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Perspective can help you manage your schedule, tasks, contacts, notes, and other

important information. This chapter explains how to use the Handbook, the basic

reference source for using Perspective. It also introduces the basic concepts needed to

understand Perspective. This chapter covers:

Organization of this Handbook . . . . . . . . . . . . . . . . . . . . . . . . . . . 2

For More information About Perspective . . . . . . . . . . . . . . . . . . . . . 4

Conventions in this Handbook . . . . . . . . . . . . . . . . . . . . . . . . . . . . 5

Perspective Concepts . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 6

How information is organized 6
Documents and notebooks 8

Working with documents, profiles and the ProfileBook 9

Linking and the Associate 1 1
Notes 12

Topics 12

Embedding documents 12

Note: This Handbook assumes you are familiar with PenPoint and your computer

H running the PenPoint operating system. Most concepts, gestures, and actions

in Perspective are the same as in any PenPoint application. If you have

questions or need more information, refer to [15ng PmPoz'nt, the book you

received with your pen—based computer.

eAgpadSJad0;suitable,“_.r
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‘— Organization of this Handbook

This Handbook is a reference book that explains how Perspective works using step—by—step instructions. Use this

Handbook when you need to know how to enter, track and organize your information. If you need to install
Pers ective on our PenPoint corn uter, see the “Installation” section of Gettin StartedP y P g

Pensoft strongly recommends you read and work through at least the first tutorial in Getting Started before you

use the Handbook for reference. In addition, chapters 1—4 provide important information that you need to

understand when you read or refer to the remaining chapters of the Handbook. You need nOt read the whole

book, but only those sections or chapters you need for information on specific tasks. Use this Handbook’s Table

of Contents and Index to locate the information you need. The chapters included in this book are:

1 Welcome to Perspective an overview of this book and how to find more

information, as well as an overview of Perspective
and basic concepts.

2 Your Perspective Notebook an overview of the documents in your Perspective
Notebook.

3 Perspective Basics the basic tasks, gestures and commands that work
anywhere in Perspective.

4 Using Perspective additional tasks, gestures and commands that work
anywhere in Perspective.

5 Scheduling Your Day how to use and customize the Day Planner and
other documents created from Perspective Day
Planner stationery.

6 Planning Your Month how to use and customize the Month Planner and
other documents created from Perspective Month
Planner stationery.

7 Listing Information how to use and customize the Address Book,
To Do List, Topic Index and Note Index, and
other documents created from Perspective List

Paper stationery.

8 Notes 85 Embedded Documents how and when to use notes and embedded

documents.

9 Using the ProfileBook how to use the ProfileBook to customize
Perspective categories and details.

10 Importing SC Exporting how to use import and export to share and enter
information.

11 Creating Custom Solutions tips for VARs, system integrators and corporate
developers on how to use Perspective to create
custom solutions.

2 Perspective Handbook
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Appendix A Gestures extensive list of gestures used in Perspective.

Appendix B Categories list of standard Perspective categories and their details.

Appendix C Troubleshooting advice on problem solving.

Glossary I definitions of terms and concepts.
Index

Chapter 1. Welcome to Perspective 3
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‘— For More Information About Perspective

Four additional sources of information about Perspective are:

Quick Start an on—line tutorial available as a document in the Perspective

Notebook.

Getting Started installation instructions and three tutorials which show you how to
use and customize Perspective.

Quick Reference Guide a summary of how to use Perspective, in a compact format that you
can keep with you.

Quick Help on—line information about something on the screen. There are two
ways to get Quick Help:

0 Draw a question mark ? on the item for which you need help.

0 Tap the Help icon on the bookshelf, then tap the area for
which you need help.  

4 Perspective Handbook
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Conventions in this Handbook

1
il
i

The conventions in this Handbook are designed to make information easy to find.

New terms are shown in italics when they are first introduced. Other words and phrases that need emphasis

are also in italics. For example,

You can choose to leave anything you write as ink (your own handwriting) or to have

your writing translated to text (printed characters). The InkW/ell tells Perspective how to

interpret your writing. Ifyou write in ink, you can have Perspective translate it to text at
some later time.

What you are supposed to write on your computer is displayed in a script font. For example,

Meet with Donna

Donna Cook

Steps that you should follow in sequence to complete a task are numbered. For example,

1 Do this first.

2 Then do this.

3 Finally, do this.

Alternative actions or related points that need not be followed in sequence are shown as bullet items.

For example,

0 This is one way of doing a task.

0 This is another.

Tasks are accomplished by gestures when possible. Menu equivalents are listed in parenthesis. Using menu

commands often requires selection before using. For example,

Cross out X on the column’s title. (Edit Menu: Delete Column)

Other actions that can be taken are written as hints. For example,

Hint: If you select an event or appointment by mistake, tap it to deselect it.

Additional information is written as notes. For example,

Note: When you move or copy an item, all links (including notes) and embedded

documents are moved or copied too.
k Chapter 1. Welcome to Perspective 5
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i— Perspective Concepts

 
You can use Perspective to track all of your daily information including meetings, to do’s, people and
companies and notes. You can also track information such as products or promotions, and reference materials
such as area codes. With Perspective, your information is coordinated so that you have access to relevant

information in any Perspective document.

How information is organized

Within Perspective information is organized into categories. Each category corresponds to a different type of
information which you encounter everyday. Some examples of categories include:

I Appointments People

I To Do’s . Companies

l Phone Calls Notes

Each category consists of several detailr. A detail is a piece of information which is part of the category. For
example, details for the Person category include name, business phone, and address. Details for the
Appointment category include description, date 86 time, and duration.

 
Category Person Appointment

business phone date 8C time

address

  
 

  
 

 
duration  

Perspective Handbook 
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Each occurrence of a category is an item. Dan, Donna, and John are each items in the Person category. Meet

Dan, Staff Meeting, and Doctor’s Appointment are each items in the Appointment category.

Person I Appointment

Dan Donno John Meet Don Staff Meeting Doctor’s Appt.   
Within Perspective there are four groups of categories under which all other categories are organized. These

 
top—level categories are:

Calendar Items items which are displayed on your calendar. These include

appointments, events, to do’s, phone calls, and objectives. Each of

these items has a description and date 86 time detail.

Name Items items which have a name, such as person, company, and topic. Each of
these items has a name detail.

Note Items contain all notes. Each note has a title and content detail.

Misc. Item includes static or logged information that does not belong on your

calendar and does not have a name. Examples include area codes,

country codes, phone call logs, and call reports.  
Chapter 1. Welcome to Perspective 7
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Documents and notebooks

Within Perspective information is displayed in documents. A document is like a predesigned piece of paper with
areas to hold a particular kind of information. Each document gives you a different view of your information.

Documents are collected in a notebook. Perspective comes in its own notebook, the Perspective Notebook, with

documents which have been set up for you. For more information on notebooks, see Using PenPoz'nt.

The Perspective Notebook contains six standard documents:

° Day Planner,

' Month Planner,

' Address Book,

e To Do List, )

0 Topic Index, and

° Note Index

You can also choose documents from the Additional Documents section of the Perspective Notebook. You can

use any of the documents as they are, change them, create additional documents, or remove unneeded
documents.For more information on the documents provided in the Perspective Notebook, see Chapter 2,

“Your Perspective Notebook” on page 13.

8 Perspective Handbook
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Working with documents, profiles and the ProfileBook

Each document specifies a set of items it displays. For example, the Address Book displays all items in the

People and Company categories. The To Do List displays all items in the To Do category which have not been

completed. Based upon where you enter items, Perspective automatically assigns the item to the appropriate

category

Within each document, information is entered into rows. Each row displays a different item. Each column

displays a different detail for the item. For example, a row in the Address Book might include information

about Michael Carter. The columns for that row display Michael’s business phone number, fax number and
so on.

  
 

 

if?"
< 4-)

Document Edit Options Actions Create /  
 

   

To“? “Aii PéfsBFfi Company uéffi?

 

 
 
  

 

 
 

Deb Cortez D [619] 236-6673 [619] 2364699 Item

[415) 668-7024 (415) 663-7003 “tn-'55-‘11‘53 Item

12 l Glenn Costello “ ' [3:53) 7767722 ' [303) 7767654 I Item

Detail Detail Detail Detail Detail

Each item has a profile. Profiles are forms which display all the details for an item. You can open the profile for

any item displayed in any Perspective document.

Person: Dan Costa

“bikflgéi.
[fllfififififll‘lfl
415 663 7003 

Chapter 1. Welcome to Perspective 9
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Every item entered into a Perspective document is stored in a ProfileBoo/e. Each document is connected to a

specific ProfileBook which serves as a central storage place for your information. This allows several documents

to display the same items. For example, the Day Planner and the Month Planner can both show your

appointments. The Address Book and the Company List both show companies.

Because documents share a single ProfileBook, details changed in one document are changed in all documents,

so your information is always consistent. For example, rescheduling an appointment in the Day Planner

reschedules it in the Month Planner. Updating a company’s address updates it in all Perspective documents.

Most people use a single ProfileBook, which contains all of their personal information. You may create

additional ProfileBooks, each of which is a separate storage place for information. Pensoft recommends that

you keep all of your information in one ProfileBook.

There are three kinds of documents that display information within Perspective:

Perspective Day Planner a daily calendar showing appointments, events, to do’s and notes for

each day.

Perspective Mont/J Planner a monthly calendar displaying appointments, events and objectives for
each month. ‘

Perspective List Paper used to create various lists such as an Address Book and a To Do LiSt.

You can create your own lists such as a Voice Mail Log or a Product
List.

10 Perspective Handbook
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Linking and the Associate

A link represents a relationship between two items. For example. people are employed by a company, so there is

a relationship between person and company. Links tie related information together. For example, while looking

a: an appointment it is useful to know the phone number ofthe person with whom you are meeting. so you

can call to confirm the meeting. Links can also track the history ofall your interactions. While looking at the

information for a person, you can also see a lisr of all the meetings with that person.

Meeting 
 
  

 
 
 

WWI: mm:- omanzsmm 4:0
PM? Edit

 
Document Edit Options Actions Create

: c - M Person, All Gunman! Items
Name minim asunder flan:

U DanCosla Anslm'b MDIIOCI 13,9250}!!!Can RIMS,”

 

 
  
  

  

D Appointment

mm-
DIh-G'fime Dom

- Ddl3,925£IUPM. 31mins
um Emmott Alum

5| D r  

Phone Call

y Phalocal on non cease '01}Pm sun

h Phone Cal

Mphn 1'
CAD D-

SW Print}

If Completed P H@

 

Silflfi‘r - 0d5.92 Slum-d - 0d5,92
ZIP 94114 rumba; - 0‘215‘92 Fmisflld - 0:35.92

Documents J'- Carvcom M -
J ——

  
  

Links can be established severalwars-—

—oucan also manually link me items. To get

information from those links. you can open the profile for any linked item. Links are displayed as bold text in

documents and profiles, so you can find them easily.

Chapter I WelcOme lo Perspective 1 I
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Notes

You can create notes in Perspective and retrieve them from severalplaces.—

 

Within Perspeccive, each note is an item. Notes can be easin retrieved at any time.

Topics

In addition to establishing links between related items, you can also cross-reference or group items using the

Topic category. Once you have entered topics such as marketing, proposal ideas, or financiols, you can quickly

link all related items to the topic. ' ' ' 

 _ ' : ou can also float eTopic Index and manually link the items. The
Topic Index gives you quick access to all items related to the topic.

Embedding documents

Perspective helps you organize your documents. as well as your information. Any Pcnl’oint document can be

embedded in an item in Perspective. You have access to this embedded document from every Perspective

document that displays this item. For example, you might want to embed a faxed map in a person’s item, or

embed a proposal in a company’s item. While looking at an appointment with a person you can then get quick

access to the proposal.

I 2 Perspective Handbook
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Perspective comes in its own notebook to track your schedule, tasks, contacts, notes
and other important information. You can customize these documents to meet your

specific needs.

This chapter introduces the documents in your Perspective Notebook and explains
when to use them. The chapters that follow explain how to use or customize any of

 

2

.<
O

5
these documents, and how to create your own documents. This chapter covers: 1

About the Perspective Notebook . . . . . . . . . . . . . . . . . . . . . . . . . 14 m

Day Planner . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 15 a
Month Planner . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 16 v
Address Book . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 17 m
To Do List . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 18 0

Topic Index . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 19 =.

Note Index . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 20 m
ProtileBook . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 21

. Additional Documents . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 22 z
Data Provided with Perspective . . . . . . . . . . . . . . . . . . . . . . . . . . 24 o

r
O
o.

r

  
'I3
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13_ About the Perspective Notebook

Use the documents in your Perspective Notebook to organize and manage your appointments, to do’s,

contacts, topic information, notes and other important personal information. After you install Perspective and

copy the Perspective Notebook, you will find six standard documents.

° Day Planner ' To Do List

0 Month Planner 0 Topic Index

° Address Book 0 Note Index

Other useful documents are included in the Additional Documents section of the Perspective Notebook. You

can use them along with any of the standard Perspective documents. For more information on Additional

Documents, see “Additional Documents” on page 22.
 

Farmed”: Contents The Perspective Notebook 18 a standard
Document Edit Options View Create PenPomt notebook.

Name Baas:

N3 PerspediveQuidtSbart ..................................................... .. 2
E3 Day Planner .................................................................. .. 3

 

° The table of contents page lists all the
documents in the notebook.

 
0 You can turn to different pages by tapping?

 
    w Adde ................................................................. .. 5

6 the document’s page number or icon, the

7 tabs down the right side of the notebook, orNotelndm . B
v the a e turn arrows.

; Rutleaadt .................................................................... .. 9 p g
‘ D Addiianal Documents .................................................. .. 10

You can add new Perspective or other PenPoint

documents to the Perspective Notebook. You

can also incorporate Perspective documents

into another notebook. If you do, be sure you

move the ProfileBook: it contains all of your
information. It must remain in the Notebook

with your other Perspective documents.

For information on how to use and customize

Perspective documents, see the chapters that

follow. For more information on working with

a notebook, see Using PenPoint.

 
You can delete any documents that you do not

plan on using. Do not delete the ProfileBook.

t

l

l '| 4 Perspective Handbook
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Day Planner

The standard Day Planner shows your appointments and to do’s for the day. Your Day Planner also works as a

diary to keep a record of past activities. All appointments entered in the Day Planner are also displayed in the
Month Planner, and vice versa. All uncompleted to do’s entered in the Day Planner are also displayed in the To\

Do List and vice versa.

Use the Day Planner to:Day Planner

' schedule, reschedule and track your

appointments,

' list and track the status of to do’s for the day

including phone calls to make,

° quickly look up the phone number or

address for the person you are meeting or

calling,

° take meeting notes or notes related to your
to do’s,

° look at notes or embedded documents for

each meeting or to do,

° View a complete audit trail of all

appointments and to do’s for the person you

are meeting, and

° see a calendar for 3 months or an entire

year.

For information on how to use and customize

  
a Day Planner, see “Scheduling Your Day” in

While the standard Day Planner tracks appointments and to do’s, you may prefer a version that also tracks

events or daily notes. Several other versions of the Day Planner are in the Additional Documents section of the

Perspective Notebook. These include:

0 Appts ° Appts, Events, To Do’s 85 Notes

0 Appts 86 Events ° Daily Notes

° Appts, Events 86 To Do’s ° Day—Small Screen

Chapter 2. Your Perspective Notebook I 5
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In the Month Planner you can enter events, appointments and objectives for the month. Use the Month

Planner to get a broad overview ofyour schedule. All appointments entered in the Month Planner are also

 

 

i

i displayed in the Day Planner, and vice versa.

Use the Month Planner to:
ii

Month Planner

Document Edit Options Adions Create 

 
  

 
  

 

 

  

° gee an overview of your schedule for the
month,

  
\

 
 ILumh will J Followup Sh

Ina” W3“? A

,, ,, . , 9% ,_ em” _
661% S-fi-af‘é.MQ.DuCn YomKippu: Emma-D Sports Injury Woflroumi

Hichelme LmnhwxurCapf Efmflj-
. .m x h

. :2?” u “a;
Rana-Bl {:Zé'ColmhxDa Donn-Binh V821:me Dmsme u Skate Couea TD “CD—4
g £—d_r~—-l-Ghm-Cloz Carfi'unuoemmmu Mtg Pm Confic

“i “% fig»; 5% éé» éfi "in? ‘§ 7?ElizahuhSaLASpons |> LASmns |> bLASmrts

Edflfi'fifidflfipflhfl-I

“as; as are
Vacaiob $3;ngch w Vmalian w women I> Vmamn t> Vmstion I> Vacation I>

31.53.41: r» Blade's]? w

' see a detailed schedule for any day,

 
 
 
 

 
  

0 schedule, reschedule and track events and

appointments,
 

 

 
 
 

 

° quickly look up a phone number or address

for the person you are meeting,

& ii“;
a

 

  
 

 
  

 
 

' enter and track objectives for the month, 1

0 open notes or embedded documents related

to each event, appointment, or objective,
and

 
 

  

 HOOEsseapp'o'LuquMGsiuaiuoo
 

 
° see a calendar for an entire year.

  
 

 
  

  
 

For information on how to use and customize
jiSkySpnfl—elose {A _
fideWWWHW a Month Planner, see Chapter 6, “Planning
immtnfim-Revisestrattegy ”
gnemmmm 151mm 1 Your Month on page 95.
3 _

  

 

 

 
 

S\ 
E
ia

 

 

 

While the standard Month Planner tracks appointments, events and objectives, you may prefer a version that

tracks only appointments. Other versions of the Month Planner available in the Additional Documents section

of the Perspective Notebook are:

0 Monthly Appts 0 Objectives

0 Monthly Schedule ' Month—Small Screen

16 Perspective Handbook
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I Address Book

The Address Book lists addresses and phone numbers for all people and companies you have entered in

Perspective. Names are alphabetized and there is one page for each letter of the alphabet. 

 

W W @393? 9935mmWMWWWWWW1? Use the Address Book to:
sediment Edit Options Actions Create ’ A ’

: c _ A" Person A" Company “ems write and track names,.phone numbers and
” W “ 84$ addresses for everyone in one place,

 
41 5532942 . . .

[ 5) 0 update information when it changes,
15c 11:! 4035139640“ H H ‘ 414953357:

RD N y t ) t 5] ' take notes about a person or company,

Mi cm 5 [403) 5519377 [403) 554657 ' look at notes or embedded documents

(#415195645613 [415) 936-5555 related to each person and company, and

My} Cohen (619) 23559199 (519] 923.5444 . View a complete audit trail of

,, appointments and to do’s for each personI] (415) 629451 (415) 661—3745
and company.

A S DtéiiSJ 936-5608 P [415) 9865653
For information on how to use and customize

an Address Book, see Chapter 7, “Listing

(510)3624sé6ww{51030624577 ‘ Information” on page 123.

i I [519) 3237599 [619] 3257006

B (619) 236-6673 [619) 2364699

(415) 658.7003 

[303] 776-7722. (303) 776-7654

 
CDEFGHIJKLMNOP

Other versions of the Address Book available in the Additional Documents section of the Perspective
Notebook are:

 
 

0 Mail Address Book ° Groups

' Phone Book , ° Classified Directory
' Company List 0 Restaurants

Some Of these predesigned lists already display information you might find useful. For a complete list, see ‘1
“Data Provided with Perspective” in this chapter on page 24.‘ i

Chapter 2. Your Perspeciive Notebook ‘7
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- To Do List

 
  

 

The To Do List shows all to do’s that you have not completed. They are organized by priority (highest priority

first), with separate pages for each priority.

 
 

Use the To Do List to:

 
 

ToDo List < 5) 

Document Edit Options Actions Create

 

E High -WSomo TB Do Items

  

0 enter and track to do’s,

 
 

 

0 track the status (not started, in progress,

complete, late) and set the priority (ASAP,

high, medium, low),

  

 

, .. '0911232 . '0'3113-92
. ". Csfllflel :9C113-22 (9.011399%

.001 :Pct

coldosll3sh3m p H p - Oct 23,92\\- Octzafiz
  ‘ _ _ I 0 quickly look up the phone number for a

,,,,,,,,, . person you are calling,

  
  

° take notes related to your to do’s, and

0 look at notes or embedded documents for

each to do.
 

For information on how to use and customize

a To Do List, see Chapter 7, “Listing

Information” on page 123.

You can track your to do’s in both the To Do

List and the Day Planner. To do’s you enter in

one place are also recorded in the other.

 
,,,,,,,a l

' Use the 7?) Do List document to keep an on-

going list of to do’s not yet completed. I

0 Use the To Do Tile in the Day Planner

document to keep a daily record of to do’s

scheduled and completed. This provides an

audit list of your activities, since it always

displays the status of to do’s for that day, in

the past, present and future.

  
 

 
Prioéjw ' _. 

Other versions of the To Do List available in the Additional Documents section of the Perspective Notebook
are:

' Phone Calls » ' To Do Log

18 . Perspective Handbook
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' Topic Index _l

Tracking appointments, to do’s, contacts, and notes by topic lets you organize diverse information. Ifyou create

a topic for each area of interest or responsibility such as financial, forecasting or marketing, you can use the
Topic Index to track all meetings, notes and people related to each topic. The Topic Index lists your topics,
along with notes, embedded documents and other information related to the topics.

For example, ifyou want to keep track of information for an article you are writing, create a topic called

Article. Jot down related information and ideas at any time: in phone conversations, when you read articles in

the paper, or at the weekly staff meeting. Perspective’s Associate automatically links any item that mentions
Article to the topic. In addition, you can manually link other relevant items even though they do not explicitly

mention the word Article. When you begin to write the article, use the Topic Index to see all related ideas and

information including embedded documents such as an analysis you performed in Numero T" . For more

information on linking, see “Linking Information” in Chapter 3 on page 36.

 
  
  
 

 
  

 
  

 

 

  

Use the Topic Index to: Topic Index 

Document Edit Options Actions Create

WKII‘Topic Items

  

‘ track diverse pieces of information linked to

your topics,

 

  

 
mBRmte - 0d 4, 92 Note October 13, 1992
Interfan Oct 5, 92 ° look at notes or embedded documents

related to each topic, and

 

' jot down ideas or information about a topic.

For information on how to use and customize

aTopic Index, see Chapter 7, “Listing

Information” on page 123. For information on

linking notes to topics, see Chapter 8, “Notes

& Embedded Documents” on page 145.

Note

' (Ink) Oct 20,62 10:00 AM

nqmis‘" mg‘"""Voliiiifi. 4’

Chapter 2. Your Perspective Notebook 19
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— Note Index

The Note Index lists every note you create in Perspective, ordered by the title of the note.

Use the Note Index to:

' see an overview of your notes,

' find a note,

 
' look up information related to the meeting

where you took the note, such as who
attended,

' view several Daily Notes from the Day
Planner at the same time,

° quickly access other information related to

the subject of the note, such as other notes

, about a promotion or the status of a to do

Note Sepiamter 22, i992 V W N y mentioned in a meeting note,

NoteOctoter13J992

0 print a log of notes,

° easily delete old notes you no longer need,
and

" mama‘in

' copy a note.

_ I O
For information on how to use and customize

 
a Note Index, see Chapter 7, “Listing

 

DailyNoie Nme_
_| Information” on page 123. For information On

 

creating notes, see Chapter 8, “Notes 8C

Embedded Documents” on page 145.

'Another version of the Note Index available in the Additional Documents section of the Perspective Notebook
is:

° Notes Chronologically

2O Perspective Handbook
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| ProfiIeBook

The ProfileBook is a Perspective document that stores all the information you enter in Perspective. For

example, all appointments you enter in the Day Planner, all to do’s you enter in the To Do List and all people

and companies you enter in the Address Book are placed in the ProfileBook. The ProfileBook shows the

categories which are used throughout Perspective. It also displays the layouts for each category’s profile, and the

profiles for all items.

Use the ProfileBook to:Profile Book

0 create, review and change categories
and details,

 

Profilelgv‘ook,WMMWW “WWW”. WWW”--. - ' , 1aDocument Edit Options Actions Change the yout Ofa PrOfile’ and  

‘ Categofies ' f i r n 0 view and edit any item.
Calendar Items I .

o Appoimment For more information, see Chapter 9,

3 Sigma “Using the ProfileBook” on page 167.
0 To Do

0 Phone Call
Name Items

Airline
Business Service
Company
l(Sroup
Hotel
Person
Restaurant

Topic
Nde Items

0 Daily Note
0 Note

Misc. Items
0 Area Code
0 Country Code

 
% il

l.
ly

Calendsrllems Appointment Event Objective ToDo Cell

 
Note: It is possible, but not recommended, to use more than one ProfileBook; for information on how and

when to do so, see “Working with multiple ProfileBooks” in Chapter 9 on page 174.

Chapler 2. Your Perspective Notebook 2]
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Additional Documents

The Additional Document: section ofyour Perspective Notebook includes a variety of other documents you

might want to use. If you find any of these useful, move them to the main section of your Perspective

Notebook. You can delete any documents you do not find useful. If you need them later, you can copy them

from the Perspective Notebook on the Notebook: Disk.

Document mzme: Createdfiam: Purpose: 

Schedule

Appts

Appts 86 Events*

Appts, Events 86 To Do’s *

Appts, Events, To Do’s 85
Notes*

Daily Notes

Day—Small Screen*

Monthly Appts

Monthly Schedule*

Objectives

Month—Small Screen*

To Do’s

Phone Calls

To Do Log

22

Perspective Day Planner

Perspective Day Planner

Perspective Day Planner

Perspective Day Planner

Perspective Day Planner

Perspective Day Planner

Perspective Month Planner

Perspective Month Planner

Perspective Month Planner

Perspective Month Planner

Perspective List Paper

Perspective List Paper

Tracks your appointments for each individual day.

Tracks your appointments and events for each

individual day.

Tracks your appointments, events and to do’s for

each individual day.

Tracks your appointments, events, to do’s and notes

for each individual day.

Displays a full page of notes for each individual day.

Day Planner ideal for small screens.

Tracks your appointments in a month calendar.

Tracks your appointments and events in a month
calendar.

Tracks your objectives for each month.

Month Planner ideal for small screens.

Phone calls to be made, paged by priority.

All to do’s, organized by their status.

 
Perspective Handbook
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Document name.- Createdfrom: Purpose: 

People 85 Businesses

Mail Address Book

Groups

Phone Book

Company List*

Classified Directory’k

Restaurants*

Notes

Notes Chronologically

References

Area Codes*

Country Codes*

Perspective List Paper

Perspective List Paper

Perspective List Paper

Perspective List Paper

Perspective List Paper

Perspective List Paper

Perspective List Paper

Perspective List Paper

Perspective List Paper

Address Book that includes groups, for use with
electronic mail.

All groups used as mailing lists for communications

including electronic mail.

Phone Numbers for all people paged alphabetically

Phone Numbers of all companies paged

alphabetically.

Information for airlines, hotels, restaurants, and

business services, each on its own page.

Restaurants with different pages for regions of the

country.

A reduced view of all notes ordered by the day you
created them.

Lists all Area Codes in the U.S. and Canada.

Lists a variety of country and city codes.

*Perspective comes with data displayed in these documents. See “Data Provided with Perspective” on the next

page.

Chapter 2. Your Perspective Notebook 23
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— Data Provided with Perspective

 
Perspective comes with useful information already entered. The information is stored in the ProfileBook along
with information you enter into Perspective. You can view this data in a variety of documents in the Additional V

Documents section ofyour Perspective Notebook. For a list of documents, see the previous section “Additional "

Documents.” You can also create your own documents to display this data.

The data provided with Perspective includes:

Airlines Major airlines with their toll free telephone numbers.

v Area Codes All U.S. and Canadian area codes including state and major city if
there is more than one area code in a state.

Business Services Services such as rental car, overnight delivery, and credit card

companies. Information includes the type of service provided, and a

toll free telephone number.

Company Pensoft’s address and telephone number.

Country Codes A variety of country codes, including city codes for major cities.

Holidays U.S, Christian, Jewish, and selected International holidays for 1992,

1993, and 1994. Holidays are categorized under Events.

Hotels Major hotels with their toll free telephone numbers.

Restaurants Restaurants from Epicurean Rendezvous’ T” Fine Dining Guides in
Northern California, Southern California, New York and Florida. The

restaurants in each of these regions are further classified by an area

within the region. Information includes cuisine, phone number,

address, rating and price range.

Hint: Ifyou want to remove any of this data, delete it. See “Deleting” in Chapter 3 on page 47.

24 Perspective Handbook
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—

This chapter explains basic techniques you can use when working with any

Perspective document. The chapter is organized into these sections: a ‘
Basic Gestures . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 26 H II?

Entering Information . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 27 m
Entering information in a document 27 1 1,
Entering information in a profile 28 m i
Entering information in a note 29
Entering phone numbers, dates and choices 30 n
Creating a new item anywhere 32 LIP.

Writing in Ink and Text . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 33 <
Using the InkWeII 33 m
Writing as ink or text 34 1
Hints about writing in ink 35 if

Translating ink later 35 ‘ g
Linking Information . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 36 m
About the Associate . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 37 _ 0 I

Associate 37 n ‘
Associate in Notes - 37 m
Let the Associate ask for Help 38

Setting the Associate 38

Using the Associate to Create Links Automatically . . . . . . . . . . . . . 39
Automatic linking of names in appointments, etc. 40 I
Automatic linking of unknown names in appointments, etc. 4I

Automatic linking in link details 42

Automatic linking in a note 42

Using Profiles to See All Details for an Item . . . . . . . . . . . . . . . . . . 43
Opening a profile “ 43

Changing Information . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 44

Moving and copying 44

Editing 45

Deleting 47

Backing Up Your Information . . . . . . . . . . . . . . . . . . . . . . . . . . . . 49 25
Archiving Information 52
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— Basic Gestures

 
In Perspective, you use common PenPoint gestures. The following is a list of the most commonly used gestures

For more information on gestures and how to use them, see Using PenPoint, the manual that came with your

PenPoint computer.

 gesture name when to use it

\/ check To set options.

0 circle To open a profile in a row margin, or’to translate ink or edit text.

X cross out To delete.

A double caret To embed a new document within an item in a document or in a profile.

double tap To open the profile of a linked item (shown in bold).

,. .1. double tap press To prepare to link. Double tap press, then drag to link.

I — l — flick To move forward, backward, up or down on a page.

i press To prepare to move. Press, then drag to move.

? question To get Quick Help.

‘1' tap To switch between ink and text in the InkWell, to choose a menu item or button,
or to select an item.

21. V tap press To prepare to copy. Tap press, then drag to copy.

§Q undo To undo the most recent change to information.

When the gesture you draw is not recognized or is in the wrong place, a starburst or concentric circles appear.

You can draw the gesture again or refer to Using PenPoint to see how to draw the gesture correctly. '

For a more complete set of gestures, see “Gestures” in Appendix A on page 209.

26 Perspective Handbook  
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h Entering Information
'0

I

With Perspective, you can use the pen to write information on the screen just as you do with pen and paper.

You can enter information anywhere in Perspective — in a document. in a profile or in a note. Your writing can

be kept in your own handwriting (ink) or translated to printed characters (re-ct). If you write in text, the

Associate recognizes names and automatically files and cross-references information for you. When you enter

information, it is stored in the ProfileBOUk so all documents can display it.

Entering information in 0 document

When you write on a blank line (or row) in any Perspective document. Perspective creates a new item.

Perspective automatically categorims the items you create based on where you write. For example, when you

write in the Appointment Tile of the Da}.’ Planner. Perspective assigns the new item to the category

Appointment. When you add a new entry in the Topic Index, Perspective assigns it to the Topic category.

When you en ter information in difFerent columns along the row, you are entering details for the item. For

example, when you write in the Address Book, you enter each detail about the person, such as name, address,

city. state, and business phone number in a different column.

Write in a document

mam._eunoprjom_mns0r°e_._ . -— T bl kl' d 'th
:A-AIPem."n,Allconmnylterns age” an me. rawawflAm c 

 

| tow mat in.
. . a o. Butinsefim. Fee _ We” 3
1 “Sim '-t415!669-?999— ——3* - ' ' Write directly in a blank space.

If. . v I 0
- “mm” __.-{mm " “mm'L‘m' “—'—' '— ' Circle 0 m a blank space to open an edit

pad to write into.

' To enter additional values for a detail, draw

a caret tap A on the detail and enter the

value in the edit pad. For example, you may

have two phone numbers For a person.

(menus-s «Jana-ms

Cl‘luplm J Perspective basics
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If items from more than one category are displayed in a document, when new items are created they are

assigned to one default category. In liSts. the default category is the film category displayed in the banner. For

example. the Address Book displays people and companies. When you add a new entry. Perspective assigns it to

the Person category because it is listed film in the banner. To change the category of an item, see the procedure

by that name in Chapter 4 on page 53. To change the default category. see "Changing which items are

displayed” in Chapter 7 on page 135.

Him: When the content ofa detail in a row’s column exceeds the available display space, an ellipsis (. . .}

appears at the right. Double tap .l’ on the row margin to expand the row to see the Full detail. Double
tap .Y again to collapse it.

Entering information in a profile

Each item has apmfiie. A profile is a form which displays all the details for an item. You can have a profile on a

person as well as an appointment. Both keep all the important details about either a person or an appointment.

Write in a profile 
Parson. Julia Hem-y

 
 
 

° Write direCtIy in a blank box.

— - h ' Tap ? or circle 0 in a box to open an
edit pad to write into.

 
 
 

' To enter additional values for a detail.

draw a caret tap on the detail and

enter the value in the edit pad. For

example. you may have two phone

numbers for a person.

Business PM! [333 $33122

to [533] was-may
Garment . '

 
Him: When a detail box in a profile is nor large enough to show all the information For the detail, an

ellipsis (...) appears in the box. Double tap .1" the detail name to expand the box. Double tap I again
to collapse it.

Note: Detail labels in a profile may not be displayed. To display them, see "Change the definition ofa detail”

in Chapter 9 on page 181.
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Entering information in a note 3

You can write on notepaper just as if it were a blank piece of paper.

momegrieirgae V V ' Write in a note

' Write anywhere in the note.

Conan; 51-5?
W’éhefiilweb

‘ Dauwwflg Pf'b
mé-d‘id [Laverne
I‘OCL‘ 53*. [L3

 
Mow" mflk J‘ocf

HEM Q5” dis lmf.
- 34111 Upcrgtcrzi" :focs     

For more information on writing into a note, see “Writing notes in ink or text” in Chapter 8 on page 152.
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Entering phone numbers, dates and choices

Details can hold different types ofinformation. for example phone numbers. dates. and numbers. When you

enter information into a detail defined to accept a particular type ofinforrnation. the input pad helps you enter

that kind of information. Number details only allow numbers up to .7 digits. Phone number details accept

international and North American phone numbers. Date St Time details must at least have a month and day or

a month and year. Choice details allow you to choose from a variety of choices. In addition, the Following

details are always translated to text regardless of the current InkWell setting: date 3t times For appointments,

events and to do's; durations for appointments and events: choice details; more titles; and the category. 

Address Book .. 4 :. Enter phone numbers
Doom-sent Edit Options Actions Create

I H - All Person, All Coupon-y Items

D D Business Prune Fax II

(“153533013 (“159065509 - -- ' Circle C) on a blank space to open a special

phone number edit pad. The edit pad

displays the Format for North American

phone numbers. Ifyou want to enter an

international phone number. tap ? the
arrow at the top ofthe edit pad and choose

General. A special format is used for
international numbers.

' Write the phone number direcrly into a
space.

(503} 730-7122 {503) 733.2580

(m) smart-2

" To enter extensions numbers use ix, NNN.

For example, 415-302—6925 x123.

o
3
a?I

5'

35
b
8

3.

§
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ToDo on I 5» Enter dates and limes
00mm! Edit Options More Create A

:ngh - SomeTo Do Items
__ 4 Deactiplim a I] 8MB»:

 

 
— ' ' Write the date. time, or date and time

directly into a space.
 

  Finish By surety
I Cantu! - 0:: 13,92 - Od13,92 . ctr {
2 mm mm: - 0:21332- "3
4

  ' Circle 0 to open a special date and

time edit pad.
  

 
  

Colic-allem - 0623,92 o 04312332 » t l
 

' Tap ? on the dot to the left ofthe date
to get a list oFQuiek Set choices.

Choices include Now. Today,

Tomorrow, Next Monday, and Edil.

 

Enter choices

- Tap ? the arrow to get a list ofchoices
for the detail. For example. the

Priorin detail for a to do has ASAP.

High. Med, and Low choices. 
 

"12.“ t5
I919 ill if 22'

' Write in the first few letters of the

choice into the space. The

corresponding value is displayed. For

example, write Hi in the priority

column and High is displayed.

 
 

canine

1" Cerf-rm cafléfl h ;.-
Em; mvm'ba’y rm
Cauld- H, _

' Draw a caret tap on the choice to
add a new value to the choice list.

