

• Encrypted databases.

• Sharing multi-user databases on a LAN or across the Internet.

• Macros and programming.

• Validators to verify and reformat user input.

• Relational linking between databases.

The maximum database size is increased to 16 million records.

The Professional Edition starts at £299 (plus VAT) for a single-user

licence, and upgrade terms are available.

EXPLAINED
The better you understand Cardbox, the more benefit you will
get out of it. And for getting a deep understanding of any
subject, there is nothing better than a book.

The Cardbox book is not an ordinary computer manual. It is
300 pages in full colour and it’s written by human beings for
human beings. You can start reading it with no knowledge at
all and by the end you’ll know everything there is to know
about Cardbox. There’s even an entire chapter devoted to the
ways in which other people are using Cardbox, to inspire you
and make you impatient to start creating your own databases.

SUPPORTED
We support Cardbox. For the first three months you can get
technical support by emailing us. After that you can join one of
the free Cardbox discussion forums that we maintain, or you
can pay an annual subscription for continued email support.

HOW TO GET IT
The Home Edition of Cardbox costs £54.99 including VAT. You
can buy it directly from the web site, with secure credit card
ordering, or you can contact us or one of our distributors.

Cardbox Software Limited
P.O. Box 91 • Tunbridge Wells • Kent TN2 9GP • England

Tel: 020 7460 3179 • Fax 020 7504 3668

sales@cardbox.com • www.cardbox.com
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Deleting items 
To delete items from your design, select them and then press the Delete key. 

What happens when a field is deleted 

If you delete a field in an alternative format, the field disappears from that format.  If 
you delete a field in the native format then that effectively deletes the field from the
database.  This is a dramatic step, so Cardbox maintains the field as a half-alive
“ghost” until you definitely decide to purge it for ever.  Ghost fields can be re-created
with little or no data loss. 

Undoing a change 
To undo the last change that you made to the format design, use Edit > Undo.  
Cardbox remembers quite a few changes, so you can use this command several 
times in a row.  If find that you’ve undone too much, use Edit > Redo to restore the
changes you didn’t mean to undo. 

Overlapping items 
Format items shouldn’t overlap because Cardbox won’t know which of them to draw:
it won’t be a disaster if you include them in your format but the result will look 
strange.  In the format design, overlapping areas are shown by red-and-white 
diagonal stripes.  If you don’t notice the overlap, Cardbox will warn you about it 
when you save the format. 

The printable area 
If you are designing a format to be used for printing, it helps to see on the screen 
how much space you have available.  Most paper is narrower than most screens, 
and mailing labels are of course much smaller than the screen. 

Cardbox shows you how big the printable area is compared to your format design, 
with a subtle orange-and-white dotted line.  This shouldn’t irritate or confuse you 
while you’re designing your format, but if it does then you can use View > Printable 
Area to turn it off. 

The size of the printable area depends on the fonts you are using and also on your
printer settings: see “Appearance” (p.107) and “Printer Settings” (p.115). 

For more about the 
fate of deleted fields, 
see Help Point 538.

Edit > Undo 
Ctrl + Z 
Edit > Redo 
Ctrl + Y 



Unlimited text in any field

Any field can contain any amount of text, from a

single character to many pages. If there is more

text than will fit in the space on the screen, you

can scroll it to view the rest.Step-by-step searching

In Cardbox, you can build up complex searches

one step at a time, so you can always see where

you are. At each stage you can see the commands

you have entered and the records you have found.

Configurable menu bar

Any number of lines in a field

Intuitive icons and
instant help make the
toolbar easy to use

Drop-down lists and check
boxes for easier input (radio

buttons also available)

Automatic hyperlinks to web
and email addresses

Browse bar for quick access
to selected records

Image browse bar

Built-in spelling checker

Click here to see the image at its
full size, in a window of its own.

Image handling

Images can come from files, scanners, or

cameras. They can be photographs,

drawings, or documents. They can be any

size: A4 documents are no problem.

You can store any number of images in

each record.

Intelligent indexing

No need to define fields as “Date” or “Numeric”.

Cardbox recognises numbers and dates and

indexes them appropriately.

Live indexing in any field

You can tell Cardbox to index every word in a field.

You can also turn indexing on and off for particular

words, with a single keystroke or mouse click.

Open as many databases as you like

You can open several databases at the same

time and switch between them or view them all

together. If you are working on many projects,

you can give each one a “workspace” of its own,

with its own collection of databases.