For a list of details and their types see "Details and their Types:I in Appendix B on page 218.

Chopin! 3 Patspective Bayes
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Creating a new item anywhere

You can also create an item that is not displayed in the current document. For example, you can add a new

person when you are using the Day Planner. 
Create an item not displayed in the

 
 

  
  

  
  

 

 
  
  
  

  
 

 
 

  
  

  

 
 

 

 

Domment Eda mm m. .. current document
November % ,

Tuesday | I n I I 1 ‘ E ‘ _ 1 '13]: Y the Create menu.
a r i a - E --o I:- ii I . ‘ .

1 3 SE? .. .5 16 ll.- .5 .2 u L'- 5“: 2 Choose from the hst 0! categories that' ' ' ' . t 5a: .
a ears Note Person, Corn on , To re),PP r

Appoawimenls D , r . ram am or up Other to get a list of all categories.Ob
SI Cow-73:1: —' w” When on choose a care orv. a blank
q In Toll) y g t
‘ D m“ mph” Phone Cell ’ profile appears.

1' no . . . .

U 30 ~er , 3 Write In any of the details you know.
In Business Samoa l11 . - v

n Eanpmv 4 Tap the profiles close corner to close thegroup

I: on Hot; profile.
0 Person _ . .

1 m {Pam J.” L] Remnant Fhe new Item 15 added to the ProfileBook
3° — TOPIC and an ether domments where it

I'- m y
m Dam, We belongs.

7:! '13 Note33

4 03 Area Code
m Country Code
CI}
'1')
CD
'10

 
J 

Note: When creating an appointment. event, or to do using a profile. be sure the dates you assign are correet

so it is displayed in the appropriate place in the Day Planner and Month Planner. When creating a
person or company. be sure to enter a name For the item.

Him: Ifyou create an item by accident. cr055 out X on the title line of the profile to delete it.
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3

— Writing in Ink and Text _ll|

Using the lnkWell

You can choose to leave anything you write as in/e (your own handwriting) or to have your writing translated to

text (printed characters). The In/eiVelZ tells Perspective how to interpret your writing. If you write in ink, you

can have Perspective translate it to text at some later time. “

You can capture information faster by writing in ink. However, there are advantages to having your writing i ‘

translated to text. You should have the InkWell translate to text if you want:

° the Associate to automatically create links between items. See “Using the Associate to Create Links

Automatically,” in this chapter on page 39,

' to use Find to locate information, see “Finding Information,” in Chapter 4 on page 60,

' to export information, see “Exporting Information,” in Chapter 10 page 195, or 3

° to use less Storage space.

Perspective optimizes the storage of ink, so that ink stored in Perspective takes up less storage space than ink

stored in any other PenPoint application. You should be aware that notes taken in ink require up to 15—30

times more storage space than text. To maximize available storage space, back up your notes to an external disk

or print them and delete them.

Note: As a general rule, you should write in text when you write names, for example, people, companies or

topics, in the Day Planner or the Month Planner, so that these can be automatically linked for you by
the Associate.

Chapter 3. Perspective Basics
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Writing as ink or text

Use the InkWell to determine how Perspective interprets what you write: as ink or text. The InkWell icon

 
shows the current setting. 

Switch between text and ink quickly

 
 

 

  

  
V Day Pint-net 2 *
Dommni Edit Options Actions Create _

_ ' — ' Tapythe InkWell. The lnkWell should look999W”? 9.- O-mer 93 November 93 .

Tuesday g ' ‘5 like:I 1‘ 5 ' Z 3 1 '2. C' C 5 T

1304:: a saint-'12 usersgm 9HIOI'tEt-‘Jll1933 ggiiglaigg 3:533:22; gggggf—i; A towriteintext27333 53137331134 :NJ

Appointments I? d ToDn's i’ to write in ink
A“ i 0' Contacttobch —-—" __

3 7’ e- 2 n' int-m Repeal ' . .161’" an up 5* e - — " Counter Hick --' anywhere in the document

to change the InkWell's setting.

 

Make other changes to ink or text7 Day Plume-r
' r C

00mm: Ed“ on” MW [we ' —" l Checks/on the InkWell.{Options Menu:eleven-cs .3th $3.; Hum-nbe-HEE

Tuesday lnkWell)t Z -' G 5 l 23 I 3 I 5 6 ?

130E: stsenung-ss'nraalo tit-aunts” j ‘
3 use 7 F u I2 In I: t! I.‘ 151:. Ht? !9 2) 21 .

193-3 fa; 22 a ‘a '3 g I? .9 m a z! a 2. z a a ‘5 a a, a .. In the Option card that appears set any ofARREB‘D ERZI‘JIDEI BN3
these options:

Amount-ewe

- Translate — write in text (On), or write

in ink (Off). This changes the setting of

the InkWell. The setting applies to all

Perspective documents and profiles.

AM

El! Car'f’une—up

—— - - - Translate in Notes—write mates in text
(On), or write notes in ink (OH). This

changes the setting of the InkWell in
Notes.

t Oil

Tremlaimin Matias: D 01f

- 0 Ink Color -— Grey or Black.

- lnlt Thickness — Thin or Thick.

3 Tap Apply 8: Close.

 
Note: In notes. you usually write in ink. which is why you can set the InkWell for Notes independently From

the InkWell setting elsewhere.
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Hints about writing in ink

' You can write over or add onto ink. For example, if you write staff meeting, you can add on re: policy.

' When you write in ink, your writing does nOt need to fit in the visible area. If necessary, Perspecdve

adjusts ink to fit into the space available.

' You cannot delete individual pieces of ink in a document. You can only delete all of what you have

written in ink. For example, if you write staff meeting, you cannot delete just the word staff.

" Write neatly ifyou think you may want to translate it later.

Translating ink later

Sometimes you write in ink at first. but later want to translate the ink to text.

Translate ink to text

1 Circle C) on the ink to open an edit pad.
{Edit Menu: Translate Ink)

leou use Translate lnk from the menu.

the ink translates without opening an edit

 

A“ finmmlmene _ - pad.
E’I Car‘fune v Dish-rune Pmpoal .

g m m m “P x d, ampflcg h: £_ 2 mfiiafignehanges you need to the
-" GT5” “9*”? 3 Tap OK.

Em: :num'bary 
Him: [fyou want to change it back to ink, draw the undo Q gesture. (Edit Menu: Undo)

{header 3. Pa: spechve Bone; 35
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— Linking Information

 
A link represents a relationship between two items. For example, a person is linked to the company at Which

they work. Each link in Perspective has a name, which is displayed in italics. When you look at a person’s

profile you see a link detail named Company. The content of the link is the name of the company where the

person works. Similarly, if you look at the Company profile, you see a link detail named Employees. The

Employees link contains the names of the people who work at the company. Links are always Bold.

Each link is defined by telling Perspective how two categories are related to each other. In the above example,

the Person category is linked to the Company category. Once a link is defined, Perspective begins to tie people

to the company they work for and vice versa. Perspective comes with several predefined links. As a result, you

may never need to define a link yourself. For a list ofpredefined links, see “Links” in Appendix B on page 221.

If you want to learn how to define custom links, see “Adding a detail to a category” in Chapter 9 on page 176.

You may find a circumstance where you want two pieces of information tied together, but do not want to

create a specific link. For example, a person may be temporarily associated with a company while they do

contract work. You do not want the person linked as Employees (the name of the link), but you do want

Perspective to remember the association for you. When you encounter this situation, use the General Links

detail which is available in every category.

Links are created automatically by the Associate or manually by you. The Associate watches what you write and

tries to create links to names you have previously entered anywhere in Perspective, such as people and

companies. You can also manually link two items together.

Links are two—way. If you write Dan Costa’s company name, Ace Sports, in Dan’s profile, then Dan’s name

automatically appears in Ace Sports’ list of employees. You could just as easily enter Dan as an employee in Ace

Sports’ profile, then Ace Sports automatically appears as Dan’s company.

As a reminder, links are always displayed in bold inside any Perspective document, profile, or note. What is

displayed as the content of the link is determined using the following display rules:

Calendar Items“. the description and the date and time. For example,

Meet Dan Oct 13, 1992.

Name Items“. the name. For example, Dan Costa.

Note Item“. the Note Tile. For example, Note Oct 13, 1992.

1 Misc. Items: the category name and any of these details: name, description,
date 86 time. For example, Call Report, Oct. 13, 1992.

,, 36 Perspective Handbook1
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I About the Associate

The Associate is a tool which automatically creates links between items in Perspective. You access and change

Associate settings using Associate in the Options menu. Here you turn the Associate on or off, determine if the

Associate is active inside notes and choose whether the Associate should or should not prompt you for help. See

“Turning the Associate on or off” on page 38. Each option is explained below.

Associate

You can choose to have the Associate on or off. When the Associate is On, it looks at information you write in

text, and whenever possible, creates a link. For example, when you enter an appointment with a person, the

Associate looks to see ifyou have previously entered the person. If it finds a match, it creates a link between the

appointment and the person’s profile. Linking makes finding relevant information easier.

If you choose to leave your writing in ink, the Associate cannot create links. At a later point, ifyou translate

your writing into text, the Associate attempts to find and create links.

When the Associate is turned Off, no automatic linking occurs. Therefore, ifyou enter an appointment in text

with the Associate off, the appointment is not linked to the person you are meeting. Subsequently, if you turn

the Associate On, linking does not occur retroactively across all items. You can, however, individually link

items entered when the Associate was off. Simply circle 0 the description of the item entered when the

 
Associate was off and tap OK. Any links appear in bold.

Associate in Notes

When the Associate is On, you can control the Associate separately for notes. If you want the Associate to

automatically link notes with other information in Perspective, you should translate some or all of your note

content into text with the Associate in Notes turned On. ‘

Remember, if the Associate in Notes is Off and later turned On, retroactive linking does not occur

automatically. Text entered in notes when the Associate in Notes was Off can be linked by circling the text and

displaying the edit pad. Tapping OK causes the Associate to search for links. If a link is created, the linked

information is displayed in bold.

Chapter 3. Perspective Basics 37 i
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let the Associate ask for Help

 
When the Associate is On, you can determine whether or not you want the Associate to ask for help resolving

linking questions. For example. iFyou have two or more people named Dan in Perspective, and write Meet
Dan with Let the Associate ask for Help turned On. the Associate asks you which Dan you are meeting. [Fyou

have not previously entered 2 Dan. the Associate asks if you want to create a new profile For Dan. If Let the
Associate oslz for Help is turned OFF, no link is created in either case.

Setting the Associate

The Associate must be turned on ifyou want it to automatically create links For you.

Turn the Associate on or off

 

1 In the Options menu. choose Associate.tic-«em be! ‘2

s. l . 2 3 t '.= :- l s t a 2 In the Option card that appears set any of‘2 15-5 TI'itO ifltfllllillli
‘9’" Gin-51517 t5if-tr19ifii-ft 1

9'5 Iotamz-Izzz-at 229113322725 theseoptons
° Associate — create links automatically

(On). do not create links (Off).

- Associate in Notes — create links

automatically in Netes (Yes), do not
create links in Notes (No).

- Let the Associate ask for Help —

Let the Associate ask for help to resolve

ambiguous links (Yes), do not create a

link ifit is ambiguous (NO).

-— 3 Tap F Apply a Close.
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I Using the Associate to Create Links Automatically

The Associate automatically creates links in several ways:

0 when you write text into the description detail of a Calendar Item such as an appointment or to do,

' when you write text into a link detail in a document or in a profile, or

' when you text write in notes.

How linking occurs in each case is described on the following pages. Links appear in bold.    
1
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Automatic linking of names in appointments, etc.

When you write into the description detail of a Calendar Item, such as an appointment or to do, the Associate

automatically recognizes names previously entered into any Perspective document, if the Associate is On. As a

result, any Calendar Item such as an appointment, to do, event, objective, etc. containing the name of a

person, company, or topic is linked to the correct profile. For example, if you have already entered Dan Costa,

writing the appointment Dan, or the to do Call Dan, causes the Associate to link Dan’s profile with the action.

When you enter a name in a description, you can write the entire full name or short name and the Associate

recognizes it. The Associate also recognizes an abbreviation of the full name, designated by the beginning of the

full name followed by a period. For example, ifyou have previously entered a company where the name is

Blades Sports and the short name is Blades, you can write any of the following and the Associate will create a

link with Blades Sports:

Call Bladea Sporta

Bladea

Fax Blaal. propoaal

l Be sure to fill—in the short name when you refer to something by a name or nickname other than its full name
so the Associate can create the link.

People’s names are special. The Associate recognizes the full name, the first name only, the last name only, the

first initial and last name, or initials. Therefore, ifyou have previously entered a person Daniel Costa, with a

short name of Dan, you can write any of the following and the Associate will create a link with Daniel Costa:
 
i Daniel Coata Follow up with Dan

1 Thank you letter to Coata Call Daniel

f Meet D.C. Fax letter to D. Coata

l If there is more than one possible link, the Associate asks for your help if Let the Associate ask for Help is On.
Otherwise, no link is created. Therefore, if you have two Dan’s in the Address Book, and you write M661: Dan.

the Associate asks you which Dan. You may find it useful to use the short name as a way to differentiate

between multiple nantes. For example, refer to one Dan as Daniel, and the other as Dan.
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Automatic linking of unknown names in appointments, etc.

The Associate also recognizes names not previously entered when you use keywords. The Associate creates

profiles for the new names, and automatically links them. If Let the Associate ask for Help is On, you can use

one of the keywords below when you write in a description to have the Associate help you create a new profile:

0 about ° hrkfet ° meeting 0 with

0 appointment 0 call 0 mtg 0 w/

o appt 0 dinner 0 phone

0 at 0 lunch 0 re

- breakfaet - meet ° regarding

 
For example, if you are scheduling a meeting with John, who is not entered into your Address Book, you can

schedule an appointment in the following ways:  
1 2:00 John No profile created or linking performed.

i2:OO Meet John New profile created for John and linked to appointment.

Remember, using the keywords when Let the Associate ask for Help is On, helps you build your contact list

and adds value to every entry, because the Associate is automatically tying together all information. If you

prefer not to use the keywords, you can also create a profile for a new name using the Create menu before you

write in the appointment. See “Creating a new item anywhere” in Chapter 3 on page 32.
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Automatic linking in link details

You can write directly into a link detail in the column of a document or in a profile and the Associate

automatically creates links if the Associate is On.

 
Ifyou are writing a name into a link detail, the Associate looks to see if you have previously entered that name_

If it finds the name, it creates a link. If it does not find the name,_ it asks if you want to create a profile for the

name if Let the Associate ask For Help is turned On. (The General Links detail leaves unknown names as text.

No new names are entered in this detail.)

If you are writing a description into a link detail, the Associate automatically creates a new profile for an

appointment. In this way, you can schedule appointments with people from within the Address Book. You can i

also enter a to do, event, objective, etc. by writing it in and changing the category appropriately. See “Changing

the category of an item” in Chapter 4 on page 58. When writing an appointment or event, include the

scheduled time, and it is displayed in the Day Planner and the Month Planner. To do’s are put on today’s to do

list. Objectives are scheduled for this month. Therefore, you can write the following descriptions in any
Calendar Items detail:

Meet Dan on December 15, 1992 at 2:00 Appointment is scheduled On December 15,
1992 at 2:00.

Call Dan Change category to To Do and it appears on

today’s to do list.

1. Cloee Coeta deal Change category to objective and it appears on'

( this month’s objective list.
Automatic linking in a note

j When you write in text within a note, previously entered names are linked if the Associate is Notes in On.
! Linked names appear in bold. When you write names in a note, follow the same guidelines for writing the

name as described above in “Automatic linking of names in appointments, etc.”
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' Using Profiles to See All Details for an Item

hufilts are forms that displayr all the details for an item. Each item has a profile. You can open a profile and

view, enter or change any information.

Opening a profile

You can open a profile for any item displayed in a Perspective document. In addition you can open a profile for

any item that is linked to an item.

 

 

Open a profile 

  
Day Planner

Dowmt Edit Options Actions Create . . . .

. m V cm 9' ' Circle C) on the row margin of an Item ID :1mar e W! 1' . .

"fume! ' = ' ' ‘ 1' documenr.{Edit Menu: Edll) 

 
.3 II‘la I 5 6 l' g

"' *° " ‘2'“ 5 '° If the Item you want does nor appear on the

page, you can 115:: Find to locate it. See
 

“Finding Information” in Chapter 4 on

  
Dmmm

4’ fiae’rbn'cc. ii: fChilled
page 60.

 
  

 
 

'FM We” f

 
Open a profile for a linked item

' Double tap I hold (linked) information in a
document. note, or another profile.wassmmflmmSWING!

sum: -

FutShBY - OeI13,92 Fhishsj -
 

 
 

“mm -
 

 

Him: When a detail box in a gtofile is not large enough to show all the information, an ellipsis (. . .} appears
in the box. Double tap a the detail name to expand the box. Double tap I again to collapse it.
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_ Changing Information

You can change existing information in Perspective at any time. The different actions you can take to modify

the content in Perspective are explained in this section.

l Moving and copying

Move and copy work in Perspecrive as they do elsewhere in Penl’oint.

' When you mime something, it only exists in the new location. For example. when you move a stafl"

meeting from Monday to Thursday. there is no longer a meeting scheduled on Monday.

' When you copy something. it exists in both the original and new locations. For example. when you copy

a staFF meeting from Monday to Thursdayr a new item is created. Your schedule shows both meetings.
 

   .‘npnouitmenta El 4 To [10‘s Move an “em
“M ' v' ‘Jonh‘acitom

:3I_g::_.;g,p__‘,7__’r__gflje_;g_;;9__ --£-'— WWW -— 1 Press l anvwhete on the item until ther; " --.'- d.--- . t
slimming” . '1- of fin‘pficc list?

  

 

. m 4 an“ single marquee appears. {Edit Menu:
in m 5 .r Cfikrm Gwen;— gl Move]:0 a c Blah ,

a m 2 Drag the marquee to the new location.

7 Address Book a . 4 -
Dommi Edit Options Anions Create A Copy on itemC

, - Petso II Germany Items .c A" n’ A ' ' " —"'—""'— 1 Tap press anywhere on the Item to getHome E D Bussrefi- F'hone Home Hie-her

‘ Len-recited}: [41515532942 -' '

 

the double marquee. (Edit Menu: Copy)

2 Drag the marquee to the new location. _:_ RobIZ-miy ‘ mama-9642
3 a.I'

Copy a detail
.a'.:'.'.'.?E3$'afi:.‘.'.':n:.'.‘.'.T.1'.'.'.'."'- I 4] 5) %$561 3

 
1 Triple tap g? on a detail to select it.

‘ '2 Tap press 4 on the selection to get the
double marquee. (Edit Menu: Copy)

3 Drag the marquee to the new location.

Note: When you move or Copy an item. all links (including notes} and embedded documents are moved or

copied too.
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Editing

You can change details in a document or in a profile. Perspecrive uses the editing conventions you are already

accustomed to in PenPoint. When you change information in one location. such as the Address Book. it is also

changed in the ProfileBook and in all references to it in any other document.

. Mdmsm ..; - Edit text directly
Dowment Edit Options_ Actions Croat

{A - AI Person: All Company Items
Write after text to add onto it. The setting
of the InkWell does not matter.

Name _/ B E] Business Phone Far

‘ mam " Wilma—7000 ' - Draw a down right L to insert space for a

(NE) 457—1233 [NJ 457410) new word.
° Cross out X to delete a word, In dates and

phone numbers. space is left for you to
write the new value.

[206) 45112.54
 

' Select text and write text over it to replace

old text with new text. Particularly usefiil
For dates.

 

° Draw a right up -—‘ to capitalize the first
letter of a word.

' Draw a right d0wn -| to make a word

lower case. Draw a right up Hick -—” to

make a word upper case.

° Draw a pigtail ? to delete a character.

Edit text in an edit pad
Domrnent Edi1 Options Actions Create . .

— 0 Circle 0 to open an edit pad.

' Draw a caret A to open an edit pad for

inserting new text.

' Draw an up right r to insert a single new
character between two characters.

 
_ ' Tap Y on a detail box in a profile to open an

edit pad.

Chaplet 3 i’enpedrve Basics
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2" mo Us. .. 5 Edit ink
Document Edll Options Adam Creole  
 
 
 

 

 
. Write after or over the ink to add on to it.

‘ - F

' "'9" ‘ same To no "em NOW The setting ofthe InkWell does not matter.
4 Dexter _ __ G [3 Start ' ' Tudor -

' w in in - " - . - Tm' ' ° Cross out X on the ink to delete it and
5- .. can he: . . _ I _ Next Header write in the new ink with the InkWell set
\ Phoneiolllrepn -Dct , , Edlt _

to ink.4 Cold cell 3 some

Edit dates and time

' Circle 0 to get a special date and time edit

pad.

- Tap You the dot to left ofthe date to get a
list of Quick Set choices.

- Cross out X over part ofthe date and write

in the new part.

  

Edit choice details 
 Domnent Edit Ophans Actions Create A

I High - SomeTo I- Items
4 Description 5 I'r '

"EN Inven'filr

 

  
 
   
 

0 Tap the arrow to get a lisr ofchoices For the

detail. For example, the Priority detail For a

to do has ASAP! High. Med. and Low
choices.  

Hominhmpo.
4 Coflcanflslms ' Write in the first few characters of the

l choice. For example. write Hi in the
|

Priority column and High is displayed.

<44he}flue-rues
0 Draw a carer tap A on the choice to add a

new value to the choice Iisr.

Hint: You can edit text either directly in a document or in an edit pad. It is frequently more accurate to

perform your edits in an edit pad. Circle O on the text to open an edit pad, and make your changesi

there.

Him.- Many gestures operate on the place you draw them or on a selection. For example. iFyou select text and
circle 0 it, only the selected texr appears in the edit pad.
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Deleting

When you delete information in a document such as the Address Book, it is also deleted in the ProfileBook and

all other documents. You can delete items or selected details in a document or profile.

_ TDDOLm r. ;- DBIB‘I'B an item

Downent Edit Options Create

: High- Some To It

 

' Cross not X in an item's row margin.

(Edit Menu: Delele)
0mm”. ‘ rope: (Ink) 0:11102

EN fiver-15W; :T'J‘" " a ' To delete several items, tap Yon the firsr
MIDI-mm 9;“ row. draw a plus + on the last row. and

EN invmfwy ' . croas 0th X in the row margan.5m

Nat suntan ' Cross out x in the title of a profile.

sunny :9et12194a m -

rmhay . 0:113:32 Fuw - Delete ink
WM-

 
' Cross out X on the ink.

' Scratch our :2 on the ink.

To an as: Delete text
0mm! Edit Options Create

: High- Some To Items
- . u SW19! ' Draw a pigtail ‘3 over a characrer.  

° Cross out X over a word.

- OClLZ,... -
' Scratch our :2: to delete several words.

' Triple tap s? on a detail to select it and
cross out X to delete the value.
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Delete a link
 

Noteslndex

.‘ Note - All Note Items
Note Conant 
 

 

  
  
 

I Cross out X over bold text.

This deletes the link (the relationship}, not
the linked item.

 
— -w
[33%
JMM

’ "mm:

Non Names 10, 1992 “It; Rm
 

Him: To delete an entire category of items from the Perspective Notebook, create a document that includes

just this category then select all the raws and cross out x on a row margin. (Or, export the items with
the Delete Exported Items option.) See “Creating new lists" in Chapter 7 on page 14] and “Exporting

Information" in Chapter 10 on page 195. 
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I Backing Up Your Information

You should always maintain a current backup copy of your information and documents. Pensoft recommends

you backup at least once a week, ideally every night. You backup by copying your Perspective Notebook (or the

notebook that contains all your Perspective documents) to a disk(s) that you keep in a safe place. Should you

encounter a problem with your computer, you can copy the Perspective Notebook back to your computer,

restoring your information and all your documents.

All your information is stored in the ProfileBook document. Ifyou want to make a backup copy of all

information and embedded documents, copy the ProfileBook to a disk. Ifyou copy the ProfileBook, no

Perspective documents are backed up.

You can only copy the ProfileBook when Perspective documents are not active. Active documents are either

documents where Access is set to Accelerated from the Options menu, or documents which are floating. If

any documents are active when you copy the ProfileBook, the ProfileBook floats and does not copy.

Rememher; you copy a document(s), you are not copying the infimnation that is displayed in it. You are only copying

the layout and design ofthe document including the setting ofthe document and the columns that are displayed.

Note: When you copy ProfileBooks, never replace an existing copy of the ProfileBook. Rather, copy the

ProfileBook with a new name and delete the old copy
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Backup your information and
documents

 
1 Ensure that no Perspecrive documents are

in Accelerated mode. Turn to each

document and From the Options menu

choose Access. Set Accelerated to No.

I“... Tap l' the close corner to close your
Perspective Notebook.  

3 Connecr to a disk that your PenPoint— 3,5

' v'l .' 3 E D computer can access. For more
Selma: CW Shin-Mfr Mimi; Pas—pm : . . . .

' - information, see Urmg PmParnt.
 

4 Tap the Connecrions icon ‘23:} on the
bookshelf.

5 Tap to select a backup disk.

6 From the Connection’s View menu, choose

Bookshelf.

7 Tap press 4 the Perspecfive Notebook,
then drag it to the floating directory li5t.

All documents in the Notebook are

backed up including the ProfileBook
which contains your data.

Note: PenPoint does not allow you to back up onto multiple floppies. lfyour notebook is larger than 1.44
megabytes. you need to use a compression utility such as PenCrush "' or back up to a larger disk with
PenCentral "' .
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Backup your information

 

 . Perspeclwe. Cmtents
Document Edit Options View Creole

 

 
1 Connect to a disk that your PenPoint

mym computer can access.
Hmlt Heme

'3 m that
D To Do Lls‘l

 

  
2 Tum to the Perspecrive Notebook table of

Contents.

3 Tap ythe Connections icon on the
Bookshelf.

 

 

  amounts-Imeang
4 Tap to select a backup disk.

5 From the ConneCtion's View menu,

choose Bookshelf.

6 Tap press '1 the ProfileBook in the
Perspecrive Notebook, then drag it to the

floating directory list. The ProfileBook is

copied to the designated disk.

out Edit Options View

None In

El Piranha Flego
_ u e. .-.nvnmunvxn'ls.'21

CI momma File
Hut-Sm

CI moms“

  
  

  
 

Note: Penl’oint does not allow you to back up onto multiple floppies. If your Profile-Book is larger than 1.44

megabytes, you need to use a compression utility such as PenCrush or back up to a larger disk with
PenCentral.

(Wonk! 3 PE"$.‘-'."T‘|W' l‘s': -

SAMSUNG EX. 1004



SAMSUNG EX. 1004

Archiving Information

 
The storage capacity ofyour computer is limited. Therefore, Pensoft strongly recommends that you archive old

information, such as appointments, to do’s, etc. every 3 months, 6 months or year. To archive items, export

them and delete them from Perspective. See “Exporting Information” in Chapter 10 on page 195. If you need

them later, you can re-import them. Since ink cannot be exported, you should translate ink that you want to

keep before you export.
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This chapter explains additional techniques you can use when working with any
Perspective document. The chapter is organized into these sections: : I

More about Linking Information . . . . . . . . . . . . . . . . . . . . . . . . . . 54 2.
Creating a new link manually 54 = ,

More about Profiles . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 56 a
Changing profile appearance 56

More about Changing Information . . . . . . . . . . . . . . . . . . . . . . . . 57 1
Selecting information 57
Changing the category of an item 58 m

Undoing a change 59 2
Finding Information . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 60

Finding exact information 61 v
Finding information easily 62 0
Using the results of a find 63 n

Printing . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 64 =.

Using Perspective for Communication . . . . . . . . . . . . . . . . . . . . . . 66 <
Using Perspective as the System Address Book 66 m
Using Groups ‘ 67
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— More about linking Information

Creating a new link manually

You can create a link between two items when the Associate does not automatically create it For you. For

example. after you write a note. you might want to link it to an appointment.

momma, m2 Link a note or a profile to another

 
Nola Edi‘l Options Stu-Pm“. If ’9 mm

1 Press l on the pushpin icon -D=:J in the
upper right corner of the note or profile
until a link marquee appears:

 

2 Drag the link marquee, and drop it on the

srlfica If”; other Item.
3 A note from the Associate appears. Specify

the name of the link:

 
0 Link — the original item. 

- To —— the item to which you are linking.

0 As — the name of the link. The link

name states the relationship between

the original item and the item to which
you are linking. If there is more than

one possible link name, tap the arrow
and choose a link name.

 
 

   
 

 
 

 J i ' emu-v: deksms’w -§é’?.995i§i§i;.fieerfirai'§iéti 4 Tap 1’ Link-
4 Prone Edtt ga

S !- Company ff 3
a 5 Maine Boardwalk Sports Stop I 2,915] (415166 gShmnarne 3

.- D Blamesth (438153-9339 65555 g
a F“ 1.!- _m 3c- g
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. ____ . . Linkaniteminodoeumenflo
bean-rent Edi-t Options Adm: Cleate another item

:cqummmmmmwwmm_ .- I
a D Bugging; Phone Fun I '

[ham

Double tap press .u the item you want
to link until the link marquee appears.
(Edit Menu: link Item)

- [43632133642

2 Display the item to which you want to

link. If necessary. turn to anather

document by rapping ? on its tab or
tapping on the contents tab and tapping
on the document's icon.

 

3 Drag the link marquee, and drop it on
the other item.

4 A nore from the Associate appears.
9 El.me rim. uni“. . . . ' ' ' Specify the name of the link:[4153333902

{413mm — ‘ Link — the original item.
0 To — the item to which you are

linking.
5:433) 55149339

_ ___{;_ -m_mmmmmwmnmm _ ring line-4w... . .
. _ _ name states the relationship between

Linlc “niche! Carter " ' the original item and the item to

To: V“Boardwalh SMSth” ' ' which you are linking. If there is more
As: 0 i Employee: than one possible link name, tap the

arrow and choose a link name.

5 Tap Link.
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— More about Profiles

Changing profile appearance

You can change the deFault size ofthe profile For each category and show or hide the menu line and scroll
margin For all profiles. You can also rearrange the layout oFthe profile For each category.
 

Record new default profile size

- — 1 Tap on the Create menu from any
Perspective document and choose the

category whose default profile size you

want to change.

2 Press i on the tesize handles of the profile

and drag it to the desired size.

3 Draw an R on the title line of the profile.

All profiles of this category now open to
this size.

4 Cross out x on the title line ofthe profile
to delete it.

 
Show or hide profile menu line

—-- - - — —- ' Draw an M on the title line ofa profile to

show or hide the menu line for all profiles.

Show or hide profile scroll margin

-- - —- — --— - - - - - ' Double Hick ll on the title line oFa profile

to show or hide scroll margins For all

profiles.

Note: To rearrange the layout oFa profile. see "Rearranging a profile's layout" in Chapter 9 on page l85.
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‘ More about Changing Information

Selecting information

Before using certain menu commands, you need to seleCt an item or detail to tell Perspective what you mm the
command to affecc Many gesmres also work on a selection. When an item or detail is selected, the background
behind it darkens.

 
  

V Wm Book . 4 ,. Select an item or detail
Document Ed'rt Options Actions Croote

: c - AI Person, All Compam items“-
—- ' Tap to select an item.

° Triple tap s? to select a detail.
 

 

 

  
Nana. B I] Elter Phone ,
Lorne Camy {415) ' ‘ .‘ v ' Press l and draw a Wipe through line — to

2 Rob Candy (‘08) 215642 select text or several items.

deaicm {403] 557.9157?

q Jaguars _ _ 1413 985—5533 [413911545555 Select several items

5 Megan [61932366999 (619]922-6444 1 Tap l’the first item,

6 Suahconneae (415) 362%: (4:5)66 2 Draw a plus + in the row margin ofthe
FurtheSt item you want to select._i_?mm Cook I5 _ [41$_9_3_6-5608 (4:5; 9355555

3 Patricia cooper (619) 3253699 (519) 325-7005
Deselect

- Tap yanywhcre on the seleCtion.

Chaplet .1 Using Perspeclive
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Changing the category of an item

When a new item is created. Perspective automatically assigns it to a category based on where you write it. For

example, ifyou write in the Appointment Tile in the Day Planner, an Appointment item is created. In the

Month Planner, Perspective assigns new entries to the first category listed in Items From the Options menu. In

a list, Perspective assigns new entries to the firsr category displayed in the banner. For example, the Address

Book shows people and companies: by default new items are created as Person items. You can change the

category of any item. For example. if you enter a Company in d1: Address Book. Perspective assigns it to the

Person category. You can change its category to Company.
 

 

 
 

 
 

  

 
 

 

 

 

,7— Mdm, 30.3.. - 4-, Change the category of an item
Bowman: Edit Options fictions Cleate A , , , _
. ' ' — — '— ' ' ——' —--- " 1 Circle 0 In the row margin ofan Item to
' s ' A. Pemn' A" COW "ems open the profile. The items category is

"m" " “ d‘l d' hb fh fit
‘ mmsmw tsp aye in t e anner o t e pro e.

n man“ If the banner is hidden, draw an M in the
‘ title line of the profile to display the
-., mmsm" menu line and the banner.

‘ 3115mm :Bsioumnl 2 Tap y the arrow in the banner to get a listone

 
 
 
 

of categories, and choose the new

 
 

 
Midi-e55 15mm. { category.

w I 3 in response to Perspectives prompt, tap
Change.

 
Details that are not in the new category
become insrance details. so no

information is losr. See “lnsrance Details"

in Chapter?) on page 173.

Hint: You can also change the category of an item from the Category Column of a document.
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Undoing o change

Ifyou mistakenly delete or change an item. detail or the content ofa note, you can easily undo the change. You

can undo up to the last three actions.

Undo does nor undo changes to the design ofa document. such as deleting a column or changing the sort. You

can, however, revert to the last checkpoint. which was either when you turned away From the document or

when you choose Checkpoint From the Document menu. When you choose Revert. any changes made to the

design of the document, such as deleting a column are undone.
 

Undo changes to information
Document Edit Gotten: Mime Quote

' Draw the undo w gesture anywhere in the

’ A ' A. P n' A“ Go I "y new document or profile. {Edit Menu: Undo)D I] Btmhees Pm For.
(415} 56113000

(3061 457-1333 (mo-mum Undo changes to the document

(296)457"254 ° From the Document menu. choose Revert.

 

C:I.[t]"|r Ii "\mL Frr'.'.--II;J] I
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— Finding Information

When you want to look up a person’s phone number without turning to the Address Book, find an

 
appointment without looking through every day of the Day Planner, or locate a certain word or phrase

somewhere in Perspective, use Find. For example, use Find when you cannot remember Michael’s last name, or

when you want to retrieve a note you wrote about French products, but you cannot remember the meeting

date or what you named the note.

There are two types of Find available:

Advanced Find to find specific information.

Find to perform a general search.

60 Perspective Handbook  
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Finding enact infomtion

Use Advanced Find to spec'LFy precisely the kind of information you want. such as a person in a city that starts

with “San” or anything you wrote on Ocrobet 31. By default. Advanced Find is set to find a person’s name.

\Within each document. Advanced Find remembers the criteria you set for the find and displays it the next time

you use Advanced Find. Because you specify the exact category or detail, Advanced Find is fasrer than Find.

Advanced Find

1 Draw an F in the document title line. (Edit

Menu: Find)

2 Tap y the Find title line arrow and choose
Advanced Find if it is not already chosen.

 

3 In theAdvanced Find card that appears. set

the Following:

' Find — the category ofitem to find (for
example, Person or Note).

' Where — a detail that further specifies
what you want to find (for example, City
or Note Content).

2 - — a modifier for that detail (for

example. Starts wiih or Contains}.

— the value of the modifier (for

example, San or French].

4 Tap a button to complete the find:

' Tap or to search the
current document.

- Tap to search all your
information in the ProfileBoolt.

 

Compare; Im: Manciiv isSan Dingo

_ . . . ..

1'“ Review the results. See uUsing the results

ofa find” in this chapter on page 63.
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Finding information easily

Use Findwhen you want to perform a general search on a specific word. name or phrase, such as everything
that mentions Michael. Since Find searches through every detail of every item, it can be slower than Advanced
Find.

Find

— 1 Draw an F in the document title line. (Edit

Address Book _. I -: 4" I Menu: Find)
Dowml Edi! Options Actions Create tees-B ’Fnd.- mu Cd ,

i c - AI Person, All Cowper AdvancadFind

 

  

 
  

  

to Tap Y the arrow in the Find title line and
choose Find if it is not already chosen.  
Write what you are looking for on the liner

4 Tap a button to complete the find:

- Tap m or IE to search the
current document.

O Tap to search all the
information in your ProfileBook.

Review the results. See “Using the results

ofa find" on the next page.

 

 Heme where any doiail emigre lil idioei

Garage“ Presentation
‘ iTaDo Pom—mwnmioaaez

:- lhfiamnml Wine: rie'whneOct?_.921100.\M
3 b Cornpr Boat-avail. Sports Shop
4 b Pmn m1 Certa-
5 I Restaurant Mariners
5 ! Ream!!! MW]:

0 Exam Molnar s at East

01-.
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Using the results of a find

 
. When you tap the buttons, Find searches backward or forward through the current

document. It begins tom the top 0 t 6 page currently displayed. The results are:

' The page that contains the previous or next matching item is displayed and the matching item is

selected. Also, the Result line reports the number of matching items found in this document and in the
ProfileBook.

' Tap the button again to find the next matching item.

' When you choose the
results are:

 button, Find searches all the information in the current ProfileBook. The

' If there is one matching item, the item’s profile is opened.

' If there is more than one matching item, Find displays a list of all items found.

Hint: You can add columns to the resulting Show All list to make it more useful. For example, add Company

to a list of people. To do this, draw a caret A on the name of a column, and choose the new column to

insert. To see more information on an item in the list, open its profile by circling o on the row margin
of the item.
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IF Printing

You can print any Day Planner, Month Planner. or List Paper document. You can also print any profile or note,
You can choose various print options For each.

 
  

 
 

“mg amt Print a document, note or profile
" Edit Options fictions Create _

1 Ensure that you have a printer created. If

you need help see {king PenPainr.

 

 
 

Print .
Punt Setup From the Document menu, choose Print

Setup.

Specify the Print Setup as defined in [king
PenPainr.

Draw a P in the document title line

(Document Menu: Print; Note Menu:

Print: Profile Menu: Print}

 

In the card that appears. set any of these

options:

- Printer —— Choose the printer to which

the document will be printed.

- Printer Enabled — Specify ifthe printer
is enabled.

 

 

- Paper Size —— Choose between: US

Standard, US Legal, A4, or specify

your own size.  
 

. Print Rama: 5 VignIe Day

n One Day per Page
OneTlleper Page
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_D_ey__Plemet- Print /.
D Salas __

Prim Enauaa: » Na

Papa 3'21: v Whiter-dare
Print Hm: I I'VisbIe Dav

' PrinIAm l OneDey not Page 
 
 

p Baht

Printer Endied: D No _

Paper Size: VD US Standard
' Ptiltflenge: . IViehlePege

AIIPeges

  
 

 
 

 
 

’ Sale-.5

Prim! Enabled: ! Yes

Papa Ste: v US Siandad
 
 
 

 

 
 
 

FindPage'. {Dc-1192.-

Lutl'aga canoe»
Print As; . Ii One Month per Page

One-rib” P095

 

Note: When you print a document, embedded documents and linked notes are not printed. To print
embedded documents or notes, open them and print them individually.

Chapter 4. Using Perspective

  

' Print Ronge — For the Day Planner

choose to print the day, week. or month

for the visible day. For a list, choose to

print the Visible Page or All Pages in
the document.

- Firsl Page — For the Month Planner

specify the first month to be printed.

' Lasl Page —- For the Month Planner

speciFy the Iasr month to be printed.

0 Prinl As — For the Day Planner choose

to print each day on one page (One Day

Per Page) or each tile for each day on

one page (One Tile Per Page). For the

Month Planner choose to print One

Month Per Page or One Tile Per Page.

Tap if Print & Close.

The document goes into your Outhox and

either prints immediately, if you are

connected to a printer, or prints the next

time you are connected to one. For more

information. see Uifng PmPot'm.
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_ Using Perspective for Communication

Using Perspective as the System Address l-oolc

 
A Perspective LiSt Paper document can act as the Pen Point SyStem-wide Address Book for all installed services.

The information for each sendable service is stored in Perspectives I’rofileBook along with all ether

information. You can view the information for the service in any Perspecrive document or profile. For example,

if you install electronic mail as a service, then the e-mail address for each person can be displayed in a column

in a li5t document or in a profile for the person. You can edit the service information Stored within PerspeCtive

as long as the service is installed. When you edit the detail in Petspecrive. the service displays an edit window.

When you enter information while using the service, it automatically updates in PerspeCtive documents.

When you install a service, additional details, which the service specifies, are added to the ProfileBook.

Perspective comes with the Standard details for an installable service, as specified by Penl’oint. In addition,

when Perspective is the System—wide Address 3001:, you can easily perform mail merges with Form letters from

word processors, such as LetterExpress "' . 

Add,” Boar: Am ' ' - Specify o List Paper document that
can be used as the System-wide

mu" ’ “"3 Address Book
I I Standard

Pruileflmit: s warm" 1 Turn to the Perspective List Paper:1 Necebook “Perspective*
on Voiarr-e'Snla“

Use as Address Book's ‘r'es

document you want to spec”? as a

potential System Address Book.

IQ
From the Options menu. choose Access.

  
5 In the Option card that appears. Set Use

As Address Book to Yes.

| - 4 Tap Apply 8: Close.

Select Perspective as the System-
wicle Address Book

1 Tap 3’ Send in the Document menu from
any PenPoint document.

2 Choose a service.

3 To select a Perspective List Paper

document as the System-wide Address-
Book. see the manual for the service.
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4 _

_

Using Groups

If you are using electronic mail on your PenPoint computer, you can create groups to quickly send mail to a

number of people and companies at the same time.

Perspective comes with a predefined category called Group. You can create a group by selecting Group from the

Create menu. You can also enter a group in the Groups document or in the Mail Address Book document in

the Additional Documents section of the Perspective Notebook.

Once you have created a group, you can add people and companies to the group by writing the group name in

the Member of detail of the person or company. As a short cut, you can also manually link the group and the

person. See “Creating a new link manually” in this chapter on page 54. The members of the group are

displayed in the Members detail for each group.

 
To send an e—mail message to a group, choose the Mail Address Book document in the Additional Documents
section of the Perspective Notebook as the System-wide Address Book. When you address your message,

choose to send it to a group. The message will be sent to all members of the group.
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This chapter explains how to use and modify any of the Perspective Day Planner m
documents. The chapter is organized into these sections: 6

About the Day Planner . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 70 7

Turning to different days 7l m
Appointments . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 72 m

Scheduling an appointment 72
Changing how long an appointment lasts 73 c
Rescheduling an appointment 74 =

Entering regularly scheduled appointments 75 3
Setting and removing alarms 76 _
Dividing a time slot into shorter or longer intervals 77 m
Scheduling multiple appointments at the same time 78

To Do’s . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 79 <
Entering to do's 79 0
Updating a to do's status 80 cChanging a to do’s priority 8i
Changing how to do’s are sorted 82 1

Events . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 84 U
Entering an event 84

Daily Notes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 86 n '
Writing a note for the day 86 <

Changing the Day Planner . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 87

Changing tiles and their arrangement 88 l
Changing the look of tiles 89

Changing row height 90 h
Changing column appearance 9] i l
Adding and removing columns 92
Adding and removing a day tab 93 l

Changing the display for small screens 94 i

l
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_ About the Day Planner

 
Use the Day Planner to keep track of your schedule and organize your day. You can also use it as a diary to keep
a record ofwhat you have done in the past. To review your aetivities or accomplishments for a particular day,
turn to that day in your Day Planner and you can see a hisrory.

Note: The Standard Day Planner does net display events or daily notes. If you want to track events or daily

notes in your Day Planner, see “Changing the look of tiles" on page 39, or use an alternate Day Planner

from the Additional Documents section of your Perspecrive Notebook.

The parts of the standard Day Planner are:

own-an: Ed'rl Optima Actions came i and displays a I-3-month calendar.
50 02 War {it . .

“m” _ ' Appamtmmr Tile— For scheduled

1 activities such as meetings.

" . '. D" pl,” - -:‘ .1 ' Bizmier— indicates the current dateI

l

' Time n’ot— the time at which an

appointment is scheduled.

' Yb Do lik— for to do’s and phone calls

" as“F”“‘ “S 5' I i that should be completed todav.
Rec mum'wa .

W— -— . . . fl . . .

a i ’0“ min. 6 .- Event 7:1! for actmties such as.1 pmm]mm - olidays, parties. trade shows and
‘ 5 conferences. {Hidden in the Standard

2 Day Planner)1

I2 ' Nate Tile— for daily notes. (Hidden in

the standard Day Planner)

F535 0 Day raér— use these to turn to a

different day in the current week. The

tab for the current day is bold.
3i“

Each tile has its own scroll margin to move

through the display. For example, scroll

down (or flicli in the Appointment Tile
.l to see what is scheduled late in the

afternoon.

u-Bonas
 
Nate: Remember. each Perspective document is just one view of your information. Thus, appointments you

enter in the Day Planner automatically appear in the Month Planner.

7° Fmpedrve Handbook
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Turning to diflmnt days

When you first turn to the Day Planner. today's page appears automatically. To see the schedule for another

day. you can turn to that day in several ways.

Turn to other days

0 In the banner, Hick left —- to turn to the

next day, right —- to turn to the previous

day.

- Hick to move one day.

° double Hick to move one week. and

.r fix.Faxing {- ' triple Hick for the same date in next.if
Rev inum‘bdy-..____ previous month.At can“ ' ._

1" “rm conic: l‘ - l— . Tap l, a specific date in the banner calendar
Pmmm’m to turn to it.

3
a
5
6
i"
8
0
to To see future or past months in the banner

calendar, flick on it.

' Hick in either direction for one month,

' double Hick in either direction for three

months, and

' triple Hick in either direction for one
year.

' To turn quickly to a diStant date or to see

the whole year at once, choose Show Year

from the Aetions menu. then tap any date
to turn to it.

 
— — — — — — ' Tap a day tab For any day this week. To add

a tab For a specific clay. see “Adding and

removing a day tab” on page 93.

Note: PerspeCtive remembers which day you last turned to. \When you turn to another document. it remains

on that day when you turn back to it. If the Day Planner is on “today” when you turn to another

document or turn your computer off. when you turn it on again on a later day. the Day Planner turns

to the current day.

Chopin! 5. Scheduling Your Day 7'
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Appointments

Use the Day Planner Appoirmemt Tile to schedule and track your appointments. An appointment is any

scheduled acrivity. such as a meeting. sales call or doctor's appointment.

Scheduling an appointment

To schedule an appointment, write direcrly in a time slor in the Appointment Tile. What you write is entered

as a description for the appointment in the description detail. You can write in ink or text. Anything you write

here is categorized as an appointment and a profile for the appointment is automatically created. See “Entering

Information“ in Chapter 3 on page 27.

m Schedqu an appointment
Document Edit Optic-ts Actions Cr! _ _ _ _

-—— — s The Assocmte automatically recognizes pretriously enteredSemen-ins ‘32

Tuesday _. " names. such as the person you are meeting. the subject, or

the location. and creates a link. ifyou write in text with the

 Associate on. The link names appear in hold.

A” “WWW” . ,5 ' The Associate asks if you want to add new names if:

8|: Car—2’95: "U? ' you use keywords,
‘3 m ' i ' you write in text, and

3° airs-rem l5

“3 m ' Associate and Let the Associate Ask For Help are on.w

2 The link names appear in bold. See “Automatic linking of
an unknown names in appointment. etc." in Chapter 3 on
3° 41.

l at“: "from 1’03 Page
on ' All names which the Associate links are assigned to the

in Name Items link detail in the appointment.0}
33

' lfyou write in the AM or PM slots, the appointment is
scheduled one hour before or after the time slots included.

  
Perspective automatically sets the following details when you enter an appointment:

' Duration — the length of the appointment (as long as the time slot you wrote in).

° Dole & Time — the date and time of the appointment (based on the time slot you wrote in).

Note: If you wish to change the details of an appointment. open the appointments profile and edit them.

72 We. Hondbmlu
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Changing how long an appointment lam

Perspective automatically supplies the length ofappointment (the detail Duration) based on the interval of the

time slot you write in (normally 30 minutes]. The duration is shown as a line in the row margin.

You can change the appointments duration to a shorter or longer period of time.
 

Lengthen or shorten an appointment

 
 

 

7 Day Fianna '- 2 --

Document Edit Options Actions Cream g .
' Draw a down arrow J/ From the start time to

 
 

 

Set'ie-mhw 92/” Cue-be. 92 nomnw ae _ _
Tuesuay If: ' 5 I a J I" J ‘ a the end time ofthe appomtmenr toI ' 3‘ 5 P

04:: r i0 ‘ s :« a w a 3' '

1 3 .3 a: .: t; .: .: .. .. .: .: :: ;. i; lengthen an appointment-1w 31142293533 rename-22mg 5:333

  
0 Draw an arrow JJ again From the start time

to the new end time to shorten an

appointment.

' Open the profile for the appointment by

circling o on the time slot. Edit the

Duration detail by circling o it and entering
a new duration. Enter the duration in hours

andfor minutes.

 
r._1 8833858158
CI)

Note: It is hes: to enter duration in minutes. For example. enter the duration For an hour and a half meeting
as 90 minutes.

Note: If the duration ofan appointment is more than one day, it is only displayed on the firsr day. Ifyou have

an activity that lasts longer than a day, make it an event, and it is displayed on each day.

Chapter 5. Scheduling Your Day 73
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Rescheduth an appointment

Perspective automatically supplies the appointment's scheduled Start time (the detail Date 8: Tlme) based on the
time slat it was written in. To reschedule an appointment, simply move it to a new time or day.

Album-litmus I 1:"AM -'

8| Cau" z: — up

 

  
  

 
 

Month Planner " _ - 3:-

Doeurnen! Edit Options Actions Create " A

I October 1992
  

  
Sunday Hmdey Tuesday WNW Thomas? Fnday Seawater' DukvfllhI-‘elbwepsh I

 
  

  
  

3" «figfi’i‘ n

6014‘” s+qH.Mg.Dnc. Yalhppilf Plums —De-Spnuh'm Watkins-i:
nae-tun m In. Mishnl Latina-flaw! using" E-{qur

II fia' - I
 

 

nu must-cu: SheConut Deb-e
g {a -m =9 Jnlml-I n_s;eea_t:.n.nrfic.......111:! he E y '

I _- I 2" —- ., .14....“.._....s.7-................:
13-1. Lfimfi-flfims:new» 14.3,“: z» in Lassen:

Him: lfyou select an appointment by misrake, tap «yto deselect it.

74

 
Reschedule on the some day

1 Press ion the appointment's time slot until
the single marquee appears.

2 Drag the marquee to the new time slut.

Reschedule to a different day,

using the Day Planner

1 Press 1 on the appointment in the time slot
until the single marquee appears.

2 Turn to another day by tapping l’ on the
day in the calendar. (The marquee floats

over the new page.)

3 Drag the marquee to the new time slot.

Reschedule to a different day,

using the Month Planner

1 Press i on the appointment until the single
marquee appears.

2 Turn to (or float) the Month Planner by

tapping on the Month tab.

3 Drag the marquee to the new day.

 
The appointment is now scheduled For the

same time on the new day.

i'erspemwe Handbook
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Entering regularly scheduled appointments

You can enter your regularly-scheduled appointments by repeating them. for example, the weekly Staff

meeting, or the association’s dinner meeting on the 3rd Thursday of each month.

Enter a repeating appointment

 
1 Enter the first occurrence of the

appointment iFyou have nor previously

entered it. Open the profile by circling C)

in the row margin and fill out any details.

2 Tap ? to select the appointment.

3 In the Actions menu. choose Repeal

Appointment.
_Fl_epeel Appointth 

 
4 In the Repeat Appointment card that

appears, set the following:

vary 3 av " . rom -— e rst a ointments are isE om nuns - F Th fi pp ’ d

‘9‘ “W” °‘ Eve” "ml" filled in automatically.5th at Every Month

_ _ ' How Chen — Choose how oFten it

  should repeat,

'5'“ d “"5 “ml” ' Through — Choose how long it should

. .l l I manna-aha rem"

p End a mix 0mg, Tap Repeal to schedule the appointments.
End efflust

Note: This is a shortcut for entering individual regularly—scheduled appointments. When you repeat an

appointment, each appointment is independent of the Others. Thus, if one week’s staff meeting gets

moved an hour later, you can move it as you would move any appointment, without affecting any of

the odter stall: meeting times.

Note: Events in the Event "file can be repeated in the same way as appointments.

‘3‘!an 5 Stltufllulittg Your [My
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Setting and moving alarms

 
When you set an alarm for an appointment. Perspective notifies you when the appointment is scheduled to

start, or 5. 15. 30 or 60 minutes before it starts. When the alarm goes off, you receive a message. Depending

upon your sound system setting you may also hear a beep.

Use the appointment Alarm column to see which alarms are already set. and to set new alarms.

 
Set or remove an alarm

using the Alarm column

Day Planner

00mm! Edit Options Anions Create A  
 
 
  

  
 

September Q3 October 9:; November 33 v _
Tum” I i . I‘m—“*7 - — 1 Tap - in die Alarm column to pop up a listI 2 - 5 I. . I. -

1 3 10% r: I; r? t: :07 i: i: r: glow J u Ufa—1311“ tlmes.are-21335.3 «newer

35 a w a a m 3’ IFyou tap in a blank row, the 115: is net
Appommenls f3

displayed. You can only set alarms on

2 ,-' mm,mm scheduled appointments.
A!"- ( fix’mn‘ec lift?'4 *Calllfl

AM

8| Car‘f’unt—up9 w .
— 2 Choose a tune for the alarm. Choose No

Alarm to remove an alarm.

33

 

 

  

 
 

  
 

5 “notes Before _
15 Minm some
33 Minutes Before
1 Hour Bebre Set or remove an alarm using the

Actions menu

F? 381-53885
{Pain In 0]

 
1 Tap 1" to select the appointment.

From the Actions menu, choose Set Alorm.

 
5Minu12rs Before
15 Hinutes Before '

so Minutes Bdcue "
1 Hour Sabre

2

3 Tap 1’ the arrow to pop up a lisr ofalarm
times.

4 Choose a time For the alarm. Choose No

Alarm to remove an alarm.

5 Tap Set.
 
Him: When the alarm goes off. you can dismiss the alarm by tapping OK. You can also set the alarm to go OFF

again in 5 minutes by tapping Snooze (5 min].

 
I Nora: You can also set an alarm from an item‘s profile. Use the Alarm detail box. Note that if your computer

is off. you will not receive the alarm. If your computer is in suspend mode, the alarm may wake up the

computer. depending upon the type of computer. For more information, see your computer's manual.
76 Perspective Handbook 
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Dividing a time slot into shorter or longer intervals

The standard Day Planner divides the day into 30-minute intervals. If you need to track time in shorter

intervals (as short as 5 minutes) or longer intervals (1 hour). you can cusrornize the time slot intervals.

Changes you make to one day appear on all days of your Day Planner. For example. if you change 10:00 to

have 15 minute intervals, 10:00 will have 15 minute intervals on all clays.

 
 

. DavPlamer "'2"

Domrnent Edit Options Adlai: Dental A

T W892 W92 Nmniberfifi.‘_r‘
a, I“ .2745 leaneanstr0d ates-out; 45:79”:- summoned
m _.-’ filiisfil7flifl l1 IZ-IIis‘el" isfli?lfiiflnzll XIII-2232158 ooaetazaaaa-aaaaasaarx2:31:91: 5:27:21): am

fil’P'. '3 __ __

A ctr—June— 2

mo we.

 

' -.,.,..,.-'.....~;.

I
Ill” =l

rt-=mmwarm 
 

nl- - v -——— —— — -—_‘__.
I|

--=-~~~— - ——+.
-—.—_ ._...—.—_.._

——--——-—-——t

Mara-warrant“ J_ w  

Redivide a time slot

Select the time slot(s} you want to change.
(Each row with a time next to it is a time

slot.)

0 To select one time slot, tap Y it.

' To select several time slots (or the whole

day). tap the first time slot, then draw a

plus + on the last time slot.

Do not select the AM or PM time slots.

When they are selected, you cannot

change the interval.

From the Options menu, choose Row.

Tap Interval to get a lisr of time intervals.

Tap to Select the desired interval. Tap

None to set the Day Planner to l—hour

time intervals. Odlet choices include 30,

20, 15, 12, 10, 6, and 5 minute intervals.

Tap Apply & Close.

Hint: To quickly change the interval of only one time slot, triple tap in the row margin to change the
interval of that time slat. The new interval is displayed for that time slor on each day.

Chaplet 5 Scheduling Your Day
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Scheduling multiple appointments at the some time

You can schedule two or more appointments at the same time in the Day Planner. For example, you might
want to note that an interview and a training session occur at the same time.
 

 
  
 

 
V Day Plume: -r 2 -- Get space for a second appointment
Document Edit Options Actions Create f I

,1 mm” H: 0mm 9;. , 3-0;“; m— - ' Draw a carer A over the time slot where you
TUBSdaY ‘ __ _I ‘ e _-‘ 2 _ ‘ 2 ~ ‘ 5 a I‘ want to add an appointment. {Edit Menu:

1 tea, :1: :: 1: .t .2 .: r: i; .: :2 I; ;.‘ Insert Row)13' Z‘ililrflag 1949;032:2332- nfi'i‘aaz‘a£333.1- 3Aa-‘za29n‘u an A, ,

_ ' _ . An additional row IS added to the hour.
Appointments 4 Tales _ ‘

M - i .r Comm” Each row 15 marked with a dash.

bl Cau- 7’99 3 v up 2 osmwe Proposal
9 m J v! fixpmce. {is £- The duration line in the row margin ism 4 't gum .

,0 m I H, m I 5 5 4 C m“ _ ea: f. shaded lighter or darker when you have
I} E Calm- overlapping appotntmcnts.

‘1 m 1 En; mum‘meEU 5 I
1: 00 0

10 Io

‘ (Pair) in at] "
. 1714:: war.- — ‘3I '3

Q on II
SID IE
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r .

‘ To 00%

Use the To Do Tile to keep track ofto do’s you want to work on or complete today, as well as phone calls you

want to make. Today's to do’s that are not checked of? as completed are moved automatically to tomorrow. The

To Do Tile also serves as an historical record of your accomplishments. The status of each to do reflects the

status of the to do as it was on that day. The status displayed in a to (10’s profile is the Status as of “today.”

Entering to clot

To enter a to do, write it in the To Do Tile. What you write is entered as a description For the to do. See

“Entering Information” in Chapter 3 on page 27.

 
w Hm I' 2 .- Enter a in do

Create j . . . .

a m a N M W —- ° The Associate automatlcally recognizes prewously entered.- ‘L Ml' L‘ mm ‘ g I

. names. such as the person you are meeting, the when, or'1 I fl l ‘- '.' l I J ‘ 5 G i‘ , . . . 1 .

:1}; I: I: 3's"? ‘3 i: :o‘ I: ‘3 m: i: the location. and creates a llnk. tfyou write 1n text With the
J 5 66 g g g; g g: g: j: 5* M“ Assocrote on. The link names appear on bold.

t? . i T0 0"" x" I The Associate asks ifyou want to add new names if:I if mammal:

" Dfiflmem ° on use keywords
a if gut—Fritz: list? y I

* EN mum‘fiwy g - write in text, and5 -> Canton 5,

'5‘ 5 t“ :‘rm conic-5' t' g ' Associate and Let the Associate Ask for Help are on.
-’ Emmi-clung “

’ '- g The link names appear in bold. See "Automatic linking ofa . . 1,, .

m § unknown names in apporntment, etc. in Chapter 3 on
H a page .I2

r. E ' All names which the Associate links are assigned to the Name
“‘ Items link detail in the to do.is

‘5 ' ' Write phone or call. to create a phone call item. Phone Call is

a subcategory of To Do.

Perspective automatically sers the following details to the day where you write the to do. If you wish to change

them, open the to do’s profile and edit them.

0 Start By — the date you expecr to start. 0 Finish By — the date you expect to finish.

Chuck'- 2' exhfihilml; ’u'. .a- Uni.-
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Updating a to 60’s status

 

 
 

 

 
 

. You track your progress on to do's with the Status column. The status column always displays the Status of the

to do on that day. A to do's Status can be: Not Started. In Progress. Completed, or Canceled.

um Mark I: to do as completed

I we ' Check v' in the column labeled «r .Camus» st Revert-on te

Isa rltiw .ffi:l:|:

‘ 2 33321213; ERIE: Chungea todo’s status25.3527/‘1l'l 5“"

" 390°" . 1 Tap 1’ in the column labeled d to get a list
I I Wmm- of choices

~' Distn‘hllehoyosal - .

; :jgfficc 1" 5: g- — — —— — —— 2 lap to choose a Status level. Choices
‘ l (M mtg: i. 9| lncludfi: Not Started, In Progress,

5 .. mu“! " “ Completed, or Canceled.
r- : Not Started {my g! «Nn Frog-e35 3

9 JCmpleted §.3 I Cmmlad

When you mark the status for each to do. Perspective automatically sets these details:

' Started — the date you marked the status In Progress » or Completed 1* .

- Finished — the date you marked the status Completed 4.

' Canceled Date — the date you marked the status Canceled a: .

A to do is automatically marked as “overdue” iFyou do not complete it by the Finish Date. An overdue to do is

indicated by an exclamation mark in the Status column.

Note: IFyou finished a to do yesterday, but Forgot to mark it complete, mark it complete on yesterday’s to do

lisr, nor today's. This enables the Day Planner to keep a diary. You can always turn to a specific day to

see the active to do‘s or history For that day.

Nora: When you look at future dates. the to do's listed only include to do's scheduled to be Started in the

future. i.e. their Start By date is in the future.

so “(fit-art":- Hotshot:
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Changing a to rid: priority

You can rank to do's by their priority: either ASAP, High, Medium or Low.

Se! or change a to do's priority
 

" ' 1 Tap in the Priority column to get a menu
of choices.

 
  
 

IE I
112 uEeTi
.19 n 12in Isa :'
sa- IQIQJJEPEHZ':

 

 2 Tap to choose a priority level. Choices

include: ASAP, High, Med and Low.

 
l 1" Contract toDd)

Nate: Ifyou have a different set ofprioritics For to aids, such as A, B, C, you can change the choices that are

available. See uChanging the definition ofa detail" in Chapter 9 on page 181.

Chaplet 5 Scheduling Your Day
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Changing how to do's are sorfed

To Do’s are pre-defined to automatically sort by priority. When you first enter a to do, it appears where you

write it. But whenever you turn away from the day and then turn back to the day, it appears where it belongs in
the sorted list of to do’s. You can quickly re-sort the to do’s at any time, or use the sort Option card to specify

more sophisticated sort criteria.

 
  
  
 

 

 

 

 Day Hm Sort to do's quickly

I: Emimnt Edit Options Actions Create A V
- ' r ' Double tap .- on the column name to

. September El: Dunbar 92 November ‘1' I I _ . _
'. Tuesday s S a F immediater sort by the detail in thatt J I T 2 7 i 3 3 0 | . .

| Dr! 5 -‘ 1 f0 " 'E * -‘ g 9 ‘0 9 ° '0 H '2 U H column m ascending order.
1% 13111.: I' l 4_.ei? filei) 21 2s 2d 1‘

2'5 2' ' 0 Turn away From the day and back to the

day. To do's are sorted by the last sort

  
 

  
 

 

 
 
 

 

 
 

 

Damon“ , as criterion.

ffixfarrccffisfihfis E
Rev Jnum‘bm’y 0 a

‘ - *Caillod r A i
- - - a

m

30 '_
00 §
,0 a

. 0° g
so 2

m fi'1) F
2 m

.30

3' w
30

,' .3 or;so

l 5| m30

5 on

Note: You cannor sort to do’s by their status.
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F on 91am - 2 > Sort to do's
Domment Edi! Cbliotrs Actions Creole 3 _

' .' _ 1 From the Options menu, choose To DoMme! 92 um 92 “09me

Tuesdayr - _ - - Sod.! E 1 . 5 ' 2 A ‘ 2 3 i 5 5 T
0d 3 -' 9 O "2' H 12 I 5 a 7' i '3 ‘9 i ‘J in H II I? i‘ _

1 3mm gggggggg 1; gggggg g-gggggg -- 2 In the Cotton card that appears, setanyof
3:293:30 Ease-Jamar 3.0 A these options:

Angelic-inherits 5 ( ToDo’s ’5 PI - ‘
AM I 1' Conmtom v - 0 Sort By — You can sort by any detail in

gig Fr _a Piamer b ToDoSorl .' é : g the To Do category, except status.
. . 9 . .

N t: W m i Q}:- i _ — - " Flrsl -— the first detall to sort by.L . . -'.1
First 0. Priority DDescendIna " ' “ .

m .. '1‘;g——- - Second — the second detail to sort by.
11 “9 Soot-Id: lStarlBy bAsco'Idng l rm
1" : 11in]: u None - ' —- — ' Third —-— the third detail to sort by.
‘ _H ;_ ComeHGdDazeu _. H

1 i I .6...“ ‘3th ' 9 i g When the to do’s are sorted, they are3* :— - Eu. . _ —. u. ‘

Isa Fcinllfih'gy I g grouped firsr by levels of the firsr detail
2 3 Finished I [for example. ASAP, High, Medium,Generofbrfi .

'3 m Namgrmg: Low), then by the second detail. and so
go come on.

2: m Priority Ito Stan

Rim mm at“: | ' Order — For the sort order, you can
in Other r i choose Ascending (for example. 1, 2, 3

If or Low to ASAP), or Descending (for
g _ ’ example. 3, 2, 'I or ASAP to Low).

3 ?- Ewen"
— ——-— — - 3 Tap Apply & Close.

A new sort criterion is set and to do’s are

sorted by that criteria.

Note: You cannor sort to do’s by their Status.

Chapter 5 Scheduiing Your 0:}
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Events

 
Use the Day Planner‘s Event Tile to track something that happens during the day at no specific time or

something that laSts several clays. You might include multi-day conferences, the company picnic, trade shows

and vacations in the Event Tile. Many holidays are already included with Perspective.

The Event Tile is not shown in the standard Day Planner. lfyou want to track events in your Day Planner, you

can show the Event Tile, see "Changing the look oftiles” on page 89. or use an alternate Day Planner from the

Additional Documents section of your Perspecrive Netebook that already includes the Event Tile.

 
Entering on event

When the Event Tile is turned on in the Day Planner. you enter an event by writing in the column labeled

Events. W’hat you write is entered as a description for the event. See “Entering Information" in Chapter 3 on

page 27. 

Dav Mme, Enter an event
Domment Edi! (More Adams Cleats

September 9:- 0li V; ' The Associate automatically recognizes

previoust entered names. such as the

l: ..-- Hi person you are meeting, the subject. or the
: f-‘e location. and creates a link, iFyou write in

Eves”; E, text with the Associate on. The link names
manna); appear in bold.

 
Tuesday

135$;

Amendments 5
AM

8| '30 Car ‘71.»: is —up

T15" 1
qul2 £567?2 2

:I E ifto \1‘ 19 I9 I1 l='.li15 tip-"r
£35£I3l9l21&-£(I&'

11 a as 2? 3" 10:: .9
it. -..,

1
u

it»
a2
1'?“Slim h
 

° The Associate asks ifyou want to add new
names if:

:6

9CD 4-»:Io-
' you use keywords.

' write in text. and

- Associole and Let the Associate Ask For

Help are on.

The link names appear in bold. See

"Auromatic linking of unknown names in

appointment. etc.” in Chapter 3 on

page 41.

' All names which the Associate links are

assigned to the Name Items link detail in
the event.
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Du, Flame, Enter a mum-day event
Downtent Edi! Chums Actions Cheat:

 
— ° To set the duration For an event that lasts

 

Sammie! 9E 'IJdober 92 "Writ-er I _ . _

Thusday f longer than a day, Include the duration :11l E 1‘ ‘ 5 I 2 J ‘ 2 7 ‘ 5 Q " . . . u

22 De: a r o s m u re a s e- r a e m 9 9 lo M 12 r: u the dCSCI’IPEIDn. Perspectwe automatncallyflislsrarrwii nraflutswu 15w manna:

1932 33:?“ 2:32:33? ifif’amr’” fillsin thedurationdetail foryou in the
A“,th 5 Even“ I 5 item’s profile. For example, write:

H 1 us mmumram .
.3 m 2 - pa ’5 Vacation for 2 weeks

in s CCL Show for 31 days
9 m a

—- — ' Write the event and change the duration in
its profile. Open the profile by circling c: on

the row margin. Edit the duration detail by

circling C) it and entering a new duration in

weeks, days. minutes, and hours.

Nate: Remember that events you enter here are included in the Month Planner and vice versa.

(homer 3' Schedulan tour (by 85
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_ Daily Notes

You can use the Note Tile in the Day Planner for quick notes about the day's activities. to note voice mail

messages. or as a scratch pad. These notes are associated with the day. Nores you write here belong to the
category Daily Note and are listed in the Note Index document on the Daily Note page.

The Nate Tile is not shown in the standard Day Planner. You can add the Note Tlle, See "Changing the look of

tiles” in this chapter on page 89, or use an alternate Day Planner From the Additional Documents section of

your PerspeCtive Notebook that already includes the Note Tile.

Writing a note for the day

When the Note Tile is turned on in the Day Planner. you can write a note anywhere in the tile.

Write a daily note 

  
 

Dov Plantar

Dom 1 Ed] 11' Ad] 5 Deal ' ‘
men I On on: D" e - Write anywhere on the Note Tlle.

  
 
 

T Eve-member 1;: Omaha-r 92"away . e g t s . a l . 2 a . s s r A note you write on the Day Planner's Note
130:1 n?UiflDII12¢SI>.L>oI-3 tumuluu .

fill ISIBITieli l I‘l‘fl-fllu‘ 15 i?! l

1992 a a: a” a a 3 19 :9 m 3‘ 2 a a a Q 3‘ a“ I Tile belongs to the Dally NOte category.27323:» fiat-'erixI-n am 

 

  
Anemone-fits ' You can write in ink or text. The Note Tile’s

InkWell and Associate settings are the same

as in the Day Planner. For example, ifthe

AM'

3 Caz-Tune—
glm 0?

   

  
I! weaning -;. 5 Day Planner lnkWell is set to ink, a note

"3 III-lure rim '3 “Cowbm W655 li’ _ w you write in the Note Tile [5 In Ink. even
3'0 PmlchmF-n l? -:- 1 . . .H ,3 ~. «EN invmfiw ., With translation on In notes.ID 3 ‘

if m ‘ See “ Using the Day Planner‘s Note Tile" in

1 m {Pam “3.3 Chapter 8 on page 160. 
86 F'9r'meWE Handbook
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I Changing the Day Planner

Your Perspective Notebook provides you with a standard Day Planner and several variations (in the Additional

Documents section). You can use them as they are, modify them, or create your own Day Planner documents

for scheduling your day. In addition to changes you might make in the Appointment, Event, To Do or Note

Tiles, you can also:

° change which tiles are displayed and how they are arranged,

' change the look of tiles,

' change the height of rows,

' change the width, alignment and format of columns,

' show additional details,

' add a day tab so you can navigate quickly to a specific day, and

° modify the display for small screens.    
 

Chapter 5. Scheduling Your Day 87
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Changing lilo: and their arrangement

The Standard Day Planner shows two of the Four available tiles {Appointment and To Do, but not Event or

Note). You can choose to show any or all of the four tiles. and you can change their placement on the page.

 
 

 
  

 

 

Change tile arrangement T. Dav Planner '- 2 '
' Down-tent Edit ions Actions Creole -

09' A 1 From the Options menu, choose Loyoul.Ewhmna 92 Came: GL- “Mailer £2

Tm“? I 2 .1. ‘l 5 , 2 3 , i A ‘ 1 u 2 In the Option card that appears, set any of04:1 etzumur: «Se-I‘ve“? sauuntaoa -
o «IE‘SIT‘N‘Q u Iii-HIE R-IT 15m Iris loan these DleOI‘IS:1932 3131;233:555 iitimllflzai eta-3252.1":area-1t. afizFiinfi! em

' Start Week On — Choose the start day

for the week (Sunday or Monday).

 

  
 
 

_ Arno olnlinene
H"

|

 
  

 

7’ _ 2

8|: C” an: LP 3 .e 3;; g— , ' Bonner Size — Display the date and the
9 9° 4 Eco Int-m ‘5er D ._ :4 month calendar {large}, or display only

1D 21”” m _ S_ j v the date (Small). IFyour screen is small.
D” Flam” ' L‘VM change the banner size to Small.

1 Weak .
l 3h" on f sum“ ' Tiles — Tap 1' the names of the tiles you
12 _ y Y want displayed. Tap again to hide.ll '

" 1I “fr-am m c») ° Arronge— Display the tiles as shown in
_ ( 23:?“li the figure. Ifyour screen is small. choose

to stack them. To switch between tiles

when they are stacked, tap on the arrow

in the upper left corner oFthe tile and

choose the tile to display.

- 3 Tap Apply 8: Close.

 
Him: IF you want to arrange the tiles on the page in a particular order. tap on the tile you want displayed in

the upper left corner and tap to hide all other tiles. Tap Apply. Tap the next tile you want displayed and

tap Apply. Continue until all desired tiles are displayed. The tiles will appear starting with the upper left

and ending with the lower right.

38 Perspeclwe Handbook
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Changing the look of files

You can customize the look of any tile in the Day Planner. To change the Note Tile's text or paper, see

“Changing the look of notepaper" in Chapter 8 on page 159.
 

Change the look 

 
 

I From the Options menu, choose:

Appointment Tile,
To Do Tile, or

Event Tile.

In the Option cards that appear, set any of

these options:

0 Column Style — Separate rows and

columns by spaces (Gap) or by light

or heavy lines (Light or Heavy).

0 Expand Rows to Fit — Expand rows

automatically as they fill with

information (Yes), or keep row height

to the specified row height (No).

In addition. for the Appointment Tile,
you can set:

' Doy Begins — Set the earliesr time slot

in the day.

- Day Ends — Set the latest time slot in

 
' 01y Plamer r AppomimentTil: the day

_, __ ° AM/PM Slots — Hide die AM and PM
’ M I " _. time slots at the beginning and end of

a” a _ i ” BAH mam I ‘ ' the day (Hide), or display them (Show).
DayEuda: - EIPH {20-03 _ a Time Formoi— Choose a 12-hour.
AHJPH Skis: v Show a 24-hour. or the PenPoint setting.

T F: "I ’ Papmlswm _' ' Tap Apply 8: Close.

Gupta '3. Scheduling Your Do,
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Changing raw height

In any of the tiles, you can change the height of one or several rows to display more or less information.

 
Change height of a single row

1 In the left margin, press l the line at the
bottom of a row until the line darkens.

 
2 Drag it up or down.

Change height of several rows

(“MEWS 1 Tap l’ in the left margin oFa row at the start
Selma] Cd’af‘aclo 1W» of the selection.

2 Draw a plus + in the row margin to extend
the seleCtion.

«nucleus-win)- 
3 Check s/ on the selection (Option Menu:

Row).

4 In the Option card that appears, set the

Minimum Row Height. This is the
minimum number oflines that is

displayed.

5 Tap Apply 8: Close. on
30
on
30

I 03
in
a)
'30
03

Note: The minimum row height allowed is 1.

9° Persuadive Handbook
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Clumglng column appearance

In any of the tiles, you can make columns wider or narrower, and change the alignment and Format of the

information displayed in the column.

 

 
 

 

 

 

 

 
 

 

 

pm, Hm ; 2 -- Change a single column width

Bowman! Edit Cations Actions Create at _ I A
_ 1 In the upper margln, press _ the line at theEuephfinba 9.’ Om 92 flu-camber I I _

Tuesday a 6 r ' edge of a column total the line darkens.l 2 3 I 5 ' 2 .7 l 2 3 I . _.
0c: ereswlriz aseteiw 9elonI1-2u7’ '- IT :- 5 7 7 ' '

13mm E:f$§$;§;:1§!;1-“§ - Dragunghrorlefi-:7 K .8 m E 3 2? )3 

_ Ammlment: 5 d _4

 

Change the appearance of severalemte noposal
columns

«If fiscph'cc. its at
Carn-

M

S Car—font:—
g|m UP

1 Tap to select one column.
 

2 Draw a plus 4» on the Furthest column to
exrend the seleCtion.

3 Checks/ on the seleCtion (Options Menu:
Column).

4 In the Option card that appears. set any of

these options:

' Width — SpeciFy a column width or

choose Slondorcl. Each detail type has
its own standard width. Each unit of

width is equivalent to the height oFone
row.

DBMUIE '

J finpm’ce if; é*anmu  

 
 v“ 5 ' Alignment- Choose between Leif.

smmm Center and Right.

“waive?! — = I ' Formal —Tap to get a list of choices for
Fund: 'n Standard - — the detail displayed in this column (only

available iFone column is selected).

5 Tap Apply & Close.
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Adding and removing a day tab

In the Day Planner, a clay tab for each day of the current week is automatically displayed at the bettom of the

page. The current day’s tab is bold If there is an additional day you want to turn to often. you can add a

custom tab. For example. you might add a day tab ifyou are scheduling many appointments on the day ofyour

new product announcement or the day ofa Board Meeting.

I DE,r gm - a day Mb
Domrnent Edit Options Actions Create

Tuesday ‘ _ __ I 5 a _
0C! 6 1' G 9 Iri ll l h -‘ r ‘

20 1992 u m m :7 w I: _ ‘ r 2 2 Draw a caret A on the day tab. (Actions3332221312535

229 as n I‘ ‘ - Menu: Add Tab)

 

1 Tap? on the date to turn to the clayr forSometime ‘32 October ‘32 November: Q ’

- - which you want to add a tab.

Amado-ens

The date appears as the tab name.
M
8
gm

3 To change the tab name. circle 0 it and

1” write in the edit pad that appears.

“3'59 fiomcas) 6-! n5an
Hm

so I .- Delete a day Mb$2 on

I Cross out X over the tab you want to

delete. (Actions Menu: Remove Tob) 
Note: You cannot delete or change the current week's tabs.

Chaplet 5 Scheduling Your Day
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Adding and removing column!

in the Day Planner}. Appointment. To Do and Event Tiles you can change which details are shown by adding

or removing columns.  

7 Day Home ‘ 2:-
Dooumenl Edit Options Actions Creole

Eephmbel a; _(-clol>e-' 9: November 1::

Add a column with a gesture

 
 

  

  

I Draw a caret A on the name ofa column

to get a list of details that can be displayed
in the document. (Edit Menu: Insert

Column)

l 2 .‘L

: Alarm

: mam
Deuffime
Desolpuon

i2! tEIIISiI‘
SanfiI-i 'ifillilillaliru
13-11 I: IE I? if 1617:: leaflet
iemzuaezlza 22232522492
El‘éfa'fi'fl‘l £20

To Do 5
Comma IO m D

  

 
  
  

 

  
   

  
  

  
 

 
 Draw the caret at the left oFa column to  3| Car—fun: _ mmmw , place the new column to the left of the

u an mprrc: its 1",— p exisring column; draw it at the right to3!! Guam ' '

1:3 as m m Plus g .‘rm my“ fl place it to the right.
H Mflm 2 Tap to choose a detail to display in the

EN murm'bdy' “T new column.

| Remove a column with a gesture
l Crosa out X the column‘s title. (Edit Menu:

Delete Column)

Note: When you remove a column from a document, you do not delete the information. The information is

merely not displayed in this document. Information is only deleted when you delete items or details.

See “Deleting” in Chapter 3 on page 47.

Note: You cannot delete the Appointments. Events, or To Do's columnsc

92 Pemoective Handbook
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Changing the display for small screens

lfyour screen is smaller than a tablet size computer. and you want to see more of your information. you can

cusrornize Perspective and make more space available by hiding the menu line. scroll margins. tab margins, and

cork margins. You can also stack the Day Planner’s Tiles so that only one shows at a time.

Change display for small screens

 1 From the Options menu. choose Layout.

2 In the Option card that appears. set thae

options:

Day Pia r Layout 

 
  

  

" Slim WeekOn'. at Sundav
Hattie? __
Small '

Large

v‘ Apoontrnml
Event

vi ToDo

 - Bonner Size — tap V For Small.
  

Bani-taste: O «r

= — 0 Arrange — tap the icon for stacked.

3 Tap Apply & Close- 
13m:

   
4 From the Options menu. choose Controls.

5 In the Option card that appears. tap to

hide any ofthese options:

" Menu Line — at the top orthe page.

' Scroll Margins — at the rightllefi edge
and bottom ofeach tile.

 
 
 

  

 
 

° Tob Margin —- day tabs at the bottom

Tab Margin of the Day Planner.

Controls: Menu Lme
Sooil Magins

O

Curl-s Margin

' Cork Margin — Standard PenPoint cork

margin below the day tabs. See £8ng
Pettf’oim for more information.

 
6 To see how you: changes aFFeCt the

document. tap Apply, then make any

additional changes.

7’ Tap Apply 8: Close-

Hint: To turn on the control areas again. choose Controls from the Options menu. lfyou have turned oft-the
menu line, write an M on the document title line to turn it back on.

94 ll!" WINE Hondlnoi
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6

This chapter eXplains how to use and modify any of the Perspective Month Planner ‘
documents. The chapter is organized into these sections: _

About the Month Planner . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 96 a
Turning to different months 97 3

Seeing more information 98 3
Appointments & Events . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 99 - o

Entering an event 100 3 11
Scheduling an appointment 101 j
Changing how long an event or appointment lasts 102 m
Rescheduling an appointment or event 103
Entering regularly scheduled appointments and events 104 <
Setting and removing alarms 105 o

Objectives . . . . . . . . . . . . . . . . . . . , . . . . . . . . . . . . . . . . . . . . 106 c
Entering an objective 106 ‘
Sorting objectives ‘ 108

Changing What is Displayed . . . . . . . . . . . . . . . . . . . . . . . . . . 109 a l ‘
Changing which items are displayed 109

Changing the Month Planner . . . . . . . . . . . . . . . . . . . . . . . . . . . 1 13 0 ‘j
Changing tiles and their arrangement 1 14 =
Changing the look of the Calendar Tile 1 15 * -

Changing the width of days in the calendar 1 16 r
Changing the look of the Objective Tile 1 17 '
Changing row height for objectives 1 18
Changing column appearance for objectives 1 19
Adding and removing Objective Tile columns 120 5,:

Adding and removing a month tab 121

Changing the display for small screens 122 j
l

l
1
l

95
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About the Month Planner

Use the Month Planner to see an overview of your time. It shows the same appointments and events as the Day

Planner but fi'om a broader perspecrive. In facr, ifyou focus mosrly on long-term projecrs or have few

appointments. you can use the Month Planner, rather than the Day Planner. to schedule your time.

The Month Planner lets you schedule and reschedule events and appointments, zoom in to see a detailed

schedule for any day, see a quick view of open time slou. enter repeating events, track progress on projects, see

the calendar for a year, and more. You can also use the Month Planner to track obiectives. such as your long-

term professional and personal goals. You can modify the Month Planner in many ways to suit your work style.

The parts of the Month Planner are: 

 
 

  
 

  
 
 

 
  

 

 
 Damn-neat Edit Optima: Anions Creole

   
 
 

‘

, October 1992 ——- ' Banner— tndlcates the current month.
Sunday Monday Tuesday Wedrmd Thursday Friday gammy Use It to turn to other months.

Muhhfanowlh- l.
M Mistl- n — - — ' Calendar 17?}: — for events and
  ] . . appointments.

66mm 5+qH.m.u-c- ire-rm rum-norm: but! moan-i:
Mm}... “no MVEIHEM EI/m/JI

. _. . 'r- %fia"-4 Ili'
panel Coll-tun; Mfr/nanosme Dufihn n Shocunfl 76°15»

_ g hpiflh-Cmflmphdu:n-Mglfli§a flan-fig

 
 

. {gamma . . _. l1 - M- . I I - _ .. . .

:n—-p a.fireeasms.uspou kLASpum b truism ‘5-6-44- anns 23 od‘fi’lt-E a o‘tl" 796th en‘r
. I

'VMP .‘Vawinu bvntn chflm lawn-ann- Phaeton serum b

Downs»: _ inks-JP» Bun-true manure
Ham“

5'

. 1'31 '3’? . g

_ __ _ _ FtniehBy Finish-H!
‘ Shfilrtdosedonl . on,» - 0:132 - cerium?
2 Booedthbylw‘fi- 4 0.3.92 . one: -

w-muaransy - Oct 92 - coo: -

  

  

 
— - ' Glycerin: F!e—— for objectives that you plan

to complete or work on during the month.

— ' Month mbr— use these to turn to a

difl'Erent month in the current year. The tab
J for the current month is bold.
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Turning to difleronl months

When you firsr turn to the Month Planner you see the current month. You can turn to dificflent months in

several ways.

I’m-n to a month

 

' Tap Ythe arrows to the left ofthe month to
move forward or backward one month.

 

° In the banner. Hick lefi -— to see Future

months. right —— to see previous months.

- Flick to move one month.

- Double Flick to move three months, and

' Triple Hick times to move a year.

' From the Actions menu, choose Show Year

to get a year calendar, then tap in a month
to turn to that month.

 

To turn to a diflcerent year. tap on a page»

turn arrow to the left or right of the year In

the year calendar.

I Tap a month tab For the current year to go
to that month.
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Seeing more information

Some items in the Month Planner may only be partially displayed. For example. part of the description for an

event or appointment might be truncated ifit is too long, or there may be more events or appointments than

can be disPIayed for the day. You can use gesmres or menu commands to View this information.

look at an appointment or event 

  

  
  

 
 

Document Edit Options Actions Create

: October 1992
Sunday Mondav Tuesday 298609341 Trusting Fads-g

' 'umhun: rmnpn
3" Vixfi‘n

 
' Open the profile For an event or

appointment by tapping to selecr the item,
then circling C) on it to open a profile.

   
Saturday

Look at a full dayGoth .¥qg _lngDnCo-Yon Kw Hm 41.31;“- IIiIIJ' Wuhan-11.Mul‘l. Wu: Lush-r: emf 337m,”

1. ;_ , . -.- it; g. ' Tap Y on the Y symbol to see all the
a ICO 1- - - . L- n n. . _ fuismemu “DID-I g acrjvities scheduled for a particular day. This 

  
. .1. _.- .. . _4. - L.— - -

’7 Apponlmmi mum-amouraee mom-0:1]
Prone tan 
 

 

symbol indicates that there are more items

than are displayed.
 

sCon'fie

I| Appomth
mm
MW- Stat

DAMN!» Emilia!

- 0d 5‘ 92 am PIN-i 3U mus
Aim
’

"q

 

 

 
 

  

 ' To see all the acriviries scheduled for a

particular day, draw a big circle on the
day. (Anions menu: Full Day)

  

 
 

b Vitnb #- Vlcfl“ I:

v nun-rs h Ellie-{F I» E
 

  
lion-s Decadent

 
 

 
- -- - Events

I mwdmm r MSporBExmtflmré‘days
mougutabylfii'fl

' mum—mung
lewsmnpm nu

   

  
  
 

  
 
 

 

5 Appm'lmemsd

5 ‘3

6 ml Pan c/ o I: D' H

"12 5 eel-Ha

Ln,5.a,v.4 
PM _l
 

Hint: You can also make columns wider or rows higher. see "Changing the Month Planner" in this chapter on

page 113.
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Appointments & Events

In the standard Month Planner, the Calendar Tile shows all events and appointments for each day of the

month. Use it to see a quick overview of open time slots, look at a detailed schedule for any day, and schedule

and reschedule events and appointments. In the Calendar Tile, each appointment or event is written on a

separate line.

You can enter events and appointments in either the Day Planner or the Month Planner. Ifyou have used the

Day Planner, you have already entered appointments and events that appear automatically when you turn to
the Month Planner.   
Chapter 6. Planning Your Month 99
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Enhring an event

An event is an activity such as a holiday party, trade Show or conference. An event can last one or several days,

There are several ways to enter new events in the Calendar Tile. See “Entering Information" in Chapter 3 on

page 27.
 

Enter an event
 
 

 
  
  

 

Dowrnent Edit Options Actions Create

: October 1992

Sunday Manda» Tuesday Wednesd Thursde Frdev_
Lutwihhfoflanfi'h

3‘ .véffén

 
 0 Write directly in the calendar. You are

entering the description for the event.  
Perspective recognizes on which day it is

written. You do nor have to write within the

  day. or start exactly within the day.

  
  

  

661%i5qu-15.M5.n-CIYa-Km rune—magnum wise...
pad-thumps.

EwaljmlOulllD?
—— ' Write in an edit pad. To get one. draw a

carer A in a blank line for the day.
 

[41.3. I _'. I ' To enter an event using a profile, draw a
" caret tap it to float a blank profile. In the

profile. write the event in the description

detail. The date is automatically filled in.

° The Associate automatically recognizes

previously entered names, such as the

person you are calling or the subjecr. and

creates a link ifyou write in text with the

Associate on. The names appear in bold.

r c ..'_' ._' .‘ c' -- .i'.‘uI . .
P ‘1‘ Name IVY-I:an F 'V'Icmu tr ’Vm b Victim > 3?qu 1*

mm» tan-nuns» mm s

 
0 The Associate asks if'you want to add new

names if:

' you use keywords.

" you write in text, and

' Associate and let the Associate Ask for

Help are on.

The link names appear in bold. See

"Automatic linking of unknown names in

appointment. etc." in Chapter 3 on

page 41.

'00 Pane-«me Handbook
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Scheduling an appointment I 3 ll

An appointment is a scheduled activity during the day such as a meeting or a doctor’s appointment. Perspective

by default, assumes that what you enter in the Calendar Tile is an event. (To change the default setting see

“Changing which items are displayed” in this chapter on page 109). If you want to enter an’appointment, you

can enter it, then change its category to Appointment. Or, you can include an appointment keyword in what

you write, and Perspective creates an appointment rather than an event. The keywords you can use are:

 
- appt - brkfet - lunch 0 mtg

0 appointment 0 call - meet 0 phone

0 breakfaet 0 dinner 0 meeting

Thus, for example, if you write Brea ktaet with Michael, Perspective recognizes this as an» appointment.

Ifyou want to enter an appointment without a keyword, enter it the same way you would enter an event, then
chan e its cate o . See “Chan in the cate or of an item” in Cha ter 4 on a e 58.g g 0’ g g Y P P g   
Chapter 6. Planning Your Month 10"     
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Changing how long an event or appointment lasts

When you enter an event or appointment in the Month Planner, Perspecrive does not automatically assign it a

duration. You can set or change the duration either when you enter the event or appointment, or later in the

item's profile.

 
Change the duration

Bowman! Edit Clan Actions Create

: Odom 1992 ' — 0 Write the event on the first day. then draw
Sunday M Tuesday warm mm“! an arrow through the additional days.

"1"?“ij ' - ' Open the profile for the event or.13“ V55; «’T . . I; .
; appointment by tapping - to select It and

EmtBlmrPromoOdzaw '. L : circling o it. Edit the duration by circling
C) it and entering a new duration.r Evert

mum ' - ' Include the length oftirne in its description.

'I “"5" PM“ For example.

- 061 29, 92
Nails {newt-MI

Vacation for two weeks:

:3". | T: l ' " SPF show for 5 days
. r Lassie-m bIPMSporII

d 66"?540 I51!

Want: b .‘ hissing P 'Vncamn b ’Vfl‘bfl b. FIN-cam p .Vntjm

" I“ SIVil VBWfPI§ Fldflfl’l‘bHallow  
102 Fonpechve Handbook
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Reschedullng an appointmont or event

To reschedule an appointment or event, simply move it to a new day.

Reschedule on the some day 
;

a?
 

  
 

1 Draw a big circle Oon the day to open a
schedule For the day.

Document Edit Options Actions Create

:Ouober1992

Sunday um Tuesday Wednead nu:de Friday syfimw
Mvihhfouo sh. i
2m- : _ -

V October 1. tag: I _ ._ '
. A

 

 

Press .1. on the time slot ofthe appointment
until the single marquee appears.

Ix.)

 

To reschedule multiple items when the

first item and draw a plus + on the last
item.

 
 

 
3 Drag the marquee to the new time.

 
Reschedule to a different day

1 Press 1 on the appointment until the single
marquee appears.

I -_ . .1,

:45 Spam h >145”:

a n'é’ipflh et‘
flaws4|" :2\  smpwHumnofilm-loo 

 

m; b “an b :v‘g‘; P To reschedule multiple Items select the
first item and draw a plus + on the last

‘
PM .
r_L-nfpphi-p". “In”,

' item. Then press i on any selected
appointment to get the single marquee.

  
Turn to the month by tapping yon a tab at
the bottom of the document.

t-J

Fridav Saturday

3 Drag the marquee to the new day.

The appointment or event is now

scheduled on the new day at the original
time.

 
Him: Ifyou selecc an event or appointment by mistake. tap 1" it to deselect it.

103Chapter c} Planning ‘fcur Mosul.
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Entering rogulorly scheduled cppohtlmems and events

You can use a shortcut to enter your regularly-scheduled appointments. such as the weekly staff meeting, or the

association's dinner meeting on the 3rd Thursday ofeach month.

Enter repealing activities 

  
 

 Document Edit Options Adina: Creole

I October 1992
Sunday Howey Tuesdtw \Mednesd Timmdav Friday Butudav

munhhlflnwm -l

n. .V‘fifi‘n

1 Enter the first occurrence of the

appointment or event. ifyou have not

previousy entered it. Open the profile by
tapping - on an item. and circlingo it. Fill

in any details such as the duration and
time.

  
  

  
  

 
 

 
i ' .-:. . I

66% mam-o- wn Kw em 41035903311“ aromas-h
“an-er Wanmmfi'mifiemfl;I Plum-h
  

  

 

— 2 Tap to selecr the appointment or event.

3Repeal Amdnlmmt From the Acrions menu, choose Repeat

like: Fm Vumlma1 Appointment (or Repeat Event).
Haw an?» Even Monday

Mil: b End at lhéa Quartet
  

|

l 4 In the Repeat card that appears. set these

’ options: ' From —The first date is filled in

automatically.

 
' -— — - How Often — Choose how often it

should repeat.

- ° Through — Choose how long it should

repeat.

— —-—— 5 Tap Repeat.

Nate: You can use this shoncut to enter regularlyfischeduled appointments and events. Each appointment or

event created is independent of the others. Thus, if one week‘s staff meeting gets moved an hour later,

you can move it as you would move any appointment without afiecring any oFthe other staff meetings.

1 04 Rape-own Hoodlum-I
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Setting and removing alarms

When you set an alarm for an appointment or event. Perspective notifies you when the appointment is

scheduled to Start. or 5. 15. .30 or 60 minutes before it starts. When the alarm goes off. you receive a message.

Depending upon your sound syStem setting you may also hear a beep.
 

Set or remove an alarm

Damm'l Edd Options More Create y .
‘ -' ' 1 Tap - to selecr the appointment.
, October 1992

3mm, Hm Tues“, Wm mind“ yum/I. Sam," 2 From the Actlons menu. choose Sel
LukwihhhlthH Alarm.
in. foii' AI _ ’

I _I l I, 3 Tap the arrow to pop up a [1st of alarm
I . | i y times.

653‘,“ sue-:fif-gmm-o. Yunnan bm—mismxum gamma-n- ‘
mum—m". Flinn-alm- Mun-50% Efrem-4r -- 4 Choose a time for the alarm. Choose No| .W

. _ _ - I Alorm to remove an alarm.
I: l ‘in I r I

- axial possumm wum'irmm - - - 5 Tap Set.
5 .bi-arfoh-em n:_ ..

. : “01(1):.

-'T:s" - L
ill—w hlfimfia‘SMSo -‘ _ .-. .
:Sé-J-f- Maud us 5 30 Minutes Before i1 Hen."I Sabra

 
To see if an appointment has an alarm set. open the day the appointment is scheduled on. Look in the alarm
column labeled éi.

Note: Iiyour computer is off. you do nor receive the alarm. Ifyour computer is in suspend mode. the alarm

may wake up the computer. This depends upon the type ofcomputer. See your computer‘s manual For
more information

Him: When the alarm goes off. you can dismiss the alarm by tapping OK. You can also set the alarm to go off

again in 5 minutes by tapping Snooze {5 min].

Clquh-I {I Planning TWA.” HIonili
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l-r- Obiectives

Use the Obiective Tile to list and track obiectives and their status. While a to do is a short-term concrete task

that can be accomplished quickly, an objective might take you one month, three months, or even a year to

accomplish. Often. you must finish many to do's in order to accomplish an objeCIive. The Objecrive Tile shows

all objectives you have scheduled during the current month.

Entering on obiecfiva

To enter an objecrive, write directl}r in the Obiecrives column on any line in the Objecrive Tile. You are

entering the description for the Objective. You can write in ink or text. See “Entering Information” in Chapter

3 on page 2?.

 

 
 

Enter an obieefive 
Hathlener

Doormat-st Edit Options Action-is Create it

: October 1992
Sunder Monday Twaday Wmneed mummy

.mnhlgom: .‘

 — ' Write the objective on any blank line in the

Objective Tile. If necessary, scroll down or

draw a caret A in the row margin to get a

   
Fffllf Smear

 
 
 
 

 
  

 

 
I

I .m 'vmyfi blank line.' ' 5' net.

I , _ _ -- . "-‘* ' When you complete an objecrive. tap l! the
this "Once 'Sul’rmm YDIKW Hans Sputum Walrus-i _ I . h d5614‘"- SWAafgugmmusmcm mm... Meg-(ma, dot In the Flnls 3 column and choose

Inm:mrl. mg. .LmsthLor- Todayr--. ' flue.» v 3 ‘4- -
Darrch I-FDW 'sriown WIMdliaDiflob Hanna than
lolme cousin; :3. Car-Tune bump-innate at state com 3'64 at ' The A5500“: automatically recognizes

 

  

g far-135F‘CIN [Hump msfll‘nh previouslv entered marries. such as the1 _ .filnp} ' I :- I I. ' . .
“a Am“ 9 M v-LA b M - “MA g person you are calling or the winter, and
n—n-vv iwéfl WWI-Aston b LA-Elm eel-Hem 3 creates a link ifyou write in text with the

 
- Sufi: Bonn; CV} ” . .

. -: ' ' | 'ilgafi; 5pm; i Assocrate on. The names appear 1n bold.
Diffs-h thymeth hwy:an rem: {~5an tr Vienna whatnot: P I l .
van a mgfint‘nuiintwmw — ° The Associate asks if you want to add new

  

 
names if:

' you use keywords.

° you write in text, and

 

  

Tomorrow
Next Hondav
EdII .

 
0 Associate and Let the Associate Ask for

Help are on. 

 
.3.a.mma.;. The link names appear in bold. See

“Automatic linking of unknown names in

appointment, etc." in Chapter 3 on

page 41.
1 06 Filip-telnet Hondbuol

 

I511 .r_-°_l-_1ralmlfllflflleflm Nov El  
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' Perspective automatically sets the Star? By

 

 
Down-mt Edrl Options Actions Creole (the date you expect to start} and Finish By

: October 1992 (the date you expeCt to 5111511) tietstls to th;
3am,” “and,” 1mm wwnm _ ,, month where you wnte the oblecttve. Tap -

' the dot to change the date.

| - --
(M) :Om 38-13-59in W 'M ;.Spcmhw Woman-Ii
3014‘“ .sfio‘fiwgugp-CJS - . m'fiwfficg “fan/tr

. ._ :1' ‘ _-..___ “a :|'
Due? -P‘Dm Est-som- :- {Mfi;5magoPiPSano on)

mam eon-bu n.;a;-rm..~. . -

- on F iv in: b ivaenou D‘IVEIW Ir
' {PhiBHJYflhmfflbg

|

Note: It is a good idea to review your objectives and accomplishments on the last day of each month.

Objectives that you do not complete when they are due are not automatically moved to subsequent

months. IFyou want to take more time to accomplish an objeCtive, extend the Finish By date.

1_|’.aplut 3. Halon-mg "':I_-' 5km”:
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Sorting obiccfives

Objectives are normally lisred in the order you entered them. You can reorder them by sorting. You can quickly

sort objectives, or you can specify a more sophisticated sort using the Objecrive Sort Option card. You can sort

by any detail. It is often useful to sort by Stori By or Finish By date.

Sort obieefives quickly

Domrnent Edll Options Adore. Dede y
— - 0 Double tap .- on the column name to sort

immediately by the detail in that column in. F . .

Sunday I Monday Tuesday Wednesd Hrs-dot Mu) ascendlng order.has: win1210me Sh
Dd

b Obiettt'we Sort _ .I

IV I' - Sort oblechves
" 3‘0"“? . - 1 From the Options menu. choose Obiecfive

' I H Sor’r.

2 In the Option card that appears. set any of

these options:

‘ Sort By — You can sort by any detail in

the Objective category.Want-n than: evinm b “
MRI“? Mffitbnlfljfib : I_

1'2th

 
— — ' First — the first detail to sort by.

ml ")2? .' ..
E; D Start '37 rims 3v Fmighad ' Second — the second detail to sort by.

0:132 «no.9: -Ocll2,921i‘ ‘ _ y
. 0.132 . (M32 . ' Thlrd —the third detail to sort by.
‘ 03,92 - (11.92

  

When objectives are sorted, they are

grouped first by levels of the first detail

(for example, those with a Start By dote

ofjune 1. then those Forjune 2, then

those For June 3% then by levels for the
second detail. and so on-

 
' Order — For the sort order. you can

choose Ascending {For example, 1 , 2, 3

or low to ASAP). or Descending (for

example. 3, 2, l or ASAP to Low).

3 Tap Apply & Close.

I Po- ipeefivt- Houdini-o}
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 - Changing What is Displayed

The Month Planner is set up to include recommended items in each tile: appointments and events are shown

in the Calendar Tile, and objectives in the Objective Tile. If you wish, you can focus the Calendar Tile

narrowly to show only items that match certain criteria. For example:

° You might want the Calendar Tile to show just events. In the language of Perspective, this is:

Show all Event items

° You might want the Calendar Tile to show just meetings (appointments where you have written meet

with a person). In the language of Perspective, this is:

Show all Appointment items

where description contains meet

Changing which items are displayed

When you want to show a special subset of information in your calendar, you specify it using the Calendar

Items Option card. You specify which information is displayed by constructing rules.

Show rule(s) determines which category(s) of items is displayed. For example, Show
all Events.

Where rule(s) lets you further restrict what is displayed by specifying additional

criteria that an item must meet. For example, Show all Appointments

where description contains meet.

If a category you choose in the Show line has subcategories, items from the category and subcategories are
included.

The categmy in thefirrt Show rule 1': the categmy asszgned to the new item: created in thir document.

Chapter 6. Planning Your Month 1
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Open the Item Opfion curd

=— - ' Checks/ in the banner. (Option Menu:
Calendar Items)

 
  The mle area shows what is currently set to

be shown; in this case‘ all items in the

Appointment and Event categories.

 Chied'ke'rlle...
Laymt..
humid...

. Associate. __ .
. . Controls.

 

 
 

 

 

 
 
  

 
  flmth Pl u Catnip: Items

 
 

 

olkBl
g .é—Qrgau-cmuumLr w

Ii I12 _T’-

 
 

Change a Show rule

1 In the rule area. tap ? to select the Show
rule.

2 Tap the Show anew and choose the new

category.

3 Tap Apply. 
1 Fenpeciiw Handbook
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Add a Show rule

1 Tap ? Insert "Show."

2 In the rule area, tap to seleCt the newly
inserted rule.

3 Tap the Show arrow and choose the new

category. The new category replaces the

category in the selected Show rule.
 
 

4 Tap Apply.

Add a Whore rule

—— I In the rule area tap ? to select the Show rule
to which you want to add the Where rule.

2 Specify the Where rule:

0 Choose a detail to Focus on. For

example, to focus on meetings, the

detail you choose is Description.

 

° Choose an operator for the detail. For

example. to focus on meetings, the

 
operator you choose is contains.

‘ ' Write a value for the detail. For
| example, Meet.

n — - —— 3 Tap Insert "Where."

4 Tap Apply.

'Lhopitti 5- Hnnmnq Your Moi-Hi I I 1
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' Monman [madam Change 0 Where rule

: Slow al Eventllems V
- Show paw-mums -— -— 1 In the rule area tap - to select the Where

.- h _.l.:.._ - .... _. . rule.

 
2 Change the Where criteria (see “To add :1

Where rule” above.) The new criteria

replaces the criteria in the selected Where
rule.

3 Tap Apply.

1.. -- Delete a Show rule

.:-'-"_-'-'-- - 1 -"-:-'-'_. _ - _ - v. .I“ _ L _ I_ _ _ _ 1 In the rule area tap 1’ to select the Show
MOMIfllOR Isinlt rule.

  
 

2 Tap Delete. If there is a Where rule. it is
deleted.

3 Tap Apply.

2" '. Delete a What: rule

l ; —————* 1 In the rule area tap ? to select the Where
l w - "2-2.: .- ' ‘- .-. IL. ‘ .'. III. .--_‘_ . I ‘2':-

I 2 Tap Delete.

3 Tap Apply.

"2 Wire-Handbook
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- Changing the Month Planner

Your Perspective Notebook provides you with a standard Month Planner and two variations in the Additional

Documents section. You can use them as they are, modify them or create your own monthly planning

documents. You can change a Month Planner in several ways, including:

0 change which tiles are displayed and how they are arranged,

 
' change the look of the Calendar,

- change the width of days in the Calendar,

O change the look of the Objective Tile,

' change the height of rows in the Objective Tile,

0 change the width, alignment and format of columns in the Objective Tile,

0 show additional details for Objectives,

' add a month tab so you can navigate quickly to a specific month, and l

' modify the display for small screens.

Chapter 6. Planning Your Month V I ‘3
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Changing tiles and their arrangement

The Standard Month Planner displays the Calendar and the ObjeCIive tiles. You can choose to show or hide the

Calendar Tile or the Objective Tile. In addition. if you want to see borh your obiecrives and your calendar. but

your Penl’oint computer’s screen is small. yOu can stack the tiles so that both are available but only one shows
on the screen at one time.
 

. Change file arrangement
Document Edit r: .-.. '

1 From the Options menu. Choose layout.

I‘ddngsfi Thundey has», Samfdgy In the Option card that appears. set any of

Luhrxhhfollnwfl these options:nub mm? r1

' Start Week On —— Choose the start day

for the week {Sunday or Monday).

¢ 5m," ' Tlles — Tap 1’ the names ol‘the tiles you
Moro-av want displayed so a cheekmatk appears.

«H gmm- ' Tap again to hide.
— 0 Arrange— Display the tiles as shown in

the figure. IFyour screen is small. choose
to stack them. To switch between tiles

when the); are stacked. tap on the arrow

in the upper left corner of the tile andD; D SIME—Y .-
. ad ’92 . I . .1 choose the tile to display.

- 03-93 - -- - 3 Tap Apply & Close.- 0421.92 - , .

 

 
M M I m.r lfiEil—mtILflfilffllfilfllev._ln |_

I F'ntrcrlwo Hondbaali
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Changing the look of the Calendar Tile

You can adapt the Calendar Tile to show your information the way you want to see it.

7"
Document Ed'rt " -'. ' '
1 Calendar Items...
' Dunbar 1 Calendar Tile. '
3W“ H Objective 3m. dnesd Thursday Friday

Objed in: We LuannIt?ans].
13‘ V331“ n

 

Change the Calendar Tile display

 
 

--— 1 From the Options menu, choose Calendar
Tile.   

   
 

Satuidtw

P9 In the Option card that appears. set my of

these options:

 
  Leyoul

 

  
 

IniWet. I

69mm :5"?a 255°“? new *mvmimrhw W/Mwmh ° Column Style — Separate rows by'ontro .. .. - .. _ _

Am___ , Galen“, 11,, spaces (Gap). or by light or dark lines
 ' ' Carin-tents .

IIIHEI Colin I I

S .é-mvmflmpu

    Odom one; to new (“Bill Of HEOVYl-

 
  
  

l-fi-wmnfi ‘ 1 Oder-‘8' Sim ' F" - Calendar Size — show all days on the
-n ' _9 “fit“a I 0"" En'ifl‘ screen {Fit}. or change the size of the

Time Fund: v None
 

 
 

 
 

 

 

 
 

5-inch? Moo-runs
calendar by changing the number of

entries, and dragging columns to change

their widths (Manual). You may need to

scroll to see all days.

Vanni? “Vania: thn 5V3: ' .
thhsm

.J 'l

Fmish By Finehbd  IC‘hjedisies 5' StenEw  
- Daily Entries — choose to display fromr eyewitnesses» - 0.31.92 - 0:132 - miter?

2 ammoniuman - 04.1.92 - 0:332 - ‘3 l to 8 entries per day. This is onlyr
3 Hflfim-Reizfiralegy - on,” - one: . , . _ . _
4 New . n I 03192 I 0:132 . . available when Calendar Slze IS set to

Manual.
 

_ ' Time Formal — Choose to show or hide

J (None) the scheduled time For each
appointment. Choose between

. different formats (l2 hour, 24 hour, or

PenPoini Setting).

  

lfllfllfllfll H9.-lihilfli—‘W1513 W a» 

° Moon Phases —— Choose to show (On)

or hide (Off) the phases of the moon.

3 Tap 1(Moi:in & Close.

jl- It‘lm (i Pianmm} Yew Manila 'I
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Changing llla width of days in the calendar

If you wish, you can make individual days of the calendar wider or narrower. For example. if you have few

appointments on Saturdays or Sundays but Mondays are heavily scheduled, widen Monday and make the

weekend days narrower.
 

Change day width
Dom Edi ' I C

mm ' ovum M m “we I From the Options menu. choose Calendar
Tile.

Wednesd Thwde FfldaY

w'mhnbwm 2 Tap yColendor Size and set it to Manual.
3 Tap Apply 8: Close.

_ ,,_ mm (,5 - 4 In the Calendar Tile's upper margin, press
Elle-rim _ I I l the right edge of the day until a dark box

appears around the column.

3 Drag the line tight or left.

.mmemamsma b uspm pipusm

E oo‘é’hfi a 919?:5m e
Egan-H
I ..

 11mgumperquowAm]Hauling
tel-aural: male-mi» ism; r:

Elm-mu JL

 

1 1 6 Per‘padwz Hondhool
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Changing the look of the Obiective Tile

You can adapt the Objective Tile to shew your information the way you want to see it.

 
 
  

  
 

 
 

" 1
CdendarTle. .'

"Obieaiveem. -' N Thursday FrldnrtI Selurdw
ObledweTlle.. thurounwsh. 2

  
Layout
I ni-M‘ell .

. Aesoeete. .
. Canada...

 
  
  

 
  
 

 
 

 

 
 

 

nth: to]:- - - . - .

gfiwp—amh-hmpmn: . .. -
fruit-trail

1 pal-3.. : . . . . . .
bun-p ’FHrfiE-flfiMSILASmn >LASpom ia'v-Lasm
"5% “Bad”? E3 ao‘é’fit'fi c: (11%;?)«71 6

|._.. I .. 9.4m.. J - '_. I _ _ . _.-_ ,

mePL'ZV-ame bit-canon Pytml bilge-mu Pyaxhn biter -
new: 5m Mitch Btu-tr» mm

' new

. 1

 

F trial-res
 Fmish By

 - 06.92 - 0d.92 - Della???

2- Mmebymg Oct 92 - 001.92
3 mm~mwfinfiy 063.92 - 0:232
4 Remeeonfladmpnm 0d,”, - 0:23?

5.
7 4'.-

Wflbglfllmlswlfilglfil ‘ _. 

Cimplm 6 Planning four aniii

Change the Obiecfive Tile display

From the Options menu. choose Objective
Tile.

In the Option card that appears, set any of

these options:

' Column Style —- Separate rows by spaces

(Gap), or by light or dark lines (Light or

Heavy.)

' Expand Rows to Fit — Expand rows

automatically as they fill with

information {Yes}, or keep tow height to

the specified raw height (No).

Tap Apply 8: Close.

"7
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Changing row height for obieclives

In the Obiective Tilt; you can change the height of one or several rows to display more or less information.

Change height of a single row
 

5 D Ellen By Fwd-3h By Finished N

«amnesty 1 In the row margin, press 1 the line at the
bottom ofa tow until a dark box appears
around the column.

2 Drag it up or down.

 

Change height of several rows

1 Tap ? in the left margin ofa row at the Start
of the selection.

2 Draw a plus + in the row margin to extend
the Selection.

3 Check v" on the selection. (OptiOns
Menu: Row)

4 In the Option card that appears, set the

Minimum Row Height. This is the
minimum number oflines that is

displayed.

— 5 Tap Apply 8: Close.

 

I I B F'enpaclive Handbook
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Changing column appearance for obiecfives

In the Objective Tile, you can make columns wider or narrower, and change the alignment and Format of the

infomation displayed in the column.

Change wichh of a single column

1 In the upper margin. press 1 the line at the
right edge oFa column until a dark box

appears around the column.

 

2 Drag it right or left.

Change appearance of one or more
columns

1 Tap 1’ the top ofa column to select it.

2 Draw a plus + on the furthest column toF . . . . .
"ls-ll Bl.- - Fills”! extend the selecuon :fdesued.

-'_ lone: -0ct'1'2,92 «

3 Check v“ on the seleaed columns.

(Options Menu: Column]

4 In the Option card that appears. set any of

these options:

' Width — Specify a column width or
choose Standard width. Each unit of

width is equivalent to the height ofone
tow.

 
'— ° Alignment — Choose between Left,

Center and Right.

' Format —Tap to get a list ofchoices for

this detail (only available if one column

is seleCted).

5 Tap Apply 8. Close.

unopter t: morphing loo! hie-m II '9
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Adding and removing Obiecfive Tile columns

In the Objective Tile you can change which details are shown by adding or removing columns. For example, if

you want to see or enter to do's related to your objectives, you can add a column For the To Do's detail.

Add a column

Dommml Edfl Optimum Actions Create ‘

l Draw a carer A on the name of a column

i 00mm 1992 to get a list ofdetails that can be displayed. S _ _
Sum” "mu" Inca,” “Mm mum” Fm” "was" in the document. {Edit Menu: lnserl. mirthhfonnwm -l

pas Visfi' n Column]

 

. - Draw the carer at the left of the existing
[As Jan '5 H.‘ .n ('4‘? Kim 41.5 “HI” WORN.“

l gilt-imp; fimm {mqm-gw- ,1: 7' I,” column to place the new column to the
__ Elena-1' . .. left of the existing column: draw it at the

, .
I I ' .I‘- I - i .

mum ColubuDstthumDu mfifu?(6'onm 'Dvb- right to plate It to the fight.éW-mhunwmmg— 'Mg nae. om? . . .
S , "l’r-wnmc ' fl _. ccfi—h '- 2 Tap 1" to choose a detail to display In theJfl — C l 1 I

new column.

. 1 _
| n |-' 'I.r I'- -- - r

-p 5-, menus-#59... unearth; rf-bmsma
ao'é'EI'B a a'zi'fipan e!

-.. em»
was bV:n‘on b‘flsum lb a (0.0!!!"
hie-n» Bun-m» nan-ma-

" . 1 Cross out X the columns name. (Edit

Menu: Delete Column}

.944; “smug '5

 

 
lflifllfllglfligLM lfllfllfllfil

Hint: When you remove a column from a document, you do not delete the information. The information is

merely not displayed in the document. Information is only deleted when you delete items or details. To

delete information. cross out x an item or a detail. See “Deleting” in Chapter 3 on page 47.

I Perspedwe Handbook
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Adding and removing a month tab

In the Month Planner, there is a tab for each month of the current year at the bouom ofthe page. The current

month’s tab is bold. IF there is a month you want to turn to oFten. such as the month of your sales trip to

Europe next year. you can add a custom tab. 

Add a month lab:

Domment Edit Options Actions Create

{ 1 Turn to the month for which you want to
' "3"" 1993 add a tab.
Sunday Monday Tuesday Wednesd Thursday F new Saturday

‘ *‘——‘—'a—F' — " ' - — 2 Draw a caret A on the month tab. (Actions
Menu: Add Tab)

The date appears as the tab name. 
 

3 To change the tab name, circle 0 it and

write in the edit pad that appears.

I

{ Remove a month lab
° Cross out X over the tab you want to delete.

(Actions Menu: Delele Tab)
ma“NPlemm"anun-mo

Flush By Finished 
 

Note: You cannot delete or Change the tabs for the current year.

Chopin r5 Piurlrung “Four Men”:
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Changing the display for small screens

"your screen is smaller than a tablet size computer. and you want to see more ofyour information. you can

customize the Monthly Planner and make more space available by hiding the menu line. scroll margins. tab

margins, and cork margins. You can also Jfflt'll’ the Month Planners Tiler. so that only one shows at a time.

. 3 _. Change display for small screens

:ouobettasz rounds
Harvey Tuesday Wednesd Thursday FridsuI

  
  
 
 

I From the Options menu, choose layout.
 

 
 

 

 
  

  
 

 
 

  

 

  

Lurk-thhhmnmnn g 2 Tap 1’ to choose the option for Stacked tiles,

3 Tap Apply 8: Close.
5fof~F ,Mgoncrrouuxw nuns-nuswu him I

m;‘“‘"- mm fight?” E g 4 From the Options menu. choose Controls.- i '. 3

'5 In the Option card that appears. tap to
I111“? Month Ham, , “you, hide anv of these options:

“fin-e: I ‘

Sign Weaken: v! Sunday I. - i ' Menu line — at the top of the page.
K‘WI klv“nfl I

' 0 Scroll Margins — at the rightllefi edge
and borrom of each tile.

' Tob Margin — month tabs at the
bottom of the Month Planner.

' Cork Margin — standard PenPoint cork

margin below the day tabs.

sad; “as” 6 To see how your changes affect the

T“ "m9" document, tap Apply, then make an}.'

additional changes.

I: Tap Apply & Close.

Hint: To turn on the control areas again. choose Controls from the Options menu. Ifyou have turned off the
menu line, draw an M on the document title line to turn it back on.

1 Penn-estru- “loudly-uh
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This chapter explains how to use and modify any Perspective List Paper document, F
including the Address Book, To Do List, Topic Index and Note Index in the - O

Perspective Notebook. The chapter is organized into these sections: m
. ’ - .

About Lists . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 124

Lists to choose from 125 3

Turning to a specific page in a list document 126 m
Entering and Tracking Information in a List . . . . . . . . . . . . . . . . . 127 —

Entering an item 128 3
Adding and removing columns 129

Organizing Lists . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 130 0
Using pages 130 1 1
Paging 132 l

Sorting 133 a
Changing What is Displayed in a List . . . . . . . . . . . . . . . . . . . . . 135 a

Changing which items are displayed 135 5

Changing the Look of Lists . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 139 - .
Changing row height 139 0
Changing column appearance 140 3

Creating New Lists . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 141

About handpicked lists 141

Making a handpicked list 142 J
Excluding items from a handpicked list 143 ;

123

SAMSUNG EX. 1004



SAMSUNG EX. 1004

li- About Lists

Lisrs are documents created From Perspecrive List Pa per. A list can have one column (for example, name) or

many (For example. name. address. phone number.)

A list shows all the items in one or more categories that meet certain criteria. For example, the Address Book

displays all people and companies. In preparation for a trip to New York, you might create a specialised Address

Book containing only people and resraurants in New York.

Items you add in other documents are displayed in a list if they match the criteria for the lisr. Thus. when you

add a person in another Perspective document. such as the Day Planner. that person appears automatically in

the Address Book. This does not apply to items in Handpicked Lists. (See “About Handpicked Lisrs" in this

chapter on page 14] .)

— - - — —— ' Banner— shows the citegory of items

included and the current page (in this

 

. Address Book ‘1. 4

Dummi Ed.“ options 3mm Cm“: A case person and company on the C page).

: C ' AI PW". A" com "ems ‘ Columm— Each column shDWs a different

 
Name 5 D Bus:an Prone PM

[4151532de detail. Here. the columns are Nome.
Business Phone, Fax. and so on. You can

(“3331139542 ' add and delete columns to see different

(“3”me ($313,357 information. Names oflinlts are italicized.

such as Company.(415) sasseis (415) assess

' Rawr— Each row {ho rizontal line) shows

one item. In this Address Book, the seventh

row shows Donna Cook, her business

[4139355593 (415) 935.5555 - phone number. fax number, and 50 OH.

(619] 2366999 mg)m

(415) 3639451

[_619]325?699 [619)3’2571206 ' 0 Cells— Each cell shows a detail for one

item. For example, Donna’s company,

Blades, is in one cell, her phone number in
another.

[510] 3634566 [510) 5365??

0 rats) 2366673 {619] 2364399

E3 (415)668-7025 [amass-“201:6

' Page tabs— show how the list is divided and

[303) WW”: (3031mm let you turn to other pages. In this case,

people are paged alphabetically by last

name, all A's on one page, B's on another.
items written in ink and those with no value

are on the last pages.

I 24 “erzpcctwe furrldbmh

 

SAMSUNG EX. 1004



SAMSUNG EX. 1004

Lists to choose from

Four lists for both contact and task management are already set up and available in your Perspective Notebook:

0 Address Book,

° To Do List,

  
0 Topic Index, and

' Note Index.

For a description of each of the standard lists, see Chapter 2, “Your Perspective Notebook” on page 13.

You can also choose from several other lists available in the Additional Documents section of your Perspective

Notebook, or you can create your own lists. See “Additional Documents” in Chapter 2 on page 22 or “Creating

New Lists” in this chapter on page 141.

    
Chapter 7. Listing lnlomxation 125
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Turning to a specific page in a list documonl

Information in a lisr document can be organized onto multiple pages. You can turn to different pages in several

ways.   

Turn to a page
 

' Tap F the arrows in the banner to move
Forward or backward one page.

 

Name 5 [j Etienne-x5 the Fan
Lo ' e 4 553.2942 .

m m I m ' In the banner. their left —— to move to the

RobCandy (403)2139642 ' next page, flick right —- to move to the

mom (49555997? [408] 55?-'?657 PrCVions Page-

:ueiclui [415) 9865613 (415)906-5655 _ - _ ' Tap a page tab to go to that page.

(619] 235-5999 {519) 935444

(415) 3539951

(415} new (4152i 9665655

[619) 3253695 [619) 3257005

(510) 362—4566 [519) W

Dim;me [El912364699

l5 (41515533024 (4m 663—71303

[m 7757554

 
Him: If you cannot see all the page tabs, flick up 1 on any tab to View all tabs.  
1 Per mach-N: Howelhooi

SAMSUNG EX. 1004



SAMSUNG EX. 1004

‘ Entering and Tracking Information in a List

You can enter or change information directly in a list. Lists show information you have already entered in this

or other Perspective documents. For example. the To Do Lisr shows to do's you have written in the Day
Planner.

When you enter an item in a list. Perspective automatically assigns it to the category ofthe current list. For

example. ifyou enter a new item in a list ofto do’s. the new item is assigned to the To [)0 category. lithe list

displays multiple categories. new items are assigned to the first category listed in the banner. For example, the

Address Book displays people and companies. New items are assigned to the Person category because it is listed

first in the banner. See “Changing what is displayed in a list“ in this chapter on page 135.

If your document is divided into pages. depending upon the page you write on. details may be automatically

filled in for you. For example. ifyou have the Address Book paged by Store, entering a person on the CA page

automatically sets the State detail to CA.

When you enter an item that Perspective thinks does nut belong on the current page, Perspecrive gives you the

message shown below. Either the item acrually belongs on another page. or what you wrote has been translated

incorrectly. You can either have Perspecrive place the item on the proper page For you, if it does not belong on

this page (Tap Continue), or open its profile to correct any translation miStakes which cause PerspeCtive to

believe the item did not belong on the current page (tap Edit}. For example. Donna Cook belongs on the C

page. If you entered her on the (3 page, she would be moved to the C page. Ifyou entered her on the C page.

but her name was translated as Donna 500k. Perspective would think she belonged on the 5 page. You could

edit her name and she would be placed on the correCt page.

 
Clam": 7' Lr-Inun Inlnm-rumn
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Entering an item

 
You can enter information directly in a list. Also see “Entering information" in Chapter 3 on page 27.
 

?— MM Bad \ 4. Enter an item in a list
Dominant Edil Options Actions Clear: A

.‘S - AI Person,All00npany liens
N .

' Write a new item in an empty tow.

-- - -- v ~ -- -— IFyou need to create an empty row. draw 3

{2133363500 caret A in the row margin (at the left].

r-

 
" __.inaabdh Sarto:

Sharp Sluts
3 Andrew Sim (303} 222.6604 , A ,

Shisflulmeeis arc-mm SanDi... (61932366666 ' WNW cad" dew" separate” 1“ the

SUSW 165mm“- Dmfl 3‘33] 7555’“ appropriate column. Fill in as manyisbpor remand ass-m

D “415] 55,4033 5‘ columns as you wish.
 

mom; m.- Orargc"_ mom-23m . I ‘
BUBGntm Be. SmDI... mmfim— ' v ' ' When the content ofa detail in :1 rows

33m BMW” mum (5mm ‘50“ column exceeds available display space, an55?!) EdgdkleDr Lost . (213) 3333536 _ _ .

ass 31...;ka mu (30:3; 443-302; elhpms L. .) appears at the right. Double tap

.? in the row margin to expand the row to
see the Full detail. Double tap I again to
collapse it. You can also change the column

width. see “Changing column appearance”

on page 140.

‘aom-«m-nn
3i“:

 

- To open an item’s profile so you can fill in

more details. circle 0 in the row margin of
the item.

:5
*6
t?
1!
r;
31'
21
22
2}
2‘!
a
3

 

Note: When you write in ink. you do not have to stay within the lines- Perspective recognizes which row it is

written on, and shrinks the ink ifit is too big.

1 i'nr ipccmm Hnntlbmit
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Adding and removing columns

Lisrs display details in columns. To see more. less or different information. you can add or remove columns.

Add a column

1 Draw a caret p. on the name oFa column.
{Edit Menu: lnserf Column}

The list contains all details defined for the

categories displayed on that page. Other '

displays a list of all details defined in

Perspective. lfyou insert a detail from the

Other |i5t ofdetails and you enter a value
for that detail, an instance detail is created

for that item. See “InStance details" in

Chapter 9 on page 173.

Draw the caret at the left of the column to

place the new column to the left of the

exiSting column: draw it at the right to

place it to the right.

2 Tap l. to choose a detail to display in the
new column.

Delete a column

 
 

' Cross out X on the columns name. (Edit

Menu: Delete Column)

  
Him: When you remove a column from a document, you do not delete the information. The information is

merely not displayed in the document. Information is only deleted when you delete items or details. To

delete information. cross out X an item or a detail. See “Deleting’1 in Chapter 3 on page 47.

Chapter .7 Irving Inl'ormm-on
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- Organizing Lists

Perspective provides two basic ways to organize lists:

 
paging dividing a long list into shorter, more manageable page: by grouping

like items. For example, the To Do List has separate pages for each

priority level (ASAP, High, Medium and Low), and the Address Book

has separate pages for each letter of the alphabet.

sorting ordering all items in a document or on a page. For example, the

Address Book sorts items on each page alphabetically by name.

All standard Perspective lists are paged and sorted appropriately. However, when you customize the standard

lists or create new lists, you can change the way they are paged or sorted.

Using pages

Paging divides information so that similar items appear on each page. Pages are divided based on the value of a
detail, called the paging detail. A paged list has a tab for each page at the bottom of the document‘to make it

easy to turn to any place in the list.

Each paging detail provides different options to page by. For example, you can page a list by name, in any of

three ways:

' Alphabetic — Separate pages for each letter of the alphabet. Person items are paged by the first letter of

the last name. All other items are paged by the first letter of the first word. Ideal for a list that includes

both people and companies.

' Alphabetic, by First Word — Separate pages for each letter of the alphabet, divided by the first letter of

the first word. Ideal for companies and topics.

' Full Name — Separate pages for each name. Ideal for viewing a lot of information for each name.

‘30 Perspective Handbook
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Dates can be paged in the following ways:

0 Month-Show One Year — Shows each month, 3 months before current month and 9 months following.
All dates, regardless of year are placed on the appropriate month. Ideal for viewing birthdays.

0 Month-Show All Years — Shows months for all years. Ideal for viewing all to do’s accomplished each

month of each year.

0 Value — There is one page for each date and time.

Choices can be paged so all choices are available (All Choices), or only pages for those choices that have a value

(Value). Phone numbers can be paged by Country Code or Area/City Code. Pages are listed for all country

codes and area codes. Text details can be paged alphabetically by the first letter of the first word (First Letter), or

with each value on a separate page (Value).

 
The last page is for all items with no value for the paging detail. For example, the last page in the To Do List is

No Priority. This page lists all to do’s for which you have not set a priority. Likewise, at the end of the Address

Book is a page called No Name that contains people and companies that do not have a name filled in.

The page just before the last page is for items that cannot be classified because the paging detail is written in

ink. For example, the Ink page in the Address Book shows everyone whose name is written in ink.

 
A page can be blank when no information exists for that page. For example, ifyou page alphabetically, there is

a page for each letter of the alphabet even though the list might not include any X’s or Z’s.

Chapter 7. Listing Information I 3"
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You can page a list to make it more manageable. Paging is most useful for long lists or for grouping similar

items together. [fyour list is short. turn paging OH.

Divide by pages

 
 

From the Options menu, choose Pages.

Finish By Stoned Fmt ;
-0et13. . - -

- 0cm, . - ems. - options:. 0:113, .. -
-0c.123.

In the Option card that appears. set these

' Paging—Divide items onto multiple

pages (On) or show all items on one

page (OH).

' Using—Choose which detail to use to

divide the pages. For example, to page
contacts by the city they are located in.

page the Address Book using City

(paging by Value). This puts your
Boston. Adan ta and San Francisco

contacts on diHErent pages.

' By—Choose the way you want the liSt

subdivided. Your choices vary

depending on the detail. See “Using

pages” on page 130.

To see how your changes aH'eCt the

document. tap YApply, then make any
additional changes.

 .'.l_ 
 

Nate: [Fyou try to page on a detail that is not appropriate for the items in a document, Perspective

automatically turns document paging Oil. For example. if you try to page a To Do List by City.

document paging is turned Off (to clo’s do nor have cities so this paging does out make sense).

I Fm spa-(hm Home!“
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Sorting

While paging groups information on separate pages, sorting organizes the information within a page.

Perspective lists have a pre—defined sort order, but you can change how each is sorted. Once you sort items, they

are not re—sorted until you sort again.

You can quickly sort on one detail, or you can create a sophisticated sort that sorts on one, two or three

different details. For example, if you sort an Address Book on one detail (such as City), entries in Albany are

first, followed by entries in Boston, then entries in Chicago. However, the contacts in Albany are listed in no

particular order. If you sort on two details, City and Name, everyone in Albany is listed before everyone in

Boston, and in addition, Jennifer Adams in Albany is before George Smith in Albany. (Perspective

automatically sorts people by last name. You do not need to separate first and last name details.)

Chapter 7. Listing Information I  
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Sort Quickly

V
, ' ' ' ' Double tap .- on the column name to sort

V immediately by the detail in that column in

 
 
 
 

 
 

Finish 35. Stoned Fins .-
ascending order.- Outta... .

-ou13,.. .0u13,.. .
-0cl13... -

.H -Dd23,... - Sol-f

] From the Options menu, choose Sort.

2 In the Option card that appears, set any of

them: options:

 
,2 To Dost p Sort _ _ _ - Sort By —- You can sort by any detail

*3 E E that is tracked by the categories
‘4 . .

Fm . Finish BY . _ ehsplayed m the document.

Sax-ad: D Star! By ' " ' 0 First — the first detail to sort by.
t None .

' Second — the second detail to sort by.

- Third — the third detail to sort by.

When the items are so rted. they are

grouped first by levels of the first detail

{for example. 0c: 13, Oct 23). then by
the second detail. and so on.

 
' Order — For the sort order, you can

choose Ascending {for example, l, 2, 3

or Low to ASAP). or Descending (for

example. 3, 2, I or ASAP to Low).

3 When Tap 5’ Apply 8: Close.

Note: An item appears where you enter it until you sort again.

134 Pt“ spothw Wmdboolt
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I Changing What is Displayed in a List

Perspective lists in the Perspective Notebook are set up to include a recommended set of items: people and

companies in the Address Book, to do’s in the To Do List, topics in the Topic Index, and so on. Ifyou want to

create your own lists, or modify what the lists display, you can change which items are displayed.

A list can include all items in one or more categories. It can also be constrained to include only those items in

the specified category(ies) whose details meet certain criteria. For example:

° You might want to show phone calls and not other to do’s. In the language of Perspective, this is:

Show a” Phone Call Items

0 You might want to show all people in California and Colorado. In the language of Perspective, this is:

Show a” Person Items

where State is CA

Show a” Person Items

where State is CO

 
0 You might want to show high—priority to do’s in progress. In the language of Perspective, this is:

Show all To Do items

where Status is In Progress

and Priority is High

 
The categories displayed in a document are listed in the banner. If the banner includes Some, this indicates the

list is constrained by a where rule.

Changing which items are displayed

When you want to show a special subset of information in your list, you specify it using the Items Option card.

You specify which information is displayed by constructing rules.

Show rule(s) determines which category(s) of items is displayed. For example, Show

a” Person Items and Show all Company Items.

Where rule(s) lets you further restrict what is displayed by specifying additional

criteria that an item must meet. For example, Show all People where
State is CA.

If a category you choose in the Show line has subcategories, items from the category and subcategories are

included. The category in thefirst Show rule is the category asszgnea’ to new items created in this document.

Chapter 7. Listing Information 135
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Open the items option sheet

' Check w/ in the banner. (Options Menu:

Items)

The rule area shows what is currently set to

be shown; in this case, all items in the

Person and Company categories.

Change a Show rule

1 In the rule area. tap 1’ to select the Show
rule.

2 Tap the Show arrow and choose the new
category.

3 Tap Apply. 
1 me: Handbook
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Add a Show rule

— 1 Tapl'lnsert"5how."

2 In the rule area, tap to select the newly
Inserted rule. 

3 Tap the Show arrow and choose the new

category. The new category replaces the

category in the selected Show rule.

4 Tap Apply.

Add a Where rule

1 In the rule area tap Y to select the Show rule
to which you want to add 2 Where rule.

2 SpeciFy the Where rule:

' Choose a detail to Focus on. For

example. to focus on State. the detail

you choose is State.

 

' Choose an operator for the detail. For

example. to focus on State, the operator

you choose is is.

 
I -.___ " Write a value For the detail. For

example, CA.

3 Tap Insert "Where."

4 Tap Apply.

Chapter 7. Lining Inbrmiim I37
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Change (I Where rule

1 In the rule area tap y to 5e|ecr the Where
rule.

2 Change the Where criteria (see “To add :1
Where rule" above). The new criteria

replaces the criteria in the seleCted Where
rule.

3 Tap Apply.

 

Delete a Show rule

1 In the rule area tap ? to select the Show
rule.

2 Tap Delete. If there is 3 Where rule. it is
deleted.

3 Tap Apply.

Delete 0 Where rule

1 In the rule area tap y to select the Where
rule.

2 Tap Delete

3 Tap Apply.   
Pane-acme Hundme
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r

' Changing the Look of Lists

Your Perspecrive Notebook provides you with several standard lists. You can use them as they are. modify them,

or create your own lists. In addition to changes you make in the organization of the list {sorting and paging).

you can also change the appearance ofa listis rows and columns.

Changing mw height

Each row shows an item in the list. Standard row height is as high as one line ofnormal text. When you change

the height ofa row, it shows more or less information. For example, you might want a tall row ifthe list

includes multi-line addresses. You can set the new height to a particular number of lines or you can have each

row expand to the number oflines necessary to display all the information for that row (Expand Rows To Fit).

You can also temporarily expand a row to display all the information.

, Add”: Bod. - :. Change raw height of one row
Damment Ed'rt (MM-Mm Cattle

18 - AI’Petson, NIConmny Items
Press 1 the grid line between the rows in
the row margin until a dark box appears

:1 mason 31 mm around the row.
Shme
mam-r {mm-66m (303322;.
smmm (1'30me {61932356666

ff 5‘95?" 16m‘ mailmm Change raw height of several rows. 5656 lepDr. [magnum

? Lou-151w (415)653-7023 {_415]668-'?CD3§’e septum 3343mm: (7:43am

. SP0!mm? 22mg” 2 Draw a plus + on the Furthest row.
'I-I SunSpons magenta. (21333333536 3
It 51m VthSForB ass BlackWay

2 Drag it up or down.

1 Tap 1" first row.

Check \/ on the selected rows. (Options
Menu: Row)

4 Write in the row height.

5 Tap Apply 6: Close.

Set all rows to Expand as needed

I From the Options menu. choose Tile.

2 Tap l’ to set Expand Rows To Fit to Yes.

3 Tap Apply 8.; Close.

 
Expand a single row temporarily

_ . _ _ _ _ - ._ . Double tap .l' the row margin. Double tap
I again to return it to normal height.

Chapter ." l1 )Ylhg lnl-am‘nhon
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Changing column appearance

'I You can also change how columns and their information appear. For example. the To Do List normally shows

| only a symbol in the status column. If you want to see both the symbol and what it means, change this

| colum n’s format to Symbol 8. Text and its width to 8.
I _ Mm” BM .r . Change a single column width

Doorman! Ed'rl 09' Action: Creole

I c - AI -, NI Comm llems
. . _ L. Phone Fa HmiePFme

(415) 5533942 (415) 69532.30

 

1 Press l the line after the column in the

column margin until a dark box appears
around the column.

 

(4031339642 2 Drag left or right.

(403] 557-987? (-138) 55-765?

Change the appearance of one or
(415] 936-5613 [‘15) 935555 more columns

61 236-6999 619 mam

( 9] E j 1 Tap lP to select one column.
4: 35194.51 41 eel—3:45 -

I 5] I 5) 2 Draw a plus 4- on the lurthesr column to
[61913253699 [619) 3257006 extend the selection.

t

5

2

E
E
a

E
3 Check v’ on the seleCIed columns.

(Options Menu: Column}

4 In the Option card that appears. you can

set any of these Options:

' Width — Specify a column width or

choose Standard. Each detail type has
a standard width. Each unit of width is

equivalent to the height of one row.

 
 

i I ' 0 Alignment —— Choose between Leif.
Center, and Right.

- Formal —— Tap to get a list of choices for

this detail (only available if one column
is selected).

5 Tap Apply 8: Close.

I 40 Perspedive Hondbool:
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7

- Creating New Lists —H

In addition to using and customizing the lists available in the Perspective Notebook and the Additional

Start by creating a document from a piece of Perspective List Paper stationery, or copying a document that is

‘lll
ll

. . 1

Documents section, you can also create your own llStS. lli
5

similar to the document you want. Then make any of the modifications described previously in this chapter,, Il
5including:

° Choose which items to display

0 Page and sort

' Add and remove columns

 
About handpicked lists

A bdndpic/eedlist is a list where you exclude items from the list without deleting them from the ProfileBook and

other Perspective documents. For example, suppose you want to construct a list of invitees to a surprise party.

You only want to invite people who live close by, and you want to make sure Aunt Edna’s immediate family is

riot there (they tend to be trouble makers). Since this will not be a regular event, you do not need to maintain

the list after you have created it. There are a lot ofjudgment calls here (who lives too far away, who does not get

along, which co—workers would fit in with friends and family) and it is a one—time list. This is the perfect

candidate for a handpicked list, since constructing rules to meet your criteria might be impossible.

Like other lists, a handpicked list starts with all the items in one or more categories that meet certain criteria.

Then, unlike other lists, you can handpick the items in the list, keeping items you want to include and

excluding the others. Some characteristics of a handpicked list include:

' Items created in a handpicked list dre added to the ProfileBook.

° Items created elsewhere in Perspective which meet the initial criteria of the handpicked list are not added

to the handpicked list.

0 Items deleted elsewhere are deleted from the handpicked list.

' Items excluded from the handpicked list dre not deleted from the ProfileBook.

° Items deleted from the handpicked list are deleted from the ProfileBook.

The banner in a handpicked list is grey.

Chapter 7. Listing Information 14"
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{ There are two times when you should use a handpicked lisu

ll ' when it is difficult to set criteria that focus the list exactly the way you want it. and
' when you do not want to keep the list up-to-date with any new items added elsewhere to the

ProfileBook.

Making a handpicked list

When creating a handpicked list you initially specify which items are displayed in the document. Then you can

exclude the items you do nor want in the list.

 

Address Book - -. To make a handpicked list

- Mm Create _ _ _ 1 Check if in the banner. (Options Menu:
I'Jll-li‘dii'u' ii" --1

2 Specify which items you initially want

displayed. See “Changing What is

[40335573557 ._ Displayed in a LiSt” in this chapter on

page 135.(41519355655 m

3 Tap iIf to change Hand Pick Lisl to Yes.

4 Tap Apply 8: Close.

To exclude an item. see the next page-

Add or delete items as you normally

would. See "Entering an item" in this

chapter on page 128 and “Deleting” in

Chapter 3 on page 47. 
 

 Magdalen IJIKJLJ"EI°P_J§IEEEI£Jflfl1lLEM"-=Nw_.

i 42 Pawnee Hondimlt
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Excluding items from a handpicked list

Deleting an item from a handpicked li5t will 3150 delete it from all other documents. However. when you
exclude items from a handpicked lisr, they are removed From this list but are still available to any other

Perspective documents.

To exclude an item

Down-ran! Edit Opticm Actions Clout: _
0 Scratch out 2 on the row margin of the

item. (Edit Menu: Exclude)
:C - Ml Farr-1.15:"! .Nl' {Inflamm- lll.l|'.?:i

U D Ewing“ PW Fe‘
(41515532942

{4an 213.9542

(ace) 59.9377 [4cm SST-765‘?

{41519865613 (415)936—5655

{519] 236-6999 (619] 9226444

[415] 362—9451

[415) 985-5688 [415] eta-sass

[619‘] 325-7699 (619] 32.571306

3

E3
:9
2

l

E
[510) 362.4565 (5101352457:

D [619] 236-6673 (51912364699

1:! {413mm (4151mm  
Note: It is also useful to movefcopy items from another list (frequently floating) to a handpicked list.

Him: If you exclude an item accidentally, draw the undo gig gesmre anywhere.

Chum: ? [ailing lfllD‘mfllim I43
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This chapter describes notes and embedded documents. The chapter is organized 2
into these sections: 0

About Notes . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 146 3
Taking and Linking Notes . . . . . . . . . . . . . . . . . . . . . . .- . . . . . . 147

Creating and linking a note 148 m
Using the Associate in notes 150

Linking a note 151 ”
Writing notes in ink or text 152

Naming a note 154 m ll.‘

Retrieving and Deleting Notes . . . . . . . . . . . . . . . . . . . . . . . . . . 155
Retrieving a linked note 155 1

Retrieving notes From the Note Index 156 r
Viewing Profiles For notes 157 l
Deleting a note 157 (D %

Changing the Look of Notes . . . . . . . . . . . . . . . . . . . . . . . . . . . 158 m
Changing the look of text in a note 158 m
Changing the look of notepaper 159 m

Using the Day Planner's Note Tile . . . . . . . . . . . .l . . . . . . . . . . . 160 m
Embedded Documents . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 161

Creating and embedding a new document 161 U
Embedding an existing document 162
Opening an embedded document 163
Moving, copying or deleting embedded documents 164

Embedding a Perspective document in another document 165 c i

a l
3 ll
tn 1

145 l
l
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I — About Notes

Perspecnve times are similar to the paper notes you already take. except they are more flexible and accessible.

You can make notes easy to retrieve by writing in text, linking them, or giving them a meaningful names. The

Associate automatically files your notes in appropriate places by recognizing names you write in text and

creating links. You can retrieve notes in several ways: From the items they are linked to {filed with). using Find,

or by using the Nate Index.

You can create a note from any Perspective document.
 

A piece of n0tepaper opens above the current

  
 

'7’ Em Fianna:
Emma"! Edit 091:0": Mien: Create documcnt.

ir-Wao d 730* n -- '.-

“may . I , . I I. _ . ‘ ., _ The special parts of notepaper are:

1 .2; .. .:t'.i ;.' :. ..‘ .:.‘. .; .' f' _.' r': :.'
€21; f. ’ 1' ’ 3LT»: : i 1' 2 " ‘ _ . I Nate title— indicates the title of'the

spawn-em D ' e tut-"'3 ’ note.
“1‘ _ ' f 1305mm

'e""“"_f""“ “UP ‘ “flw'w — ' Putbpr'n -— used for manually linkingI'1.0 — {aS
f amfiercc. its the note to other items.

  
 

 
 

1 '1" ‘ Egg-enticing!

” I'd-'1'! Fm 5' " ‘7. Cavi- rm 9.6"?“ L — 9'- ' Note Ink Wefl— for choosing betweenH _—' V n I ' I I . | I

. m umeJu -011 .. " writing In ink and text (independent of
’7 i”°" 5"" aim“ Mm the document InkWell).
J: | . . .' i . _

1 I t TIPS? {Jay-‘— _.D we. _ _ _ Nate mam: {me prov1des diFFerent_ r. U Luteg commands than the document menu
~ "f line.

I .

L. ' ——— — — - Content arm —displays the content of
i 1‘ L the note.

1'. . 4 J

“5‘9" ' ——— ' Note scroll margin —used for moving
r. m 2.: within the note.

.3 9. J. .. _
Is.. Im. irulqui-min. isul
______._ _ I

 
  

'46 her $131:th Handbook
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I Taking and Linking Notes

Some notes are quick reminders that you only need for a few minutes. Other notes contain the beginning of a

great idea and you want to file them so you can refer to them later.

Linking notes to items files them so you can easily find them‘ again. When a note is linked to an item, such as

an appointment, you can access the note from any document that displays the appointment, such as the Day

Planner, or from the appointment’s profile. Notes appear in the Notes detail of the linked item as well as in the
General Links detail.

You can file or link a note to an item in several ways: /

' Write text in a note or translate ink. The Associate automatically creates links with names you have

previously entered if Associate in Notes is On.

' Manually link the note to an item (or to several items) using the Pushpin.

' Create the note in the Notes detail of an item by drawing a caret A in the Notes column of a document

or in the Notes detail box in a profile, if the Associate is On.  
There are other ways you can set up notes for efficient reference at a later time, you can:

' Write in text then use Find (from the Edit menu) to search the content.

 
° Change the note’s title so you can recognize the note more easily later. The default title for a note is Note

followed by the creation date.

Note: You can also copy important parts of a note to other documents. For example, from a note you can

copy a task to the To Do List, a name to the Address Book, or an appointment to the Day Planner. ' 3.

Chapter 8. Notes & Embedded Documents 147
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Creating and linking a note

You can create a note by tearing off a blank piece of notepaper from the Create menu or from the Nole's

column of an item. You can leave the note the size it opens, resize it, or make it the full size of the screen. There

 
is a limit of 10 full size pages for each note.

A note ou create in the Notes column is automaticall linked to the item. For exam 1e, in our Da Plannery y y y

you may make a note about a meeting, or in your Address Book draw a map to a friend’s house. Any note you

create appears in the Note Index document.

Nate: Perspective optimizes the storage of ink, such that ink stored in any other PenPoint application takes up

more storage space than ink stored in Perspective. Nevertheless, you should be aware that notes taken in

ink take up to 15—30 times more storage space than text. If you no longer need notes, you should back

them up or print them and delete them.

/ I48 ‘\ Perspective Handbook
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Create o note from the Create rnenu

] From the Create menu. choose Note.

2 Write the note.

V
.3 To close the note. tap - its close corner.

. . “Wmmm‘e '5' I ' — ' You may wish to link it before you close it.

w Cmfvn:_@ - _ See “Linking a note“ in this chapter on
39 P page 151.
S E:3

Create a note in the Notes column

1 In the Notes column for the item where

y0u want the note linked, draw a caret A.

02 (—6” QED-fin CL If the Notes column does not appear in
the current document, draw a caret A in

j a dw‘l ‘5 the column title area and choose Notes.
_}a&$ore mniof '

a;
{L 2 Write the note.

3 Tap ll its close corner. A note icon appears
in the Notes column indicating the note is

automatically linked to the item.

no
30

'oo
30
C0
310
CO
’30
(X1
30

.CO
30
CO
30
no
30
(D

I

 
Make o note full screen

0 Flick up l in the title ofa note to make it
Full screen.

I Flick down I to return it to its original size.

Chopter 3 flow: .5 Embedded [hrumenls 149
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Using the Associate in notes

You can turn the Associate on or OFF in notes (independent of the Associate setting elsewhere). When it is on.

the Associate recognizes names you write and automatically creates links. As elsewhere in Perspective, links

appear bold in the content of the note.

Turn the Associate off or on in notes

I From the Options menu, choose
Associate.

V
2 Tap - to set Associate in Notes to Yes.

3 Tap Apply 8: Close.

  
 

pmou-a,92,momn,fl_
= meets,” mommaim

' m0d10,92 _
mot-.1153.

 
 

 

(In) on 20, 92 mm m

Marketing a align-hemmed“. momma-9,1992
I _ J
 

Hint: Double tap .? the bold links in a note’s content to open the profile for a linked item.

i‘nrmec' --_- l-iondboi
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linking a note

Notes can be filed with any item in Perspective by linking them to one or more items. You can recall them

easily From anywhere they are linked. For example. retrieve a note From the meeting where you took it, or from

the person you were talking to. You can retrieve it me a document or From a profile.

When you write names in a note which you have previously entered into Perspective. the Associate understands

what you write and automatically files the note under the names by linking them. You can also manually link a
note to an item-

 
 

Link a note automatically 
Dav Planner

 

 
  

 

 
 

Became-n1 Edit Ophons Adams Create A _
-- — -- _—— — ' in the note write the a name or a short

Mufti”: 1:: (may 9.; November i _
Tuesday ' I ‘ _ _ . s I n 3 ( a 1 ‘ 5 a ? name you have previously entered in

1 3 0d .: .: t 1: .r .3; .: .: .3 .: .: :2: 1: Perspective in rem. You can also write the1&2 3‘2! 333524 «anagrams. 22335533

“I a 1': 1‘ a 30 first or last name ofa person.

' In the note, write in an abbreviation for

the name or short name. An abbreviation is

the beginning of the name followed by a

period. For example. write market. and a

link is created to marketing. For an

explanation. see “Automatically linking of

 

 
  
 
  

   
 

  
 

'50

no names in appointments. etc.” in Chapter 3

2 / on page 40.J r- .

m Updaifl 3 dag s2 w 9

3° bagm-fl Wmo' Link a note manually3 CD

| m ] When the note is open. press i the:1 m Iv! , . .

| m .9 pushpm (at upper right) and drag the icon

I 5|!” ''''''''''''''''''''''''''''''''''''''''''_E D 2! over the item you want linked.10 2|

6 DD :2 A Nore icon appears in the Notes

‘ AL [Eifllgfifl‘firflj column ifit is displayed and in Notes in
the profile. The title of the note also

‘ appears in the General Links detail.
Him: To facilitate using notes for outlines, the Associate will not recognize single letter abbreviations, such as

A, 3.. etc. You should use at leaSt 2 characters and a period when using an abbreviation.

r '. initial.» ll 1' l";||u .'. thm'ldm: I'M-commit?

L
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Writing not“ in ink or tax!

You can turn the InkWell on or off in notes (independent of the InkWell's setting elsewhere). You can write

notes in ink or text, as well as translate ink to text at a later time. Ink appears in 3 none exacrly as you write it.

Individual ink objects are created each time you pause when writing in ink. Each ink object can be acted upon

independently. You can move. copy or delete ink obiecrs and text iuSt as you do anywhere in Perspective. See

I‘Moving and Copying" in Chapter 3 on page 44, “Editing” on page 45. and “Deleting” on page 47. When you

perform these aetions. the notes lnkWell should be set to text. 

 
 
 
 

I ow Fly-mg = 2 - Set the InkWell to ink or text with a
Donian Edrt =__'.-‘_';'-;i;'_ Actions Create A gesture

Apart-“ml Imam COG-be! 02' NWT-1|]?! 92 V
ToDosort ' ' I _ ‘_ ° Tap - the InkWell icon in the note paper
To Dam” WWW “'33 i"“' title line.

. Edfl Onions surna- I _I

—"-:T I ' Counter Hick E {flick left. then right)

1)., I anywhere in the note to toggle the InkWell
I'_ Q 3 Financial/3 setting.

‘° m7. Cal: Don/m. _ ._
'0 “I: J-fim' PW Make other changes to ink or fax!

H g updak' 3’ f" l Check \/ on the notes lnkWell. (Note's
I3 to bewev Promo — L Options Menu: InkWell]so . -- . . ,

I on F 0" PM” ’ '"kwa' ; —' " I 2 In the Option card that appears. set these
so options:2 on

3 g i i __ '_ i — _ " * Translation in Notes — Write in text
as I _ m -' (On). or write in ink (OFF)..4. m ___ ._

:I: I _ _ _ _ ' _I ' I InkColor—GreyorBlock.
a: i i (I I. I: I " ' Ink Thickness — Thin or Thick.

Smflfumofisu J

I Penman-re Hnndbouii
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Translate ink to text

1 Tap y on the Notes InkWell icon until an
A appears.

2 Double tap .y to select the ink.

Ifdesired. draw a plus + to select multiple

ink objects.

3 Circle C) on the ink to open an edit pad.

One edit pad appears for each ink objecn

4 Make any changes you need [0 the
translation.

5 Tap OK. 
Chaplet 8 Noles 5: Embedded Document '53
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Naming a note

A nore is automatically titled Note Followed by the creation date. One wa}r to make a note easier to recognize

later, is to give it a more meaningful title.
 

um. 11ml; 4):} Rename a note with a gesture
an Opium: A

vl.
— ' ' ' ' — 1 Circle 0 over the name in the title line.

I, Q ’5 FmdflCi‘Q 3
2 Change the name in the edit pad.

3 Tap OK.  J. Cm:

Rename a note with text from the

j [l .15.: ___.' :'_-'- v _ "m
baiPcsre I two i V . _

a _ 1 Tap - to select a word or phrase wrttten In
.— 4‘ J -— —- —- text in the note content.
   

You must use text. Ink does nor work in a

title.

IQ Draw a T gesture over the selected text
(Nate Menu: Set Title}.

Him: A Nate's profile contains the detail Creolion Dole. You can use this detail to see all nores sorted by

creation date in a list. even if you have changed the nore title to no longer include a date.

1 lief :per r: we Handbook
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‘ Retrieving and Deleting Notes

You can retrieve a note from a linked item. From the Note Index document or by using Find. To retrieve a note

using Find, see “Finding Information" in Chapter 4 on page 60. You can also look at the note or the note's

profile. Notes can be deleted when you no longer need them. Since notes taken in ink require more Storage

space than notes taken in text. it is besr to delete notes you no longer need.

Retrieving a linked note

When one or more notes are linked to an item, the note icon appears in the Notes column for an item in a

document or a profiles Notes detail box. Ifyou often refer to linked notes in a particular document. you can

add the General Links column to show the tide(s) of any notes linked to the items in the document.
  

Open a linked note-' Topic index 5 ‘

Boomer-I Eon Options Acorns Create A V ‘ _
l 1 Tap - the note icon in the Notes column

in a document or in a profile.

  
 
 

 

Wimm

- 4,92%» ouster :3, 1992

human aces,”
' Won amazon 10,92

ousmemoa 15,9.

IFthe Notes column is not displayed.
select an item and choose Show Notes

From the Actions menu.

Company 155 am“30:: m, 92 non .. 'Note 0mm 9, 1m

 
  
 

The title(s) of the linked note(s) appear.

 

 I mom—Meme...

sumac: 5,9-
Dist-mm - Jammie ..

m1 5 omen-953s 0617,92 moaning 12,1992
Display the title of linked notes and
other links directly in the document

[M1013 19,9241]: m S
4 9; Only one icon appears, regardless ofthe

:l number oflinked notes.
wmmm g 2 To open the nore, tap its title.

3

i

i

l Draw a caret A on a column name where

you want to Show the notes.

 
 

Rmflmg an; on 2:], I12 mun an

- 2 Choose General Links From the lisr of
5 details.

|

Mme Rem: mill-08 0:3 '4 Note: This will show all items linked as

I I E _ J General Links. not just notes.

Ilmln | '5 '|-- t. 1 -t 'l' ' -|I---11
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Retrieving notes from the Note index

The Note Index is a standard Perspective document lisring notes you created anywhere in Perspecrive. ordered

alphabetically by title. Use Notes Chronologically in the Additional Documents section to find notes you

wrote during a certain time period. The Notes Content column displays a reduced view of the note. You can set
the Format oF the column to Standard or Reduced.
 

Open a noteC

’ Nae '. A“ "me "ems -- ' Circle C) in the row margin.were:
mm mm 13,9251» ..
Dances:

Note Number 16, 1992 Ram;

mucous-:13. 1992

Whombar 13.1992

Note September 22, 1992

 
om Nob Nolel—

 
Note: If you know there are certain ropiCs you want to refer to later. create these topics as Topic items and link

relevant notes to them automatically by writing the topic in text in the note with the Associate turned

on. Then. when you want to collect your ideas on a given topic, refer to the Topic Index, which lists all

topics you have created and referenced. This gives you quick access to the details and linked notes.

I PM i {wfllve Ho ndbo-‘Ji
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Viewing Profile: for notes

A note is an item which has a profile. just like all other items have a profile. The profile for a n0te shows all the

details For a note, including all links.

You can easily switch between the note and the profile. The note displays the note content detail.

Chonge between Note and Profile

V
' Tap - on the Show Profile button in the

menu line of the note to show the profile

 

 
  

Autumn

Hole Elli" Onions 5mm_ 

 
PM! Edll Wilde.

9 Note
«on m.

For a note.
 

  

 
 

~ —- e ' Tap on the Show Note button on the menu

line of the note to only show the nore

  
Hats flaunt-uh

MM DanOol 13, 925.00 P"

3. um one...
be} Diem

content.

 

 

  

  

  

Deleting o note

You can delete a note when the note is open or by turning to the Note Index document.

Delete a note
Moo Ean 0pm Shawn-ni-

" Cross out X on the title line ofan open

1h note.

I, Q 3 mec‘ra/s
' Cross out X on the row margin ofa note

displayed in the Nore Index document.
 

 
DRCallDuma

j LLpdalfl 3 ddxfs
before game!

«m

Chuptm H Nut-n r.“- EmberJded Document:
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a. Changing the look of News

You can change the appearance of a note by altering the text and the notepaper. To change the color or

thickness of ink, see “Make Other changes to ink or text" in this chapter on page 1 52.

Changing the leak of text in a note

When you write text in a note. the text can be displayed in various sizes and fonts (typefaces). Choose a Font

and size that is easy for you to read or that emphasizes a point.

Any changes you make to the Settings will affect text that is Selected or test you Write in the future [until you

change the settings again). Changes you make to the settings do not affect anything you have already written,

except text that is selected when you make the changes.

Change the leak of text

1 Select existing text. if desired.

" _ _ 2 From the Notes Options menu, choose
Text.

3 In the Option card that appears, set any of

these options For selected text or new text
entered:

- Font — Your choices depend on the

computer you use.

 
' Size — Choose between various point

sizes and a size designed to fit within the

lines of the nore (Fit Lines).

4 To see how your changes afliect the note,

tap ? Apply, then make any additional
changes.

5 Tap Apply & Close-

"ofttpcl ino- "iIll’lrlbzu'h
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Changing the look of nohpuper

You can also change the type of paper. margin and line spacing for natepaper.

Change notepaper
 

1 From the Notes Options menu, choose

Paper.

2 In the Option card that appears, set any of

these options: 
— - ' — ' Paper Type — Choose between Plain,

Ruled or Grid.v IPaper
Popu- typ: ' u Ruled

LineSpMi-g: t Stardom! 524mm)  
 

' Line Spacing — Choose between

Standard [24 pls], College Ruled [18

pla), or Narrow “2 pts) (available only

with Ruled or Grid paper).

' Margin — Choose between None.

l" —— _ NarrOW, or Wide {available only with

Ruled paper}.

 
 

 
 

 
 
 

Nmommmot ~l3=fl

"w m 0”” mm A. 3 To spe how your changes affect the nore,
Thisis p15.“ L I tap - Apply, then make any additional

changes.NWW‘SJW
Hm Ed“ 09% Shark-nil:

4 Tap Apply & Close.
 

  Show or hide Note menu line

 
 
 
 

Nahodabwlllw -D=G

“a” 5“” ‘3’“ 5"" m I“: ' Draw an M gesture on the title line ofa note1'- . .
. . to show or hlde the menu line for all notes.

This 15 ruled paper.

Show or hide Note scroll margin

' Double Hick ll on the title line ofa note to

show or hide the scroll margin For all notes.

'_hop191 r: Hotel .3. rmhcdneo ['o-zumr‘nl:
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Using the Day Planner’s Note Tile

 
You can write notes directly on a page of the Day Planner in the Note Tile. Each day displays a different note

unique to that day. (If the Note Tile is not displayed see “Changing tiles and their arrangement” in Chapter 5

on page 88.) A note you create in the Day Planner’s Note Tile is different from other notes in several ways:

  
 

 Day Planner ° A note you write in the Day Planner’s Note
 

Tile belongs to the Daily Note category.
 Document Edit tlons Actions CreateW“MWJJIMWW
  

  

  

 

Notes you write in a piece of notepaper  
 

Tuesdayr
   

belong to the Note category.

  
 

 

 

1 0.31 in H 12 4 5 e 7 9
i719 i9 H Hm” 15
85331919332122 .

25 a3 27 a; as 0 The Daily Note always appears when you
   

turn to that day if the Note Tile is displayed.

 l goistnmteéiopesgi
Hfifixeeterr'w iiié ,

Emminvmfiwf

° You cannot link a note in the Day Planner’s

 
 

Note Tile directly to another item (but you

can link its content automatically). See£90siuaiuoo
“Using the Associate in notes” in this

chapter on page 150.

' The Note Tile does not have its own menu

line. To change the style of paper or text use

Note Paper and Note Text in the Options
menu.

x003ssaippvLuuow   
  

mi  
CG

' The Note Tile’s InkWell settings are the

same as in the Day Planner. For example, if

the Day Planner’s InkWell is set to ink, a

note you write in the Note Tile is in ink

43:

07U1’ WW....._w—~.—
 8.838883888.838818888:8:388?

even if translation is on in notes.
 

Sail IMJI

' The Note’s Associate settings apply to the

Note Tile. For example, if Associate in

Notes is Yes, The Associate automatically

links previously entered names you write in
the Note Tile.

Hint: If you need to access information such as the phone number of a person while you are in the Day ‘
Planner, write the person’s name in the Day Planner’s Note Tile, and the Associate will link it. Then i

V
double tap .- the name to get the phone number. i

l
i‘ .

l 160 Perspective Handbook
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‘ Embedded Documents

While a link connects two items within Perspecrive (for example. a meeting and its attendees), an embedded

document conneCts any Penl’oint document to an item in Perspecrive. For example. you can embed a Numeto

document such as an order Form within a person item. Or. embed a map that you received as 51 Fax showing

how to get to a meeting site. When a document is embedded in an item, you can access that document from

any Perspective document displaying the item or from the item’s profile. A document icon appears in the

Documents column in a document and in the Documents detail box of the item‘s profile.

Creufing and embedding a new document

A document you create in an item’s Documents column or the Documents detail box in a profile is

automatically embedded in the item. A document can be embedded in only one item.

I? Addrefi Bods
00mm! Edit Opiions Actions Genie

 

Create and embed a document

  
  
  

  

 

- - 1 Draw a double Caret fl anywhere in the

row of the item where you want to embed

the document. Or draw it anywhere in a

profile.

2 Choose the kind oFdocument you want

From the list ofstationery.

Perspective- List Papa

n Pmmwe Month Planner fl“! 59-765?
Perspective Notes imlen
Perspedive Topnclndem 3 [41519665655 inas—
 u

A document icon D appears in the

Documents column iFit is displayed, and

in the Documents detail box in the profile.

 
[an] 5mm mum

[41933-29451 Slaps-Illa

. - innate-555$ m

a Panda coupe: (619} t619)32.57006 Spur;

O Rch'n Com}? (Simonedsss (510) mm? Spill: my

'0 Datum D i619] 236-6673 [619} mania? Lam

_| Dan Costa 6 [415) abs-m (41.5} 663-7003 At: 3pm

Glam Costello [303] mm [3331 mass-a 5:75me

r3

A@1135.:EJEUilLTLE'LlllELIElelili—lllixlilfillZjfll"°"m_l

Chapter El Holes 5 Embedded Documonl:
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Embedding an existing document

You can embed an existing document in any item. A document can be embedded in only one item.

Embed on existing document

Dummi- Edit Optima Adam Create

:C - Al Person,AlIConpany Item
Name U D Busim Phone Far;
mm [415) 5532942

1 From our norebook table of contents.

press — to move (or tap press 4 to copy} the
document you want to embed. A marquee
appears.

Rob Candy [ate] Zia-96422
l‘~.| Turn to a Perspective document.

mundane D [4031553377 [mafia-7.7657
.,a

3 Drag the marquee over the item you want
5°”le 1391398656” [4157 9365655 to embed the document in.54

s D Wammm WWW
'5 vvvvvv A-s--------------u A document icon D appears in the

Documents column if it is displayed. and[413362-9451

in the Documents detail box in the profile.
(415) 9865655

[619) 3257599 [619) 325-?006

§
3W

E

E3
2b
8

g

E
[smjm (510)35145fl

D [619] 736.6673 [619] mew;

E [415] 663-7024 [415] 668.7003

[303] 7757722 [393) 7767654

 
1 F‘rupech'm Hundbont
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Opening on embedded document

When a document is embedded to an item, the document icon o appears in a document's Documents column

or 3 profiles Documents detail box.

 
  
  

locate and open an embedded
document

 
Domment Edit Options Actions Cede

: c - All Perso I
"one _ 5 _ Quotas: Comma)!

LorneCandy ‘ [61515532942 Tatiana

 
 1 Tap F the icon in the Documents column in

a document or in the profile.
 

 tfthe Documents column is not displayed,
select an item and choose Show

Documents from Actions menu. The

ti de(s) of the embedded documends}

  
 

 

 
 

 

chmy {4011] 2139642

metam- I3! (mom—m? [4031553557 mums

regaJ'dJess of the number ofembedded
documents.

q JoelQatk [39115] 9865613 [4139865655 Me
i appear.

: EvelynCdfll (519) mam [619] 922.6444 Sh‘sllmm _ _

' V Only one “5011 appears "1 the column,‘ 362-9451

  
'— 2 Tap on the document name to open the

   
  

s Patrizia Cooper (519) 3257599 (5:9)3257006
document.

a RottnCotey [510] 362.4565 (51013524577 swamp

m DebCoflee 051912355673 [6l9'123$%99 has

[415] 668-1024 (419 sea—“mm

Chapter 3 Note: :5 Embedded Documents ‘63
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Moving, copying or deleting embedded documents

You can move. copy or delete an embedded document.

Addde

Document Edit Options Actions Cheek!

I c - Al Poison, All Cottme Items

 
 
 

 
 

Name 5 |'_‘| Bushes: Prom Fm mm

‘ MW (415) 5532942 31H aq

RobCandy (433)213-9642 "bad-tigern)

{435; sn—7557 Man 5u 
(415] 9365655 m

 
(51919235454 Begum |
(4t5;3&7.9451 Shu'pfliifl ‘
(4:5) ne5555 mm 
[619'] 32.57035 Spas

9 PahnCorey [510] 352.4556 (510] 352.4577 5m Ship

“3 Bohemia: El (5153 236-6673 {5|er M99 tans

H meow 5 (415) 663-7025! [415) 668-7003 An: Spins

A om Costello (333] 7767722 (303] 77e7554 SkySpnfi

 

E F e H La xl'ETMmo P 0 31's ITJUTVFV-lxmk Noam.“ 

1“

Move embedded documents

1‘;

Tap on the icon in the Documents
column or in a profile.

1
Press - the document name you want to

move until the single marquee appears.

Drag the marquee on another item to
embed it in another item or to the Table

of Contents or to the Bookshelf.

Copy embedded documents

1

IN.)

V
Tap - on the icon in the Documenls

column or in a profile.

Tap press '1 the document name you
want to copy until the double marquee
appears.

Drag the marquee on another item to
embed it in another item or to the Table

of Contents or to the Bookshelf.

Delete on embedded document

I

2

Tap Y on the icon in the Documents
column or in a profile.

Cross out X over the document name.

Inupocf. » n Homihool
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Embedding a Perspective document in another document

You can embed any Perspective document in another PenPoint document, according to standard PenPoint

rules. In Perspective, a document embedded inran item appears as a document icon. When you embed a

Perspective document in another PenPoint document, the content of the document appears directly on the

page. Thus, for example, when you want to show your boss your schedule for next month, you might embed I 1:.
the Month Planner turned to next month’s page in a memo on your projected activities. The memo’s content

could be created using LetterExpress, MiniText T” , or any word processor. For more information, see Using
PenPoint.

FROM: JOHN

DATE: OCTOBER 13, 1992

SUBJECT: OCTOBER SCHEDULE

Here is my schedule for October.

‘ October 1 992

 
3*

, . w {3 .M91) ac Walkman

MeetPH. 7%,,”

 
E3 , " . ‘3 @
Emma '12) .- fp _.-
Qua-Tun

edit: . '
x p 1.53953;

Board Mls Pan 6.

"$8 was", er: %;2:f*“
“339%: Vacation r> Vacathn r> Vacant Vacalim > Vacation r> Vacaliim r>
Dawlish SA Bhfluf t:-

eg see 53?... a 13W“.

      
In addition, you can use PenPoint reference buttons on Perspective document’s cork margin or in other

PenPoint documents to move between documents. See Using PenPoint.

Chapter 8. Notes & Embedded Documents 165
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This chapter discusses categories, details, and items, and how you can use the l
ProfileBook to add, delete and modify them. The chapter is organized into these c
sections: m

~ - 0

About the ProtileBook . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 168 3
Getting around 169

Working with Categories and Details . . . . . . . . . . . . . . . . . . . . . 170 m 1
Categories, subcategories and inheritance 170 * l)
When to create new categories 171 r
Types of details 172 m l:
Instance details 173

When to use general links and when to define new links 173
Working with multiple ProfileBooks 174 1

Using the ProtiIeBook . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 175 3
Adding a detail to a category 176 $
Adding an instance detail to an item 178 - .
Deleting a detail 180 _
Changing the definition of a detail 181 m 1
Adding a new category 183 w
Deleting a category 1 84 "

Rearranging a protile's layout 1 85 0
Adding and editing items in the ProtileBook 186 o

167
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About the ProfileBook

 
 

 

Proiieflook

Document Edit Chums Actions

3 Categories -
Wham

O Appommem
C: Event
0 Obqec‘live
0 To Do

  

 

 

 
 
  

 

” PlotBeBooli
a:

. Doom-em Edii Options Athens

g : Person 12 0! 32___
_ \_II it

....-._\P|ofleBCDi‘'5.

Dooarnenl Edit Optima Mom'\

 
 

 

 
I e 1 Person Layom

': DM.J JOMQ.PI-lbl¥:
Jabs. Q Public

(415]!02693x123
' For: (415) 30169753123 

Humemauvelaw-1whorun-woo  
 

  
168

 
Use the ProfileBook to review the existing categories, create and delete categories, and to edit, create and delet

details from categories. You can also use it to view and edit all items in Perspective.

The ProfileBook has three kinds of

pages: Categories Page, Layout Page,

and Profile Page.

 
Banner — displays the current page.

Categories Page — lists all categories.

Subcategories are indented in the list.

Create new categories and review

exisring categories here.

Layout Page— a blank form showing

the layout for profiles in a particular

category. Insert new details for the

category here. or rearrange the layout

to make profiles mo re attractive 0r
convenient.

Profile Page— the page that shows all
details for an item. Review. edit. or

add information here. Also add

instance details here. See “Instance

details" in this chapter on page 173.

Labeifl the name ofa detail.

Detail box— the area where the

values of a detail are displayed.

Category m5; — at the bottom of the

document. Tap to turn to a category's

Layout Page or to return to the

Categories Page.

Perspective Handbook
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Getting around

The Categories Page is the first page of the ProfileBook. The ten of the ProfileBook is arranged by category.

The first page in each category seetion is the LayOUt Page for that category. Following the Layout Page are the

profiles for each of the items in this category.

To turn to a particular layout Page

Domrnen! Edit Options Action: I V _
° From the Categones Page. tap - the Clrcle

: Person Layou
at the left ofthe category name,

: Mute-‘1 onetime _
sternum John Q. Puma ._ -’ ° From any page, tap a category tab at the

Prumb ’. " “i -‘ bottom of the document.
3;. men! Edit Opums Adiom:

‘ ' rcmegoties
- r “am To turn to the next or previous

0 Anodmeni Layout Page0 Event

ii :91:ng I. _ O Double Hick = in the banner ofthe
Phone Call - ProfileBook.

'. lune lens

'3 Airfine __

r3 Siamesefiéwm
O Compgm‘r

F8963Haul
_ Person

g Q Reshurm!

 
 

To turn to the next page or previous

| page (Layout Page or Profile Page)
 

' Flick —- in the banner.

' Tap a banner arrow.awextnwvwowMCIslum-loo
 

Choral": 9‘ thing the Profileflool.
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_ Working with Categories and Details

Within Pers ective information is or anized into cate arias, detailr, and items. For more information see “How7 g Z
Information is Or anized” in Cha ter 1 on a e 6.P P g

Perspective is set up with the categories you use most often, including, Appointment, Event, To Do, Person,

Company, etc. You can add or modify the details for existing categories, create new categories, or delete existing

ones. For a list of the standard categories available with Perspective, see the “Categories” in Appendix B on

page 214.

1 Categories, subcategories and inheritance

Within Perspective categories are organized in a hierarchy. There are four predefined top—level categories. These

top—level categories serve as a way to group all other categories. Top—level categories do not have individual

items the way other categories do.

Calendar Item: the parent to categories displayed on your calendar. Each Category has

a description detail. Subcategories include Appointment, Event,

Objective, To Do, and Phone Call.

Name Item: the parent to categories which have a name. Each category has a name

detail. Subcategories include Airline, Business Service, Company,

Hotel, Person, Restaurant, and Topic.

Note Item: the parent category to notes. Each category has a title and content

detail. Subcategories include Daily Note and Note.

Misc. Items The parent category to static or logged information. Subcategories

include Area Code and Country Code.

A subcategory inherit: all the details in its parent category. You can then add other details that are specific to the

subcategory. In creating a new category, you only need to define additional details. For example, a sales

representative might want to create Customer as a subcategory of Person, with the additional details Level of

Interest and Source of Lead. Details which are inherited from the parent category appear in bold on the Layout

Page.

I 70 ' Perspective Handbook
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When to create new categories

The most common reason to create a new category is to track details that are different from those in an existing

category.

' Create a new category when no existing category tracks any of the details you want to track or log. For

example, ifyou want to keep information on the various products in your product line, you might create

a new category called Product, as a subcategory of Name Items. Ifyou want to log information from your

phone calls, you might create a new category called Phone Log, as a subcategory ofMisc. Items.

0 Create a new category when no existing category tracks exactly the right details. For example, if you

spend more time than you would like trying to arrange for someone to watch your children Friday night,

you might want to create a new subcategory of Person: Babysitter. Since you want to know hourly rates,

likely availability, reliability and special skills or talents for a babysitter, this information is substantially

different from the Person category. You can make a new category that includes the additional details you
want to track.

0 Create several subcategories of the same parent when you want to specify information even more

precisely. For example, ifyou want to track different kinds ofpeople separately, create these subcategories

of Person: Friend, Customer, Vendor, Client, Colleague.

Note: Ifyou want to track information about people in a separate category, you should be sure to make

the category a subcategory of Person. Perspective sorts and breaks document pages by last name for

the Person category (and its subcategories) and by first word for others. (Thus, Air Canada is

alphabetized with the A’s, but Donna Cook is with the CS.)

 
° Modify an existing category when you want to add a new detail that is relevant to every item in the

category. For example, while you may want to separate staff meetings from internal design meetings and

client presentations, these are all substantially similar to general appointments. In this case, rather than

creating three new categories, you should add a Kind of Appointment detail to the Appointment
category. This detail could be of type Choice, where the choices are Stott, Design and Presentation. See

“Types of details” on the next page.

Chapter 9. Using the ProtiieBook ‘7‘
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Types of details

Details can hold different types of information, for example phone number, date and numbers. All details are

defined by their name and type. Details of certain types also have other characteristics. Several detail types have

format and style options that let you store and display information in different ways. The detail types that are

available in Perspective are: '

Text Choose between three format options: As Written, UPPER CASE and Initial Caps.
Detail values can be in ink or text.

Phone Number Choose between four format options, including international and domestic.
Detail values can be in ink or text.

Number Choose between 3 styles: Plain Number, Currency and Duration. Each style has its

' own format options, for example, positive/negative numbers, decimal, percent-

age. Detail values can be in ink or text.

Note You can mix ink and text in a note detail. No style or format options in profiles.
Format can be Standard or Reduced in lists.

Link Specify the category to which the link is defined and the detail names within each

category. Detail values can be links, ink or text.

Index A special kind of text detail used for names. The Associate compares entered infor—

mation with index details to automatically create links. For a person’s name,

choose between five format options (designed for alphabetizing): As Written, La st
First Middle, F. Last, F. M. Last, and F. M. L. The format for all other names is As

written. The Associate will only work with text. Index details can be ink or text.-

Date/Time Choose between 3 styles: Date and Time, Date Only and Time Only. Each style has
its own format options, for example, 30-Sep-92 14:00 or 9/30 2:00 PM. Detail
values must be text.

Choice Used for a detail that has a fixed number of possibilities. Choice details have a

single value. Detail values must be text. No style or format options. Format can be

Standard, Menu Always Shown, or Text Only in lists.

Note: The Alarm, Status, Notes and Documents details are special and do not have a detail type.

1 72 Perspective Handbook ~
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Instance details

Most items have the same details as all other items in their category. However, you can also add a detail to one

item in a category. A detail unique to a particular item is called an instance detail.

For example, when a customer gives you her cellular phone number, you want to mark it down. But cellular

phone number is not something you want to track for all customers. To track this piece of information, add an
instance detail to her profile; do not add a detail to the Person category. If you later decide to track the detail

for all items in the Person category, you can add the detail to the category. Perspective will automatically
convert the instance detail to the new detail added.

When to use general links and when to define new links

You can use the predefined General Links detail to link two items in any Perspective category. If you want to

define a more explicit relationship between items, you can define a new link.

° If you do not want to define a new link, you can use the predefined General Links detail to establish that

there is a relationship betWeen two items. For example, you could link a person and a company using the

General Link’s detail when the person is a contractor, not an employee, of a company.

You can display the General Links detail in a column in a document, or view it in a profile. If there are

many General Links, the list will be large.

 
0 Define a new link when you want to make the relationship between the two items explicit.

' Define a new link when you want to add more focus to lists of linked items.

In the example above, if you review the items linked to a person’s General Links detail, the contractor
will appear along with all notes, related to do’s, topics and so on. You could define a new link between
the Person category (call the link detail Contractor’s Company) and the Company detail (call the link 1‘
detail Contractors). Also, if you delegate to do’s to your staff, you can define a link between the Person

category (call the link detail To Do’s Assigned) and the To Do category (call the link detail Person
Responsible). See “Add a link” in this chapter on page 177.

   
Chapter 9. Using the ProiileBook I 73
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Working with multiple ProfileBooks

 
If you choose, you can have more than one ProfileBook. You would use separate ProfileBooks if you have

information that is completely unrelated and that is never shared. For example, when you install Perspective,

you have two Notebooks which each contain a ProfileBook: the Perspective Notebook for your own

information (that already includes a list of hotels, restaurants and other useful information) and the Tutorial

Notebook for the fictional information in the Getting Started tutorials.

i

i

i Each Perspective document, such as the Day Planner, is connected to a ProfileBook and displays information
i from that ProfileBook. Documents are connected to ProfileBooks in the following ways:
i

' If there is only one ProfileBook, new documents are connected automatically to the ProfileBook, if it is
in the same notebook as the document.

° If several ProfileBooks are available, but only one in the same notebook as new documents, the

documents are connected automatically to the ProfileBook.

° If several ProfileBooks are available in the same notebook as new documents, you are asked to Choose

one when you create a new document and turn to it for the first time.

To see or change which ProfileBook a document is connected to, choose Access from the Options menu.

Note: It is strongly recommended you only use a single ProfileBook.

i 174 Perspective Handbook
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I Using the ProfileBook

You can use the ProfileBook to define what information you want to track and to layout profiles. Specifically, in

the ProfileBook, you can:

° Add a detail or link to a category,

' Add an instance detail to an item,

 
' Delete a detail or link from a category, or an instance detail from an item,

° Change the appearance of a detail or link,

' Define a new category,

° Delete a category,

° Rearrange the layout for profiles in a category, and

' Add and edit items and details.  
  

lChapter 9. Using the ProfiIeBook 'I 75
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Adding a detail to a category

You can add details to an existing category or to a new category. These details can already exist in other

categories, for example. Business Phone, or you can create new details. for example. Hire Date. Detail names,

intiuding fink detail names. mm: 5: unique.

You add details to a category on the category’s layout Page. The Layout Page For a category shows the name of

detail. a detail box for the detail value, and its placement specified for this category.

Add a detail

  

V ProfieBool-s -: 81-
Dowmont Edit Options Actions f

: Person Layom

f {Ms-l Jémoiuwc

 

  
1 On the Categories Page. tap Y the circle at

the left of the category name to turn to the

Layout Page for the category.

2 On the background of the page, draw a

caret A. (Eth Menu: Insert Detail)
'HmPha-o [415)msszsx123

as.qu (415)3016925x123

. F” (41%”???‘37‘53123 3 In the insert Defoii sheet that appears.

- I - w, Singlet-ml; specify the Following:
Harmon menu  ° Nome —— Write a new detail name on

the line, or tap the arrow to choose the

name ofa detail that already exists.

Names must be unique.

WLLL'LLLELL
Mares: We!“

_-_Snv samplers“

 
' Type — Tap the arrow to choose a type.

See “Types of details" on page 172.

' Slyle — Tap the arrow to choose a style

(for Number and DatefTitne only). See

“Types of details" on page 172.

 
' Formal — Tap the arrow to choose a

format (for any type except Note and

Link). See “Types of details” on

page 172.

' To set the choices l'ior a new choice

detail. tap the Add button at the right of
the box and fill in a name For each

choice.

—— 4 Tap Insert 8. Close.

1 76 Penpexma Hondlmk
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Donith Edit Options Actions

1 Person Layou

uptth internme-

 
Add a link

On the Categories Page, tap the circle at
the left of the category name to turn to the

Layout Page For the category.

_.... .. . 2 Onthebackgroundofthepage.drawa

322:3: caret A. (Edit Menu: Insert Detail). 9'!!! . . .

_ F“ [415-] “Balsam 3 In the Insert Detail sheet that appears.
' _' ' “Wrmflem specify the following:

. a. 0 Nome—Write the name ofthelink
. ;cnlwem' detail for the current category. This link

' I mfg arfgpefi. ' "m Cm detail name is often the same as the

z . .' .gfljj . . ' ' ' ' ' ‘ category name. Names must be unique.

I I ' Type—Specify the type as link.

' “lo—Specify the category the link is to.

' Asr—Write the name of the link detail

for the destination link category. This
link detail name is often the same as the

current category name.

A new detail with this name will appear

automatically in the desfination

category.

4 Tap Insert 8: Close.

Note: Once a detail is created you can change its format and Style. but not its type.

Chapter 9 Using the Prolilefiool! I
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Addan an instant: detail to an item

You can add an instance detail in a profile you open in any Perspective document, as well as in the Profile Pages

of the ProfileBoolt. Instance detail names appear underlined. 

Mm“ Book ; 4.. Add an instance detail in a profile

IDomment Edd Optima Actions Create I

:6. AI Person,NICnnmnyltems
1 Open a profile from any document by

circling 0 on the row margin ofan item.

On the background oF the page, draw a
carer A.

In the Insert Instance Detail sheet that

appears. specify the following:

' Nome — Write a new detail name on

the line or tap ? the arrow and choose
the name oh detail that already exisrs.

Names must be unique.

0 Type ——— Tap the arrow and choose a

type. See “Types oFdetails” on page 172.

' Style —Tap the arrow and choose a

style (for Number and DateI'Time only].

See "Types of details” on page 172.

- Format — Tap the arrow and choose a

format (for any type except Note and

Link). See 0"Types of details" on

page 172.

 
' To add a new choice to a choice detail,

tap the Add button at the right of the
box and fill in a name for each choice.

-._—— 4 Tap |nser1&C|ose.

I 78 Perspective Hondme

SAMSUNG EX. 1004



SAMSUNG EX. 1004

Add an instance detail in a list

Na 1 Draw a caret A on the name oFan existing- "TI . I
Dommi Options Atlle . Arm column m a list.
i . Area Code
' c A. Pemn' A" on ' ' Business Pha'neu _ _ 2 Tap? Other.

CmeeladDah

Cray Code . " 3 Tap to choose a detail to insert.Comments '

Omntrv . ' I When you write a value for this detail, anCounw Chic

Chum instance detail is Created for the item.
Omelet! Dale
Cyréine
-Dab&TII-ne

' Description
District
DIBSS
Duraflon
Finish BY
Flnlshed
Frequent FIVE! Numbe:

[6”] 3257599 Frequent Fiver Pm
“embers

[510] ME: M Edi-fled [3m
flmims

(619] 236-6673 Nut: Oman:
Nola Title

[415) 666-702.: Objedye
Price Range

[303] 7'757722 Pfim'hr
Rating
Region
Service Ptmlded
Start By

 

? "I ‘3" flHeb Scams Connections Shier-err Amenity: Kmart! S6

 
Nate: Ifyou want to define a link. you musr do this From the Layout Page. You can only define a link between

categories, not between specific items.

Note: An instance detail must contain data or it is removed.

Chopin: ‘3' Using fine P1 oifltsB-mi '79
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' Deleting a detail

. A single detail can be added to several categories. When you delete a detail. you can delete it from the current

category (Delete One) or From all categories (Delete All). Predefined details help you track useful information.

If you discover you do nor use some of these details, you can delete them. For example. if your travel agent

tracks your frequent Hyer status For you. you might want to delete the Frequent Flyer Number detail in the

Airline category from all categories.

Some details are important to Perspective and cannot be deleted. If you try to delete a detail that Petspecrive

needs, a message telling you it cannot be deleted appears. For a list of details that cannot be deleted, see

“Details and their types" in Appendix B on page 218.

Delete a detail or link in the category where it was defined:

° if'the detail was first inserted in the current category, delete it in this category’s Layout Page.

' if the detail belongs to a parent category, delete it on the Layout Page For that category. {Inherited details

are shown in bold on the Layout Page.)

' ifit is an instance detail, delete it on that item’s profile.

Ifyou choose to delete a detail from one category (Delete One) that has information entered into it.

Perspective saves the existing information as instance details.

Delete a detail 
  

 
Document Edit Opljms Actions _

. 1 Turn to the Layout Page for the category.

. Person Layou 

 
ta} Cross out X the detail name.

 
-_ Hui-I smegma:

em Q. men: __| lfyou try to delete an inherited detail, a
I ax: (iris) liaising—23' ' ' ‘ message will appear telling you to delete it
an. s_ _ _ (4153902459253123 J _ _ in the parent category.

- 3 Fee (415) 30249sz J

WWme J Delete an instance detail
Fog-lion 551939th J

Mae... I I Open a profile by circling o in the row

'9‘? We“! J margin of an item in a document, or turn

9"”"5 a? We”?! to the Profile Page in the ProfileBook.
gals B _ - puns-n I ‘

2 Cross out X the instance detail name.(rim-fills

‘30 Fe! spedive Hondboall

SAMSUNG EX. 1004



SAMSUNG EX. 1004

Changing the definition of a detail

From a Layout Page, you can review or change a detail’s name, type. Format and Style, as well as the position of

its name. Once a detail is created you cannot change its type. Changes you make to a detail afiecr it in all

categories where it appears, including its parent category.

Change a detail’s appearance

V
Tap - on a tab for a category to turn to

i To DO LEYOII the LayDLIt Page.

SW I c I I pm I - I - - : - - - - i 3 In the Detail Info sheet that appears,

' modify any of the Following:

Document Ed'n Options Moons 1

Check v’ on the details name.

at gym _I HEAD J' j

at: awash;
new - 5:930..ng ow dame] .

I billm‘o " I

 
' Nome —— Shows the name of the

detail. Cannot be changed here. See

_ _ I I _ _ _ “Changing a detail‘s name” on the

Nunez Start By ' -_ next page.
- a Type: Define I

' Ldlel: ? Lo" 0 Type — Shows the detail type (for

example, Text, Number, Phone
Number, Note). Cannot be

em: a s Date Only thanng

' label — Choose the position of the

detail name by the detail box (Top,

Left or None). For a shortcut. see

“Change a label quickly" on the
next page.

' Style — Tap the arrow to choose a

style {for Number and Date}FTime

only). See “Types of details" on

page 172.

 
- Formal ——Tap the arrow to choose a

format (for any type except Note.

Choice and Link). See “Types of

details‘1 on page 172.

Chopin: 9 Using Ilse Prohlafiook 1
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Deil Inc I -- _ - To — Shows the category the link is to.

"m: Pm E " Cannot be changed. (For Link details
only).Type: Choice

I ' As — Shows the name of the link

detail in the other category. Cannot be

changed. (For Link details only)

' Choice Lisl— Add. delete. or edit

choice values using the buttons. (For

Choice details only)

4 Tap l." Updole.

Document Options Actions

: To Do “you Change a label quickly 

1 Draw a left down 1- to move the label

from the top to the leFt.

'2 Draw an up right 1— to move the label

from the left to the top.

3 Draw a pigtail ? to hide the label.

Change a detail"; name

1 Turn to the Layout Page For the category.

2 Circle 0 on the detail name and write the
new name.

3 Tap Ythe Edit button to change the details
name in every place it is used.

 
1 Petspecnvt— Handbook
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Adding a new (My

Any new category you define is a subcategory of an existing category. For more information see “Categories.

subcategories and inheritance" in this chapter on page 170. A new category inherits details from its parent

category. Therefore. you should create a subcategory of a category that is as close as possible to the one you
want to define.
 

 

 
 
 

[7-,— Pmfi . 5;. Add a category
Dow E 3 M

: CEOLWWH ms "' 1 Tap ? on the Categories tab.
2 To create a subcategory. draw a carer A onColander!”

0 Appointment the name of the parent category.0 Event

0 Oblecfive — To create a category at the same level.0 To Do -

D P, eel" draw a caret A on the Circle of a category.
«me [an The new category will appear below this0 Airine cate o .

0 Business Samoa- g ry
Cbmpam - -
amp 3 Write 1n the category name.

“a” 4 Tap New Colegory and make any
corrections.

5 Tap New Category again.

6 Turn to the Layout Page, by tapping on

the circle next to the new category name.

to add details, see “Adding a detail to a

categoryn on page 176 in this chapter. 
Nora: Categories are left in the order you create them. Within other Perspective documents a list of categories

appears in the order listed on the Categories Page oFthe ProfileBook.

Chapter 9. Using lhe onhleBooL I
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Delefing a tofegory

When you no longer need a category. you can delete it. All items of that category are deleted with the category.

When you delete a category. you can choose to delete its subcategories and items or promate the subcategory.

For example, ifyou delete the Category To Do and choose to promote the Phone Call category. Phone Call

becomes a subcategory of Calendar Items. 

[3’7 mam s a :- Delete a category
Dmnunt Edtl 0511th Action: y .
. cm dries I Tap - on the Categories tab to turn to the
l 69 Categories Page.Miler”

'2' Anna-amen — — 2 Cross out X its name. (Edit Menu: Deletecu Ev t

D Dime Category)
D T000

0 We OB” Ifsubcategories exist, a message appears.
Mme lune SeleCt Delele All to delete the category andO Alrine .

Cl hum 3mm subcategories or Delete 8: Promote to
n 0311ng -' delete the category and promote all

subcategories.K
Cr Cusbmel

0 Restaurant
0 Topic

Nate Items
0 Daily Note
0 l’bB

list: liens:
~1- Area Code
6- Country Code
'3 Smashes

 3

L11
0 wassmut-elemnomucosa   
  
Note: You cannot delete some categories. For a list of categories that cannot be deleted. see “Details for each

category" in Appendix B on page 215.

I M Pampering Handbook
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Rearranging a profile's layout

Profiles For items in a given category look like the Layout Page for that category. including the location and size

of the detail boxes. Perspective comes with predesigned Layout Pages but you can rearrange them if you want

to make them more convenient. Rearranging the layout does not aH'ect the content, iust the appearance. You

can rearrange the layout in these ways:

' move the detail box.

‘ change the width and height of the detail box.

' change the placement of the name. and

' change the default size for a profile.

For example, in the Layout Page below, you might move address. city. State and zip above the phone numbers.

each on a separate line with a wide box for city and a narrower box for state.

Move a detail box

Domnml Edi-t Options Actions

‘ 1 Press l on a detail box until its border
» Pm" “you -_ darkens.

"*J m" C'- “W ' ' ' ' i ' ' ' i ' 2 Drag it to the new location.

Resize a detail box

1 Press 1 on the resize corner in the lower

right corner oFa detail box until its border
darkens.

2 Drag it until the box is the desired size.

 
To change the placement of the name see "Changing the definition ofa detail" on page 181. or "Change a label

quickly" on page l82. To change the profile size. see "Changing profile appearance" in Chapter 4 on page 56.

Him: When you change the layout. you must either triple tap t? anywhere on the page or turn to another
page within the ProfileBoolc. before profiles open with the new layout, or before any profiles that are

currently open are nor affected by the new layout.

Chapter ‘9 Ur.an lllt' li- oillrzfl-x"
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Adding and editing items in the Profilelook

The ProfileBook contains a Profile Page for every item you have created. The Profile Pages for each category

follow the layout for the CategOry. Although you normally add new information elsewhere in Perspecrive, you

can also create and delete items, and fill in details in Profile Pages in the ProfileBook.

Document Edll Opiions Actions

: Person a at 32

I Ms Dame Cook.
Sherle

HmPhom

Mm Phone [435) 9655608
Fun [4139865655

Convert, Elli-B
Podium

Mums

Git .
Shh zap

m o "hams o
Maritime “t
Dun-myom13,92
m-WOCIIQJQEIEMAM

manua- moumntmm
M-moo 8,929:CII AM

Gaul-aim

hmla, 1992

 

 
1

I'd

Create an item

Turn to a Profile Page or the Layout Page

for the category ofitem you want to add.

See “Getting around" on page l69.

To create the item. draw a caret A in the
banner. (Acrions Menu: Creole Item)

Delete an item

Turn to the Profile Page of the item you

want to delete. See "Getting around" on

page 169.

To delete the item, cross out x in the

banner. (Actions Menu: Delete Ilern}

Fill in details

Turn to the Profile Page of the item you

want to edit. See “Getting around” on

page 169.

Write in any details. as you normally
would.

Hint: When you are turned to a Profile Page. you can open the profile (float it) by double tapping .l' or
drawing a circle tap G) in the banner.

186 Perspenwe Handbook
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This chapter explains how to exchange information with other computers by _ ‘
importing and exporting either documents or information. The chapter is organized
into these sections:

About Importing and Exporting Information . . . . . . . . . . . . . . . . I88 v
Importing Information . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . I89 0

Import fiIe format - I89 1
Keeping information consistent I90 - .

Importing (part I) ‘ 191 =
Importing (part 2) I92 .1
Importing (part 3) ' I93 m

Exporting Information . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . I95 I
Exporting (part I) I96 p
Exporting (part2) I97

Sharing Documents . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . I98 m
Exporting a Perspective document I99 x
Importing a Perspective document 200
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About Importing and Exporting Information

When you want to share information and resources with colleagues, you can import or export information. To

use information from other computers, you import it. To share your information with people, you export it.

When you import or export information, you can share it with any PenPoint or non—PenPoint computer, such

as the corporate mainframe or a desktop computer. You can import or export lists, such as contacts, leads,

appointments, to do’s, companies or topics. You can also choose to export everything or just selected

information from Perspective.

For example, when you first start using Perspective, you may want to import contact name and address

information from the corporate database. Or, to produce a weekly status report, you may want to export lists of

to do’s completed and meetings attended for use in a word processor or desktop personal information manager.

Perspective Handbook
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. Importing Information _.

If information, such as a mailing list of customers, or your address book, already exists on another computer, it

is a real time—saver to import it rather than re—enter it using the pen.

There are three parts to importing:

I First, prepare the file to be imported. i

2 Second, move or copy the file to your Perspective Notebook. ;

3 Third, specify how the information fits into Perspective.

Importing is most useful for list information: contact lists, company lists, etc.

When you import information, Perspective creates a new handpicked List Paper document which displays all

the imported information. This document can be used to verify that the data was imported correctly. All items

 
are also displayed in all Perspective documents that display this kind of information. For example, imported

contacts are displayed in the Address Book document, in addition to the list created by the import.

Import file format

Perspective can import ASCII data files in either of two common database export file formats:

0 tab delimited, and

' comma/quote—delimited.

You must save or export your external file to one of these formats from the other application before you can

import it into Perspective. For instructions on how to do this, see the manual for the other application.

When you import, Perspective assumes this about your data structure:

° Each field or column value in an external record becomes a detail,

0 Each external record or row becomes an item, and

0 Each external table becomes one or more categories.

 
Chapter 10. Importing & Exporting 189
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Keeping information consistent

Perspective automatically assigns a unique item tag or identification number to every item as soon as it is

entered. The item tag is useful if you export and import information frequently. For example, your secretary

may want to make updates to your contact list on his/her desktop computer and later have you import them

back into Perspective. Item tags make sure you have no duplicate names in Perspective.

Here is how item tags work. If you export Dan Costa’s information, Perspective creates a record such as the one

below (exact content may differ based on your list definition). When he moves to New York his address

  

changes.

Item Tag Name State Zip

Previous address 832 Dan Costa CA 941 14

New address 832 Dan Costa NY 10016

Keeping the item tag with Dan’s information causes Perspective to update the old information with his new

location when the record is re—imported. If the item tag is missing, two Dan Costas would appear, one in
California and one in New York.

Ifyour company regularly publishes an electronic file of information (price lists, employee directories), you will

want to assign unique item tags to each record before the first import. Keep this item tag with the original

l information on your desktop PC or mainframe. Perspective uses this item tag when the record is first imported

’ V rather than assign one itself. Because the item tag is stored with the original data, every update published fromthe source material will correctly match with the equivalent record in Perspective. Item tags assigned by you,

rather than Perspective, must be within the range of 3,000,000,000 (3 billion) and 4,000,000,000 (4 billion).

These are reserved for your use.

If you are exchanging Perspective information between two pen computers, do not import the preassigned item

tag. That item tag number may have been assigned already within one copy of Perspective. If you frequently

exchange information with another Perspective user, use the following steps:

' Export the items from Perspective, and delete them from Perspective.

° Open the export file in a word processor or database program and delete the item tags preassigned by

Perspective.

° Assign unique item tags with numbers between 3,000,000,000 (3 billion) and 4,000,000,000 (4 billion)

and import the items into each pen computer.

I 90 Perspective Handbook
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10

Once user defined item tag numbers are in place, you can exchange these items back and Forth and not

experience duplicate items.

When items in the pre-assigned range are imported, Perspecrive only updates the details that are imported. Any

details that exist in the item that are not imported, are not affected. This ensures that each person can track

additional details. and Still keep their information up-to-date.

Importing (part I I

Before you can import a file, it musr be written in a format and placed on a disk that Penl’oinl can read 

__D_i_sks p (pigeon _ Prepare the file for import

Ea Q I In the originating application. save toSula RAH I‘an -
' either:

Disk Edit Options

um

Cl __ Gamers

' tab-delimited ASCII text file, or

' comma and quote-delimited ASCII text
file‘

 

— 2 Copy this file to a disk that your PenI’oint

computer can read. 
Every field you want to import must correspond to a detail in the category into which it will be imported. To

add details to a category see “Adding a detail to a category" in Chapter 9 on page 176.

lfthe file includes information that corresponds to several categories, there must be a field in the original file

which specifies the category name. The value in this field musr match exactly with the name of a category in

Perspective. To see what categories are defined. see “About the ProfileBook“ in Chapter 9 on page 168.

Note: Anorher way to import information into several categories is to save the external file into separate files:

one for each category.

Chopin! Io twist-g a Exploding I91
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Importing (part 2)

The next step in the import process is to transfer the file to the Perspective Notebook.

Move to the Perspective Notebook

 
Perspective. Contents

Down-rent Ed'rt Options View Create  
  

3 In your Peni’oint computer, turn to the

  
Hun: Em: .

Q Do?“ 2 Perspective Norebook table of contents.| L: . .

‘3 “Wham” 3 4 Tap'lll the Connecnons Icon ‘3? on the
D Hilde . it I
D Tomb“ 5 Bookshelfto Hoar It.

D firm 5 5 Tap the disk icon to View the disk that
5% mm T contains the file you want to importI'- Hofleflxi 3 -

9 6 From the Connections' View menu.  choose Directory.

 
 

Dlsfis b Connected -

7 If the file you want to import does nor

appear on the screen, scroll until you see it,

or double tap av to open the directory
Folder it is in.

EEK;Sale; HAM Twister 
8 Tap press 4 the file name until a double

marquee appears, then drag it to copy it to

the Perspective Notebooks Table oF
Contents.

192 Perspeelive Handbook
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'IO

Importing [port 3)

Once you have moved a file to the Perspective Notebook. you must set up information so that Perspecrive

understands it correctly.

Parmecmlents

Oman-em Edrt Options View Create  
 

 
 
 

 
 

 

Specify how information is imported

9 In the dialog that appears. specify theflea: .

% Day H Foliowmg:Hum Flu-ha . .

a and New Nome Fill In a name for the
Ci Tough-31 new Perspective document thch Wlii

TWCW display your imported information. IfNM - v _ . _ .

fl necessary, draw a circle 0 to Edit the

U W v - name.
H PerspafliveListPaper — II _

um‘rm - You can also choose to overwrite an
 

  Placeholder

 
exisring document. The data in the

original document remains in

Perspective. This is the same as deleting
the old document.

- Application ~— Choose Perspective List  
 

Paper.

10 Tap Copy.

—_ J

Chopin-2r 11) Importing & El[)'_'ililli_j
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mm D“ ' '- l 1 In the dialog that appears, specify the Following:

Hum Cooled; |_ ' Category — Tap y Category to choose the category
rm ASCII Daimler - for this information. If you have specified the

timber at than: 58 category within a field for each record this is ignored.
Canyon:

H mun; ’ NO I Remove lsi Line — If the sample record of the
external file shows column names rather than field

Select Details [Dimmn I
values. set Remove 1st line to Yes.

I Do Hot Import

V’ Galena! ' ' Perspecrive displays the field names from the
. I Phw -- . . imported file. If field names are no: available,

' Perspective displays the firsr rec0rd (row) as a sample
record. If the file was originally exported from

Perspective, it lists the detail names.

 
' Select details to import — For each field, specify the

detail it should become. Choose Do Not import. if

you want it imported.

Any field not assigned to a detail is not imported. If

you cannot find a corresponding detail. tap Cancel and

add any desired details to the category. See “Adding a

detail to a category” in Chapter 9 on page 176.

To update previously exported items. import the item

tag detail. Ifyou do not import the item tag. duplicate
items are created if the items were not deleted From in

Perspecrive when you originally exported them.

lfyou choose details from the Olher lisr that do not

belong to the category being imported, the fields are

imported as insrance details. See “Instance Details” in

Chapter 9 on page 173.

The List Paper document created displays your imported information as a handpicked list. See “About

handpicked lists" on page 141. Since the items displayed in this document are stored in the ProfileBook and

displayed in other Perspective documents, you can delete the document after ensuring that the data was

imported correctly.

1 PHWM Handth
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dloI Exporting Information

To share your information with people working on other PenPoint or non—PenPoint computers, you export it.

There are two parts to exporting:

1 Copy the file.

2 Specify how information is exported.

You can export information in PenPoint, to an ASCII delimited file format with tab, or comma quote

delimiters. When Perspective information is exported to an ASCII delimited format, each item becomes a row

or record, and each detail becomes a field. The text value of a link is maintained, but not the link itself. If you

import the information, the links will be re—established as long as the item it is linked to is still in your

ProfileBook and is unambiguous, i.e. there is only one possible match. Detail values which are in ink will be

exported as (Ink). They are not translated.

When exporting, you can choose to delete exported items from Perspective. You can specify Whether all details

for the items are exported or only those displayed in the document. You can also specify how details with

multiple values are exported, and whether items from all pages in the document are exported or only those on

the current page.

Items in Perspective must be exported from a List Paper document or a Day Planner document. The List Paper

document should display the items you want to export. If a document does not exist which displays the items

you want to export, create a new list. See “Creating new lists” in Chapter 7 on page 141.

You cannot export items from the Month Planner documents. To export items displayed in these documents,

export a Day Planner document or create a list which displays the items and export the list document.

Chapter l0. importing & Exporting 195
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Exporting {part I)

First. cop).r the file.

. Pamcfive200n1en13 » Export information
Domment Edit Options View Quote

1 Connecr a disk that your PenPoint
computer can access.

2 If necessary, create a List Paper document
that contains the items and columns for

details you want to export. See “Creating

New LiSts" in Chapter 7 page 141.

9"“ ' 0mm“ 3 Tap yon the Contents tab to turn to the
Perspective Notebook's Table of Contents.

 
4 Tap the ConneCtions icon 5* on the

Bookshelf.

5 Tap to select the export disk.

6 Tap the Connections View menu, and

choose Directory.

7 Tap press 2‘. the name of the document to
export until a double marquee appears,

then drag it to the floating direcrory list.

 
8 In the dialog that appears, specify the

following:

' New Name —The name of the

exported file. If you desire, circle 0 on

the export file name to change its name.

 
— —— — 0 Format—Tap ASCII delimited.

9 Tap to choose Copy.

I96 Feume Handbook
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'IO

Exporting [port 1)

The nexr srep in the export process is to specify how information is exported.

scum—n Perefimort . _ _ ' Specify how information is exported

Dena-nail: Address Book 10 In the dialog that appears, specifir the

F33 um Canines following:
Farm: ASCIII Deimtled

Ddde Elspeth! IBIS: v No

Defla: i All Odds ' —

llulIi-anueoeilhn; D Fields

Fidd ’ Tab

- Deleie Exported Items — Delete the

exported items from Perspective (Yes)

or leave them in Perspecrive (No).

When items are deleted, Perspecrive

documents can no longer View them.Page flange: 3 All Pages

- Details — Export all details (All

Details) or export insr those details

displayed in the columns of the

exported document (Displayed

Details).

' Mulii-Volue Delimiiers — For each

detail that has multiple values. export

each value to different field (Fields),

export only the firs: value (First Value

 
Only). or export all values to one field

separated by commas {COmmos}.

 
— - ' Field Delimiier — Separate each detail

or field with a tab {Tobi or a comma

(Comma, Quote).

— — — ——— 0 Page Ronge-— Export all items in this

document (All Pages, All Days) or only

those items on the current page (Page

Tab Nome. Visible Doy}.

‘ Tile — Export items in Appointment,
To Do, or Event tiles.

ll Tap Export.
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- Sharing Documents

You can also share Perspective documents with colleagues who use Perspective on other PenPoint computers.

(Documents are not readable on computers that are not running Perspective.) If you want to share both

documents and information, you must import or export each separately.

With a document, you import or export the structure of the document, as if it were a blank form, not the

information it contains. An exported document remembers the position of information on the page and the

kind of information included. It can be useful to export and import documents so that a group of people who

work together view information consistently.

For example, as a Regional Sales Manager, you might create a custom contact list of prospects, with columns

showing name, company, business phone and fax number. You want everyone on your team using consistent

documents, so when you hire new sales reps, export your list document for them.

When you share documents, Perspective must have the some categories and details defined that are displayed in the

document on hoth computers.
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'IO

Exporting o Perspective document

You can export a document For others to use.

Exporl a document
 

W Perspective Omtoms '-' 1 -"
Bummer-t Edit Options View Create

 
  

1 Connect a disk that your PenPoint

computer can access.

t4 Create the document you want to export.

5 Turn to the Perspecrive Norebook ’5 Table
of Contents.

4 Tap the Connections icon 5" on the
Bookshelf.

Disks D Contracted

Tap to select a disk to export to.

Chm
Tap the Connections View menu. and

choose Directory.

7 Tap press 1!- the name of the document to
export until a double marquee appears.

then drag it to the floating directory lisr.

muudtwosaw-woo
8 Ifyou are exporting a Day Planner or List

Paper document, a dialog appears. Specify

the following:
  

  
Peer Document
ASCII Eelimiod

If

 
- — - New Nome — “you desire. circle 0 on

the export file name to change its name.

— I Format—Tap PenPoinf Document.

9 Tap to choose Copy.

To export information. see “Exporting Information" earlier in this chapter on page 195.

(lurile lltl lnqxnlirig .3. {sparring
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Importing o Perspective document

Before you can import a PerspeCtive document. it musr be placed on a disk that PenPoint can read. Then. it can

be transferred to the Perspective Notebook

ll Paspaetno: Contents
Document Edn Options View Came

 
 

Import a document 
 
 
 

 
 

10 Copy the document to a disk that yourHome I

1% mgm_ Penl’omt computer can access.I: {knit Heme . .

D l 1 Place the disk With the document you want
to import in a disk drive accessible to

I’enPoint. (lfyou are not sure how to do

this. see Using PenPofm.)

D ToBoList

 
 

12 In your PenPoint computer. turn to the

Perspective Notebook’s Table of Contents.

13 Tap the Connections icon 5" on the
Bookshelf to float it.

14 Tap to select the disk that contains the

document you want to import.
«inHe!“Smammo 15 From the Con neCtions View menu, choose

Direclory.

 
 

16 IF the document you want to import does

not appear on the screen. scroll until you

see it. or open the directory folder it is in.

1? Tap press '1 the document name. then drag

J to move it to the Table of Contents.
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>— About Perspective and Creating Custom Solutions

Value Added Resellers (VARs), System Integrators, and Corporate Developers can use Perspective as part of

their Sales Force Automation System, Executive Organization System, or any other custom solution.

Perspective provides the time management, contact management, and information management capabilities

required by these custom solutions.

To customize Perspective, follow these three basic steps, which are discussed in detail below:

1 Define the data model,

2 Modify Perspective’s categories and details to represent the structure of the data, and

3 Create Perspective documents to view the data.

Once you create the data model, it is easy to customize Perspective. Most solutions can be created in less than a

day. You customize Perspective using the functionality provided within Perspective: no programming is

required. Furthermore, Perspective comes with predefined categories and details in the ProfileBook which

provide the basic structure of most custom solutions. You may also find some. of the documents in the

Perspective Notebook and its Additional Documents section useful.

When you distribute your custom solutions, you can only do so to registered users of Perspective. It is best to

distribute your solution as a notebook, full of documents.

202 Perspective Handbook
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I Step 1: Defining Your Data Model

Before beginning to customize Perspective you should understand the structure of the information that will be

tracked and understand how this maps into Perspective’s organizational model. Performing this step will take

time, but will save you more time once you begin to customize Perspective.

Perspective organizes information into categories, details and items. In database terms a category is the same as

a table; an item is a record; and a detail is equivalent to a field.

You must first understand the requirements ofyour customer to build the proper data model. In understanding

how users need to access information, it is helpful to know how they currently work with their information,

and what they would like to do differently.

Once you have understood the customer’s requirements, make a list of the names of the documents you want

to create in Perspective with a brief description of each document. This is helpful in ensuring that you know all
information to be tracked.

Determining required Perspective categories and details

The next step is to determine what Perspective categories and details are required. One way to do this is to list

all of the different type of information the user tracks, such as Initial Meetings, Closings, Clients, Projects, To

Do’s, etc. Then, under each one, list the different pieces of information that the user tracks. For Clients, they

 
may need to know company, title, project, group, etc.

You should have a place in this hierarchy for all information to be tracked. Each type of information

corresponds to a Perspective category. Each piece of information corresponds to a detail within that category. If

the user intends to import data from a corporate system, every field in the imported file must also be listed as a

detail in the hierarchy.
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Determining links

Next, determine which details are links. Links represent a relationship between two items, and are defined

between two categories. Look at each detail in every category. If the detail name roughly corresponds to a

category name that you have listed, than that detail is a link. There should also be a detail name in the other

category which corresponds to the name of the category of the original detail. For example, when looking at

the list of details for the Client category, you see a detail called Company. This detail name corresponds to

another category you have called Company. Within the Company category the detail name Employees

corresponds to Client, the name of the category of the original detail. If you did not have information to track

for a Company, then the company detail in client would not be a link. Indicate that these details are links. For
more information about Perspective’s links, see “Linking Information” in Chapter 3 on page 36.
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I Step 2: Customizing Perspective’s Categories & Details

Now that you have defined the data model and what categories and details are required, you can define them

within Perspective. You define all categories and links within the ProfileBook.

Working with the ProfileBook

You can begin with the ProfileBook in the Perspective Notebook, or create a new one. The ProfileBook in the

Perspective Notebook has a set of data which comes with Perspective. For a complete list of this data, see “Data

provided with Perspective” in Chapter 2 on page 24. You can delete part or all of the data that you do not want

your customer to view. See “Deleting” in Chapter 3 on page 47. A new ProfileBook you create only contains

Holiday (Event) data, not the other data that comes with Perspective.

Each ProfileBook also has a predefined set of categories and details which comes with Perspective. For a

complete liSt of predefined categories and details, see “List of Categories” in Appendix B on page 214. Modify

these categories and details until they represent the structure of the data model you need.

Modifying categories and details

 
A recommend approach for customizing categories and details in the ProfileBook is as follows:

1 Add new categories and subcategories or change the name of existing categories. See “Adding a new

category” in Chapter 9 on page 183.

For categories under Calendar Items, when the user writes information into a calendar, if the description

starts with a category name, than an item of that category is created. For example, if you define a category {

Init for Initial Meeting, when the user writes Init Dan Coata in the Day Planner, an Init item is created

instead of an Appointment item.

2 Delete the categories you do not want. There are some categories you cannot delete. For a complete list, see

“Details for Each Category” in Appendix B on page 215. See “Deleting a category” in Chapter 9 on ‘
page 184.

3 For each category, add new details and define links. See “Adding a detail to a category” in Chapter 9 on

page 176.

4 For each category, delete the details you do not need. There are some details you cannot delete. For a

complete list, see “Details and Their Types” in Appendix B on page 218. See “Deleting a detail” in Chapter

9 on page 180. ;
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g1“|*_ Step 3: Creating Perspective Documents

Now that you have defined the categories and details, you can create the documents for your customer to use.

You could also use or modify any of the documents provided with the Perspective Notebook. It is best to place

all the documents in a notebook along with the other documents for the custom solution.

Creating documents

The recommended approach for creating Perspective documents is as follows:

1 Move the ProfileBook with the defined categories and details into the custom solution Notebook.

2 In the Table of Contents of the custom solution Notebook, create each Perspective document and name it

appropriately. You can also copy documents from the Perspective Notebook.

3 Set up each document before moving on to the next document. When you initially turn to the documents

they will be connected automatically with the customized ProfileBook in the notebook. To connect

documents that were copied from the Perspective Notebook, choose Access from the Options menu and
select the customized ProfileBook.

4 For Day Planner and Month Planner documents, specify what tiles to display. See “Changing tiles and their

arrangement” in Chapter 5 on page 88 and in Chapter 6 on page 114.

5 For Month Planner and List Paper documents, specify the items to display in the document. See “Changing

What is Displayed” in Chapter 6 on page 109, and Chapter 7 on page 135.

6 For List Paper documents, specify pages, then sort. See “Organizing Lists” in Chapter 7 on page 130.

7’ For all documents, insert the appropriate columns and delete unwanted columns. See “Adding and
removing columns” in Chapter 5 on page 92, in Chapter 6 on page 120, and in Chapter 7 on page 129.

8 Set other document options. See “Changing the Day Planner” in Chapter 5 on page 87, “Changing the

Month Planner” in Chapter 6 on page 113, and “Changing the Look of Lists” in Chapter 7 on page 139.

Adding additional data

You can initially include data in Perspective which is viewed by Perspective documents. If this data exists on

another computer, you can import it. See “Importing Information” in Chapter 10 on page 189. If the data

does not exist you can either enter it into any Perspective Document that you have created, or enter the

information into a database and import it. If you expect the user to import or export this data, see “Keeping

information consistent” in Chapter 10 on page 190. For instruction on importing and exporting, see Chapter

10, “Importing 86 Exporting” on page 187.
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- Sharing information with Corporate Systems H

You can share information with a corporate system by importing and exporting data.

Updating information in Perspective

In order for information imported into Perspective a second time to update the appropriate item (or record),

you need to import the item’s tag. Each item in Perspective is assigned a unique tag number. When items are

imported, you can import the tag number. Before any information is imported into Perspective, assign a

unique tag number in the range of 3 billion to 4 billion to each record in the corporate database. Then each H

time a record is imported it will update the appropriate item. See “Keeping information consistent” in Chapter ;

10 on page 190.

For instructions on how to import information, see “Importing Information” in Chapter 10 on page 189.

Routinely exporting information

If the user must routinely export information, set up a document which displays the items to be exported. For

example, to export all new prospects entered in the past week, set up a document called “This Week’s

Prospects.” It should display all prospects where the Creation Date is after a certain date. Then, to export the

information, the user specifies the appropriate date for the beginning of the week and drags the document to

the export disk. The user may have to modify a few options in the export dialog that appears, depending upon

how the information should be exported. You should instruct the user what he needs to change.

To set the date for the beginning of the week, see “Changing What is Displayed in a List” in Chapter 7 on

page 135. For instructions on how to export information, see “Exporting Information” in Chapter 10

page 195.
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— Maintaining Your Solution

Once you have deployed your custom solution, you may need to maintain it.

You can distribute new documents which enables users to look at the information in their ProfileBook from

different perspectives. To distribute a document, export it and have users import it by dragging it into their
notebook.

When you distribute a document, you provide only the structure of the document. The actual items that are

displayed in the document on each PenPoint computer are from the ProfileBook on that computer. These

items are displayed in the document automatically when it is imported. For instructions on distributing new

documents, see “Sharing Documents” in Chapter 10 on page 198.

The documents which you distribute can only view items in the categories and details which are currently

defined in the user’s ProfileBook. Ifyou wish to change the definition ofa category or detail, it must be done in

the ProfileBook of every PenPoint computer.  
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This appendix gives an extensive list of gestures used in Perspective.

Gestures . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 210  
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I_ Gestures

In Perspective, you use common PenPoint gestures. The following is an extensive list of the gestures used in

Perspective. For more information on gestures and how to use them, see Using PenPoz'm‘, the manual that came

with your PenPoint computer.

 gesture mzme when to use it

[ ] brackets To set the beginning or end of a selection.

A caret To insert something.
In text, to insert characters.

At the top of a column, to insert a column. At the left of a row, to insert a row.
In a Notes column, to insert a linked note.

In the ProfileBook, to insert a new category or detail.
In a Documents column, to insert an embedded document.

In a profile, to insert an instance detail.

A caret tap To insert an additional value for a detail, or a new item.

\/ check To set options. In the banner of List Paper, to open the Items option card.

0 circle To open a profile, or to translate ink or edit text.

0 big circle To see all the activities scheduled for a particular day in the Month Planner.

9 circle tap To open an item’s profile.

= counter flick To switch between ink and text input.

X cross out To delete.

A double caret To embed a new document within an item in a document or in a profile.

double tap To open the profile of a linked item (shown in bold), select an object in a note, or
expand a row or detail box to see more information.

M ii double flick To scroll to the beginning or end of a document, profile or note; to hide/show the

scroll bars in the title of a document, profile or note.

= double flick To scroll to the far right or far left of a document, profile or note.

1’. double tap press To prepare to link. Double tap press, then drag to link.

\l/ down arrow to lengthen or shorten the duration of an appointment.

I — l v~ flick To move forward, backward, up or down on a page, or to change values in a choice
detail.

210 Perspective Handbook
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 gesture name when to use it E

+ plus To extend a selection, or to select or deselect things in a note with InkWell set to
text.

1 press To prepare to move: press, then drag to move; to change the row/column size; to
initiate wipe through for selection.

'2 question To get Quick Help.

7 pigtail To delete a character, or to remove the name of a detail from the detail box.

'2 scratch out To delete text, or to exclude an item from a Handpicked list.

Y tap To switch between ink and text in the InkWell, to open or close a menu, to choose

a menu item or button, to select an item, or to open an edit pad in a profile;

-1 tap press To prepare to copy. Tap press, then drag to copy.

triple tap To select a detail value in a profile or list, or everything in a note.

ng undo To undo the most recent change to information.

— wipe through To delete characters in an edit pad, or after press, to select characters.

L down right To insert space for a new word.

—I right down To make text lower case.

I— left down To move the name of a detail to the left of the detail box.

—| right up To capitalize the first letter of a word.

—” right up Hick To make text uppercase.

I— up right To insert a single character or to move the name of a detail to the top of the detail
box.

D To show/hide the tab margin.

To show/hide the menu line in documents and profiles.

K To record the default profile size in the title line of the profile, or to reclaim space
in banner of a ProfileBook.

T To show or hide a document’s Notebook tabs.

When the gesture you draw is not recognized or is in the wrong place, a starburst or concentric circles appear.

You can draw the gesture again or see how to draw the gesture correctly. See (Icing PenPoz'nt.
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J

Perspective comes with a recommended set of pre—defined categories and details.

They are stored in the ProfileBook. To customize these categories and details, see

“Using the ProfileBook” in Chapter 9 on page 167.

Categories . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 214

Details for Each Category . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 215
Calendar Item 215

Name Items 216

Note Items 2 I 7

Misc. Items 217

Details and Their Types . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 218

Links . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 221  gxgpuaddv-sayofiampa  
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IW- Categories

This is a list of the categories which come predefined with Perspective. You cannot create items of the parent

categories: Calendar Items, Name Items, Note Items, and Misc. Items.

Document Edit Options Actions

Calendar Items
0 Appointment
0 Event
0 Objective
0 ToDo

0 Phone Call
Name Items

Airline
Business Service

Company
Group
Hotel
Person
Restaurant
Topic

Nde Items

0 Daily Note
0 Note

Misc. Items
0 AreaCode
0 Country Code

>IooassmppvuiuawmaSwami)

Categories Calenderltems Appointment Event Objective ToDo Cell 
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- Details for Each Category

Each category has a set of details. Each category contains all the details it inherited from its parent category, as

well as any details added for the category. This is a complete list of the predefined details for each category

Categories followed by an asterisk (*) cannot be deleted.

Calendar Items

Calendar ltems“

Description
Notes

Documents

Name Items

General Links

Appointment“

Description
Notes

Documents

Alarm

Date & Time

Duration

Name Items

General Links

Event“

Description
Notes

Documents

Alarm

Date 8C Time

Duration

Name Items

General Links

Appendix B —— Categories

Obiective“

Description
Notes

Documents

Start By

Finish By
Finished

To Do’s

Name Items

General Links

To Do“

Description
Notes

Documents

Status

Priority

Start By
Started

Finish By
Finished

Canceled Date

Objective
Name Items

General Links

Phone Call“

Description
Notes

Documents

Status

Priority

Start By
Started

Finish By
Finished

Canceled Date

Objective
Name Items

General Links

215
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Hm Name Items

Name "ems" Company‘ Hotel

Name Name Name

1 Short Name Short Name Short Name
NOtCS Notes Business Phone
Documents Documents Address

‘ Calendar Items Business Phone City

General Links Fax State
1 Member Of Address ZIP

City Price Range

. . State Ratin
Alrlme ZIP Notesg

Name Employees Documents

Short Name Calendar Items Calendar Items

Business Phone General Links General Links

Frequent Flyer Phone Member of Member of
Frequent Flyer Number

Egbilsments Group}. Person}.
Calendar Items Name Name

General Links Short Name Short Name

Member Of Members Title

Member of Notes

Business Service News Documents
Documents Business Phone

Name Calendar Items Fax

Short Name General Links Home Phone

Business Phone Company

Service Provided Position

Address Address

City City
State State

ZIP Zip

Notes Calendar Items

Documents General Links

Calendar Items Spouse

General Links Member of

Member of

2‘6 Perspective Handbook
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r

Name Items cont’d

Restaurant

Name

Short Name

Business Phone

Region
Area

Cuisine

Address

City
State

ZIP

Rating

Price Range
Dress

Notes

Documents

Calendar Items

General Links

Member of

Topic“

Name

Short Name

Notes

Documents

General Links

Calendar Items

Member of

Appendix B ~ Categories

Note Items

Note Items“

Note Title

Note Content

General Links

Notes

Documents

Daily Notes“

Note Title

Note Content

General Links

Notes

Documents

Note“

Note Title

Note Content

General Links

Notes

Documents

Misc. Items 4
Misc. Items“

Notes

Documents

General Links

Area Code

Area

Area Code

Notes

Documents

General Links

Country Code

Country

Country Code

City Code
Notes

 
217

  
SAMSUNG EX. 1004



SAMSUNG EX. 1004

_ Details and their Types

This is a list of every predefined detail and its type. Every detail is available for display in any category. Some

details are defined, but are not in any category. These details are used when you set a Perspective List Paper

document to be the System—wide Address Book. Predefined links are listed separately in “Links” on page 221.

Details followed by an asterisk (*) cannot be deleted.
  

Detail name Detail type 

Address Text

Alarm" Alarm

Area Code Number

Birthday Date/Time

Business Phone Phone Number

 

 

Business Phone 11* Phone Number

Canceled Date" Date/Time

 

Comments 

Country

Country Code Number

Creation Date* Date/Time

Cuisine Choice: American, California, Caribbean, Chinese, Continental, Creole/

Caiun, Cuban, European, Florida, French, Greek, International, Italian,

Japanese, Mediterranean, Mexican, Oriental, Pacific, Polynesian,

Russian, Scandinavian, Seafood, Southern, Southwest, Spanish,

Steakhouse, Tropical

 
2" 8 Perspective Handbook

SAMSUNG EX. 1004



SAMSUNG EX. 1004

 Date&Time* Date/Time 

 
 

Special: Text

Text

Description*
 
 
 District*  

 

  Dress Choice: Formal, Semi-Formal, Casual  
 

 
 

Duration*

   Special: linkDocuments*

 
 

Phone Number  

 
 

Finish By* Date/Time
 

Date/Time 
  
 

Frequent Flyer Number Text

Frequent Flyer Phone Phone Number 
 Home Phone Phone Number 
 Last Modification Date* Date/Time 
    Name* Index

 
 

Note Content* Note

Note Title* Text 

  Notes* Special: link

  Position* Text

Choice: $$$$, $$$, $$, $

Priority Choice: ASAP, High, Med, Low

 

  Price Range  
   
  Rating choice: ****I ***l **I *

 
 

Region Text

Service Provided Text 
 Short Name* Index 
 

 

Date/Time  Start By*

Appendix B — Categories 2 I 9
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3%"

ZIP

 
  

  Text
  

x
Il

K
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Links

A link represents a relationship between two items. A link is a type of detail that is defined between two

categories. Within each of the two categories, the link has a detail name which specifies the relationship. Each

definition is structured in the following way:

Category

as Detail name

Below is a list of links predefined within Perspective. Links followed by an asterisk (*) cannot be deleted.

Person

as Company‘

Person

as Spouse

To Do’s

as Objective

Name Items

as Member 0f“

Calendar Items

as Name Items"

All Items

as General Links"

Appendix B — Categories

<— link -> Category

as Detail name

Company

as Employees*

Person

as Spouse

Obiective

as To Do}

Group

as Meml7ers’k

Name Items

as Calendar Items*

All Items

as General Links"
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This Appendix is set up in a problem/answer format to address the most common

questions you may have. yooqsalqnounLGeneral . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 224

Entering Information . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . 228
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lilyli— General

Problem I do not know which version of Perspective I have.

i Answer To find out the version of Perspective which is installed on your computer, turn to any

Perspective document. Choose About from the Document menu. Tap the Document

title line arrow and Choose About Application. The version of Perspective is listed.

Problem I do not know which version of PenPoint I have.

Answer To find out the version ofPenPoint which is installed on your computer, tap on Settings

on the Bookshelf. Then tap on PenPoint in the Status Section.

Problem I do not want to install one part of Perspective, such as the Month Planner.

Answer It is not possible to install part of Perspective. When you install Perspective you are

installing four applications: Day Planner, Month Planner, List Paper and ProfileBook.

Problem I want to delete some of the information that comes with Perspective, such as airlines or
hotels.

Answer You can delete any of the information that came with Perspective you do not find

useful. See “Deleting” in Chapter 3 on page 47.

Problem I deleted a Perspective document by mistake.

y Answer When you delete a document other than the ProfileBook, you do not delete your

information. If you have the document backed up, recopy it to your computer. If you

do not have a backup, create a new document. If you deleted one of Perspective’s six

standard documents, you can create a new one by tapping on the Contents tab, drawing

a caret A anywhere on the Table of Contents, and choosing the document from the list.

If the document was from the Additional Documents section, you can copy the

Perspective Notebook from the Notebooks disk, move the document to your current

Perspective Notebook, and delete the newly copied Perspective Notebook. If you
created it yourself, you need to create another document. It is easiest to copy a

document that is similar to the document you deleted, and make the necessary changes

to it. See “Creating New Lists” in Chapter 7 on page 141.
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Problem I deleted my ProfileBook by mistake.

Answer When you delete the ProfileBook, you delete all your information. This action is not

undoable. Restore the ProfileBook from a previous backup by copying it onto your

computer. See “Backing Up Your Information” in Chapter 3 on page 49.

Problem I want to embed a document within more than one item.

Answer In Perspective each document can be embedded within one item. Pensoft advises that i

you embed the document with a name item, such as a person or company, rather than

 
with an Appointment item, such as an appointment or to do. If you consistently embed 1

your documents with name items, they are easier to find. For example, if you are

meeting with a customer, double tapping on the bold customer name opens the
customer’s profile, giving you access to the embedded document.

Problem Nothing happens when I draw a double caret A to embed a new document.

Answer You can embed a document within any item in Perspective. If you try to embed a l

document on a blank line, nothing happens. Write in the new item first, then embed ‘
the new document.

Problem I entered information, but it is not being displayed in any of my Perspective documents.

Answer When you enter information into a document, it is stored in the ProfileBook which is

associated with that document. The information is displayed in other documents
associated with the same ProfileBook. You can create more than one ProfileBook. Make

sure that the information you entered is stored in the appropriate ProfileBook. To see

which ProfileBook a document is associated with, turn to the document and choose

Access from the Options menu. If the information was entered into a different

ProfileBook than you wanted, copy the items from the document that displays them to

a document associated with the correct ProfileBook. If you do not want more than one

ProfileBook, delete the other ProfileBook, once all items are copied to another

ProfileBook. You can see all the items in a ProfileBook by creating a Perspective List

Paper document, and associating it with the ProfileBook. If you require multiple

ProfileBooks, you can avoid confusion by keeping them in separate Notebooks with
their associated documents.
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Problem I cannot resize a column on the far right of the screen.

Answer To resize a column on the far right of the screen, check \/ on the column and change

the column width in the Column option card.

Problem I set an alarm, but I am not given a message when it goes off.

 
Answer Alarms do not wake up your machine when you shut it down. Depending upon your

machine, if you turn it off using Stand by, it may wake up for an alarm. Check in the

instructions that came with your pen computer.

‘ Problem I received a message that one of my documents was closing down, and the notebook
‘ returned to the Table of Contents.l
l

Answer Your information is fine; a recoverable document error occurred. From the Table of

Contents, tap on the document’s page number to turn to the document. Ifyou still get
an error message, reboot your machine. If you still get an error message, delete the

document, and create another document. To create a new list, see “Creating New Lists”

in Chapter 7 on page 141.

Problem I cannot turn to one of my documents. When I try, I get a message and it returns to the
Table of Contents.

Answer If this happens, cold boot your computer. Your documents and information are safe.

You are able to turn to the document when your computer reboots. This could have

happened if you copied a ProfileBook which had active documents onto your computer

and replaced an existing one. Before you initially copy a ProfileBook from your

computer, ensure that no Perspective documents are in accelerated mode. Turn to each

document and from the Options menu choose Access. Set Accelerated to No. Also

when you copy a ProfileBook, do not replace an existing one. Rather, give it a new name
and delete the old one.
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Problem There are documents in the Tutorial Notebook that I want to use in my Perspective
Notebook.

Answer Each notebook has a ProfileBook which stores the items for documents in that

notebook. Ifyou want to use a document from the Tutorial Notebook in the Perspective

Notebook, you first must define the categories and details displayed in that document

in the ProfileBook for the Perspective Notebook and then create an identical document.

For example, if you want to use the “Call Report Log” document, you must first create

a Call Report category and add the appropriate details to it. Then create a new

document in the Perspective Notebook and modify it to be the same as the document in

the Tutorial Notebook. Then, call reports can be created for people entered into the

Address Book in the Perspective Notebook. See “Changing the Day Planner” in

Chapter 5 on page 87, “Changing the Month Planner” in Chapter 6 on page 113, and

“Creating New Lists” in Chapter 7 on page 141.

Problem I want to log my phone calls and voice mail messages.

Answer You can track any kind of information with Perspective, including phone call

summaries and voice mail messages. The Tutorial Notebook contains a sample of a

Voice Mail Log. To add this capability to your Perspective Notebook, add a Voice Mail

category and specify the details to track. Then create a List Paper document to display

the log. To record a new phone call summary or voice mail message, use Other in the

 
Create menu to open a new Voice Mail profile. See “Defining a new category” in

Chapter 9 on page 183, “Adding a detail to a category” in Chapter 9 on page 176, and

“Creating New Lists” in Chapter 7 on page 141.

Problem I need to fill in simple forms, such as a call report, and keep a record of them.

Answer You can easily create simple forms which you can fill out at any time. The Tutorial

Notebook contains a sample of a Call Report form. To create a form you need to add a

new category, such as CaIl Report, under the Misc. Items category. Then specify the

details to track and arrange the form by laying out the profile. Whenever you need to fill

out a new form, use Other in the Create menu to open a new one. You can also create a

document to display a log of all your forms. See “Creating New Lists” in Chapter 7 on

page 141.
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u— Entering Information

Problem I created an item in the wrong category.

Answer 7 You can change the category of any item. No information is lost. Any details which are

not shared by the two categories become instance details. When you change the

category of an item, it appears in the appropriate documents which display the new

category. See “Changing the category of an item” in Chapter 4 on page 58.

Problem When I write directly on a line, my handwriting is not translated accurately.

Answer Ifyour handwriting is not translated accurately when you write directly on a line, open

an edit pad to enter the information. To open an edit pad in a document, circle 0 on

the line. To open an edit pad in a profile, tap Yor circle 0 in the detail box. You may
also consider training the handwriting translator or trying a different handwriting

recognition engine, which is replaceable in PenPoint. You can also write in ink.

Problem The space is too small to write an appointment, or a person’s name.

Answer You do not have to stay within the lines when you write information. Perspective puts

your information where it belongs. You can see more information by making columns

wider or by stacking the tiles in the Day Planner and Month Planner. See “Changing

column appearance” in Chapter 5 on page 91, and “Changing tiles and their

arrangement” in Chapter 5 on page 88.

Problem Letters are added to the middle of my words when I do a gesture over the words.

Answer When you draw a gesture over text, it is sometimes interpreted as writing in additional

text. As a result, letters are added to the middle of your words. To avoid this, draw your

gestures in the row margin.

Problem In a note, a circle is put on top of ink when I circle 0 it to translate it to text.

Answer When you use gestures on ink, it is best to set the InkWell to text. Sometimes, drawing

gestures over ink, when the InkWell is set to ink adds the gesture as new ink. Undo the

ink by drawing the undo §Q gesture and change the InkWell to text. See “Using the

InkWell” in Chapter 3 on page 33.
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Problem Gestures are not recognized some of the time.

Answer Ifyou have difficulty getting PenPoint to recognize gestures within Perspective, you can

use the menus. Most gestures have menu equivalents. Some of them require a selection

first. See each task for a menu equivalent, which is listed in parenthesis ( ).

Problem I sometimes have problems entering in a phone number, only part of the phone number

appears.

Answer If you have difficulty entering phone numbers, circle 0 to open a special edit pad and

enter the phone number there. Also, try writing each piece of the phone number

separately, for example, write 415- then 802-, then 6925.

Problem When I cross out X on an item to delete it, only individual words are deleted.

Answer When you cross out X on a word, it deletes the word. To delete an item, cross out X in

the row margin.

 
Problem There are items I have entered which do not have a description or name, and I cannot

find them.

Answer To View all items accidentally entered which do not have a description or name, create a

list document which displays AII Calendar Items where description is blank and All

Name Items where name is blank. See “Changing What is Displayed in a List” in

Chapter 7 on page 135.

Problem I want to translate all appointments and names from ink to text.

Answer Create a new list. From the Options menu, choose Items. Set it to Show all Calendar

Items where description is ink and Show all Name Items where name is ink. Tap to
make a handpicked list. Select all items by tapping on the first item in the list and

drawing a plus + on the last item. From the Edit menu, choose Translate.
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wIII— Associate

1 Problem The Associate links some names I have previously entered, but not others in al . .

l description.

description is long, try moving the name to the beginning of the description. See

l Answer You can use keywords to help ensure the Associate will recognize a name. If the

“Automatically linking appointments, to do’s, etc. to unknown names” in Chapter 3 on
page 41.

1 Problem A name I have previously entered is not recognized by the Associate.

Answer If the Associate is On and Let the Associate Ask For Help is On, names previously

entered are recognized and automatically linked. Make sure these two options are on. If

Let the Associate ask For Help is OFF the Associate does not recognize names which have

two or more possible matches. You also may be entering the name improperly. Names

l are recognized if you write the entire name or short name. For example, if you have a

company “BladesSports,” and write “Meet with Blades” the Associate does not

recognize the company, because it is not the entire name. If you enter “Blades” as the

short name, then the Associate recognizes it. You can also use an abbreviation by writing

the beginning of the name followed by a period, such as “Blad.” People’s names are

special. See “Usng the Associate to create links automatically” in Chapter 3 on page 39.

Problem I do not want the Associate to ask me if I want to create new profiles whenever I

schedule an appointment.

Answer If you do not want to add new profiles for names not previously entered, turn Let the

Associate ask For Help OFF. See “Turn the Associate on or off” in Chapter 3 on page 38.

The Associate will only recognize names previously entered where there is only one

possible match.
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Problem I do not want the Associate to link some names.

Answer If the Associate links names which you do not want linked, you can delete the link. 1.:

Open the profile for the item by circling o in the row margin, and crossing out X on

the link in the Name Items detail. If you do not want the Associate to recognize any

names, turn the Associate off. See “Turn the Associate on or off” in Chapter 3 on

page 38.

Problem I write in a new name and the Associate does not add it.

Answer The Associate will only add new names if you use a keyword and Let the Associate ask

For Help is turned On. See “Automatically linking appointments, to do’s, etc. to

unknown names” in Chapter 3 on page 41, and “Turn the Associate on or off” in

Chapter 3 on page 38.

Problem When I write in certain names, such as Cole, they are never translated correctly.

Answer If a name is similar to an English word, it will be translated as the English word, instead

of as what you wrote. To have the name translated correctly, add it to your dictionary.

See Uting PenPoz'nt.

Problem Sometimes names are not capitalized

Answer Names which are also English words, such as Cola or Cook, are not capitalized because

they are translated as the English word. To have the name capitalized, add it to your

dictionary See Uting PenPoz'nt. You can also draw the right up J gesture to capitalize a
word.
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u— Day Planner

Problem Arrows do not work to change the duration of an appointment.

Answer Arrows work best ifyou draw them over the time slot. You can also change the duration

of an appointment by opening the profile and changing the duration. See “Changing

how long an appointment lasts” in Chapter 5 on page 73.

Problem When I check a to do as complete, it opens the Row option card, and does not check

the to do as complete.

Answer Make sure the check is in the Status column. If you are checking slightly to the left in

the column margin, it opens the Row option card. You may also want to check the

alignment of your pen in Settings. See Uring PenPoz'nt.

Problem T0 do’s are not always sorted.

Answer To do’s are sorted when you turn away from the page or when you sort. To sort quickly,
V

double tap .- on the column name to sort by the detail in that column in ascending

order. See “Changing how to do’s are sorted” in Chapter 5 on page 82.

Problem I scheduled a to do by moving it from my to do list to my appointments, and now it

does not appear in my To Do List.

Answer When you schedule to do’s at a particular time in the Appointment Tile, they become

appointments and are no longer to do’s. Ifyou want to track them as to do’s and

appointments, copy the to do to the Appointment Tile instead of moving them.
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Problem I want to be able to track different kinds of appointments, such as initial meetings, *1

closings, etc.

Answer You can keep track of different kinds of appointments. You can either create a choice

detail for Appointment that lists the different kinds of appointments, or you can create

a subcategory for each kind of appointment under the Appointment category. When

you schedule an appointment and write the name of the subcategory as the first word,

the appointment is automatically categorized correctly. See “Adding a new category” in it,

Chapter 9 on page 185 and “Adding a detail to a category” in Chapter 9 on page 176.

Problem The exclamation mark in a to do’s status does not go away, even after I mark it

Answer The exclamation mark indicates that a to do is overdue. If a to do is completed after its

Finish By date, it is considered to be Completed Late. If you change the Finish By date

complete. T
to a later date, the to do is no longer marked as overdue. il

Apendix C - Troubleshooting g 233

SAMSUNG EX. 1004



SAMSUNG EX. 1004

m— Month Planner

Problem An appointment I wrote in the Day Planner does not appear in the Month Planner.

Answer To view appointments, ensure Appointments are listed. The default Month Planner in

the Perspective Notebook shows all events and appointments. You can modify the

Month Planner so it displays whatever you want, for example, only events. Month

Planner documents in the Additional Documents section of the Perspective Notebook

have been modified to display various items. To see what is displayed in the Month

Planner see “Changing what is displayed” in Chapter 6 on page 111.

Problem The calendar does not extend to the bottom of the screen.

Answer When the calendar for the Month Planner is set up to fit on your screen, it may not

reach to the bottom of the screen. You can change how wide the days are and how many

items are displayed in each day. See “Changing the look of the Calendar Tile” in

Chapter 6 on page 115.

Problem I cannot see all information for a particular day.

Answer If there are more activities scheduled than can be displayed for a particular day, this

symbol V appears in the bottom right of the day. To see the detailed schedule for the

day, draw a big circle 0 on the day. You can also specify the number of items displayed

for each day. See “Changing the look of the Calendar tile” in Chapter 6 on page 115

Problem I want to schedule an appointment, instead an event is created.

Answer In the default Month Planner document in the Perspective Notebook, items you enter

are created as events. To change an event to an appointment, change its category. See

“Changing the category of an item” in Chapter 4 on page 58. You can also change the

default for new items entered into the Month Planner. See “Changing which items are

displayed” in Chapter 6 on page 111.
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Problem I cannot resize the columns for the days of the week.

Answer You can only resize columns when the Month Planner is set to Fit. See “Changing the

look of the Calendar Tile” in Chapter 6 on page 115.

Problem I scheduled a repeated activity and now I want to delete them all.

Answer When you schedule a recurring item, individual items are created. If you want to delete ‘

every activity scheduled, you need to delete each one individually by crossing out X on
it. You can also create a list which displays the recurring item and delete them there. See
“Creating New Lists” in Chapter 7 on page 141. In Items, specify to see All Calendar l
Items where description is and fill in the description for the recurring item you

scheduled.

Problem When I delete the last day of a multi—day event, the event is deleted from every day. 1“
l‘ l

Answer A multi—day event is one item which is listed on each day on which it is scheduled. If i

you want to change the start day, reschedule the event. See “Rescheduling an

appointment or event” in Chapter 6 on page 103. If you want to change the length of

the event, draw an arrow to the appropriate number of days or change the duration. See

“Changing how long an event or appointment lasts” in Chapter 5 on page 73.

Problem I only want my Month Planner to show the highlights of my month.

Answer You can modify the Month Planner to display whatever you like. If you enter the 1
highlights of your month as events, than you can change the Month Planner to display it

only events. Or, you can use a particular word in the description of activities you want l“

included in the Month Planner, and then specify to display All events where description

contains the word, and All appointments where description contains the word. You can

also create a subcategory of event or appointment called Highlight and display that

category in the month. Or, you can create a choice detail to be included in the month or

 
not, and display items where the choice is Include.
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— Address Book

Problem I want to enter a company into the Address Book, but it is assigned to the Person

category.

Answer By default, names entered into the default Address Book are assigned to the Person

category You can enter the company and easily change the category to company. See

“Changing the category of an item” in Chapter 4 on page 58. You can also change the

default category for new names entered into the Address Book, see “Changing which

items are displayed” in Chapter 7on page 135. Or enter the company into the

Company List document.

Problem Iwant to further categorize my contacts, into customers, vendors, friends, etc.

Answer You can keep track of different kinds of contacts. You can either create a choice detail

for people that lists the different kinds of contacts, or you can create a subcategory for

each kind of contact under the Person category. You can create various lists which

display different types of contacts. See “Adding a detail to a category” in Chapter 9 on

page 176, “Adding a new category” in Chapter 9 on page 183, or “Creating New Lists”

in Chapter 7on page 141.
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I To Do List

Problem I want to sort the To Do List by status.

Answer You cannot sort by status. However, you can page the To Do List by the Status detail so

that to do’s with different status’ appear on different pages. Since the Status detail is a

calculated detail, whose value depends upon the Started and Finished dates, you cannot

sort by the Status detail.

Problem I want to add a new status value to the Status detail.

Answer Since the Status detail is calculated based upon the values of the Started and Finished

dates, you cannot add a new status value to the Status detail.

Problem I want to change the choices that are available for the priorities of my to do’s.

Answer You can change the priorities for to do’s to whatever you wish. If you prefer A, B, C or

Al , A2, B1 , B2, you can change the values as you would change the values for any

choice detail. See “Changing the definition of a detail” in Chapter 9 on page 181.  
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— list Paper

Problem I want to add new columns of information to be displayed.

Answer 7 You can add columns to display any detail in any List Paper document. You can also

remove any columns you do not need. See “Adding and removing columns” in Chapter

7 on page 129.

Problem I cannot specify criteria to display exactly the items I want in a list.

Answer If it is impossible to get the items you want displayed in a list by specifying the criteria

in Items from the Options menu, you can create a handpicked list which only displays

items you specify. The other items are only excluded from this list, not deleted. See

“About handpicked lists” in Chapter 7 on page 141.

Problem Items I entered elsewhere are not being displayed in documents where I expect them.

Answer A document displays items that meet particular criterion. For example, the Address

Book displays all items in the Person and Company categories. The banner of the list

specifies what is displayed in a document. You can look at and change the criteria for

what is displayed in a document using Items in the Option menu. See “Changing What

is Displayed in a List” in Chapter 7on page 135. When you enter an item, it is

automatically assigned to a category. If the item meets the criteria of a document, it is

displayed in it. Make sure that the items you are creating are the right category, and that

the documents are displaying what you expect. If there are items you cannot find, use

Find in the Edit menu. See “Finding Information” in Chapter 4 on page 60. If the

category of an item is wrong, you can change it. See “Changing the category of an item”

in Chapter 4 on page 58. Also, if the banner of a document is grey, it is a handpicked

list, and may not display all items. See “About handpicked lists” in Chapter 7 on

page 141.
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Problem I cannot copy one detail. I keep copying an entire item.

Answer To copy a single detail, triple tap on it to select it, then tap press '1 to copy it. The
double marquee will appear only around the detail. If you tap press on the detail

without it being selected first, the double marquee appears around the whole item, and

the item is copied.

Problem I do not want to see empty pages when I break pages.

Answer When you break pages, a page appears for each page that you specify in By. If you page

By Value Only, each page displays a different value, with no empty pages. You cannot

ask Perspective to exclude empty pages. When you break pages, particular items belong

on each page, and you may want to enter information on these pages.

Problem When I delete a column, undo does not make it appear again.

Answer Undo works on changes to your information, not on changes to the document. If you

change something in the document, and want to change it back, use Revert. The

document will return to how it was the last time you turned away from the page, or the

last time you chose Checkpoint, whichever is most recent. See “Undoing a change” in

Chapter 4 on page 59.
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F Backup and Printing

Problem When I copied a document onto my computer which I had previously backed up, the

information was not displayed.

Answer When you backup a Perspective document, you are only backing up the design and

layout of the document, i.e. what is displayed in the document, the columns displayed
3

etc. To backup the information, you must backup the ProfileBook.

Problem Print is not available from the menu even though I have a printer connected.

Answer In order to print, you must create a printer. This is done from Connections. See sz'ng
PenPoz'nt for more information.

Problem The ProfileBook does not print.

Answer Ifyou want to print information, turn to a Perspective document that displays the items

and print it. You can also print individual profiles and notes.
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I Import and Export

Problem During an import, some fields cannot by assigned to any of the details listed.

Answer In order to import information, a detail must exist for each field you are trying to

import before you begin the import. Ifyou have begun the import, cancel. Then create

details for each field which does not have a corresponding detail. See “Adding a detail to

a category” in Chapter 9 on page 176.

Problem All my information is not being imported.

Answer All fields that are assigned to details are imported. Ensure that all fields you want

imported are mapped to Perspective details. If all information is still not importing, the

export may not have properly exported the fields. You may try to export the file again. If

this does not help, open the import file with a word processor and make sure you have

exported all the records to the file. Ensure that every field is separated by the appropriate

delimiter, that the appropriate number of fields are listed for each record, and that each

record is separated by a carriage return.

Problem When I import items, I am getting duplicate items if the items already existed.

Answer Ifyou are importing information to update information already on your computer, you

must include the item tag. If you do not include the item tag, the items are created

 
again. To have the item tag included in the import, export the information, including

the item tag, make the changes, then import it. If you are getting information from a

corporate database see “Keeping Information Consistent” in Chapter 10 on page 190.

Problem I want to export my ink.

Answer Details containing ink appear with the value Ink in the export file. You cannot export

ink as your own handwriting.

Problem I want to export my appointments and to do’s

Answer To export appointments, to do’s, objectives, etc. create a list which displays the items

you want to export, and export the list. You cannot export items using the Day Planner

or Month Planner. See “Creating New Lists” in Chapter 7 on page 141.
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_ ProfileBook

Problem I deleted a category and it deleted my data.

Answer When you delete a category, it deletes all items of that category as well. You are given a

message telling you that all items will be deleted and that it cannot be undone. If you

have exported the information, re-import it. If you have a backup copy of your

ProfileBook, copy it to you pen computer. Name it Backup. Create a List Paper

document connected to the restored ProfileBook. Copy the items that were deleted

from this document to one of your current documents. Delete the restored ProfileBook.

Problem I created a category and want to move it in the category hierarchy.

Answer Once you create a category, you cannot move it. When you initially create a category,

make sure it is where you want it in the category hierarchy. You may want to alphabetize

your categories. If you create it in the wrong place, delete the category before you create

any items of that category, and create it again in the proper place.

Problem My ProfileBook is taking up more disk space than it should.

Answer When you delete items, space is not reclaimed immediately. To reclaim the space, turn

to the ProfileBook document, and draw an R in the banner.

Problem My ProfileBook in the Notebook’s Table of Contents has a slash through it. It was
deinstalled.

Answer To reinstall the ProfileBook, cold boot your computer. Your information is safe.
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A  

 

Add Tab command in Actions menu that creates a tab at the bottom of the document for

the current page.

Additional Documents section of the Perspective Notebook with a variety of specialized documents. For

a list of documents included, see “Additional Documents” in Chapter 2 on

page 22.

Address Book standard Perspective document that displays address and phone information for

all people and companies.

Advanced Find see Find (Advanced).

Airline Perspective category for tracking airlines (subcategory of Name Items). Airline

data is included with Perspective and can be viewed in Classified Directory in

Additional Documents. Includes these predefined details: Name, Short Name,

Business Phone, Frequent Flyer Phone, Frequent Flyer Number, Notes,

Documents, Calendar Items, and General Links.

alarm message that warns you before a meeting or other appointment is scheduled to

start. Any appointment or event can have an alarm.

application software you install on your PenPoint computer. Applications add new

capabilities to your computer. When you install Perspective these applications are

automatically installed: Perspective Day Planner, Perspective Month Planner,

Perspective List Paper and Perspective ProfileBook.

appointment a scheduled activity during the day such as a a meeting or a doctor’s

appointment.

Appointment Perspective category for tracking appointments (subcategory of Calendar Items).

Appointment items are tracked in Day Planner and Month Planner. Includes

these predefined details: Description, Date 86 Time, Duration, Alarm, Notes,

Documents, Name Items, and General Links.

Appointments Tile area of the Day Planner where you enter meetings, phone conferences, scheduled

to do’s and other appointments.
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Area Code Perspective category for tracking area codes (subcategory of Reference Items).

Area codes for the US. are included in Perspective and can be viewed in the Area

Codes list in Additional Documents. Includes these predefined details: Area,
Area Code, General Links, Notes, and Documents.

Associate Perspective’s behind—the—scenes intelligent agent. It automatically creates links

between people, appointments, to do’s and other information. You can turn the

Associate on or off. For more information, see “About the Associate” in Chapter

3 on page 37.

banner area below the menu line in a document that indicates the current page in the

document. For example, the date on a Day or Month Planner or letter in the

alphabet in the Address Book.  
bookshelf holds your tools and notebooks, represented as icons. Appears at the bottom of

your page.

bracket ([ ]) PenPoint gesture. Use to extend a selection.

Business Service Perspective category for tracking services such as rental car companies and credit

card companies. Business service data is included with Perspective and can be

viewed in Classified Directory in Additional Documents. Includes these
predefined details: Name, Short Name, Service Provided, Business Phone,

Address, City, State, ZIP, Notes, Documents, Calendar Items, and General
Links.   
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Calendar Items

Calendar Items

Calendar Tile

caret (A)

caret tap(

Categories Page

category

check (\/)

Checkpoint

circle (0)

circle cross out (oi?)

circle tap (6))

246

link defined between Name Item category and Calendar Items category. Every

item in Name Items’ subcategories has a link called Calendar Items which

displays a list of all interactions. For example, the Calendar Items link for Dan

Costa displays all appointments, to do’s, phone calls, and events that you have
had with Dan.

Perspective top—level category for scheduled or dated items. Its subcategories are

Appointment, Event, Objective, To Do and Phone Call. Includes these

predefined details: Description, Notes, Documents, Name Items, and General
Links.

area of the Month Planner that shows appointments and events.

PenPoint gesture. Draw a caret A to insert Character (in text), to insert a column

(in column header), insert a row (in row margin), a note (in a Notes column) or

a new category or detail (in ProfileBook).

PenPoint gesture. Draw a caret tap to insert an additional value for a detail.

first page of the ProfileBook. Lists existing categories. Create new categories here.

a type of information. For example, Appointment, To Do, Person or Topic.

PenPoint gesture. Draw a check \/ to get more information about the document
or item.

command in the Document menu that saves the current document (but not the

information it displays). Ifyou make changes to the document and then want to

undo these changes, you can choose Revert from the Document menu.

PenPoint gesture. Circle 0 on the row margin of an item to open its profile.
Circle 0 to translate ink or edit text.

see Undo.

PenPoint gesture. Circle tap an item to open its profile.

Perspective Handbook
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close corner gray triangle in the upper left corner of a document, note, profile, option sheet or

notebook. Tap here to close.

column a vertical section of information in a document. Each column shows a different

detail.

column style the way column borders are displayed in a document, a choice of gap, light lines

or heavy lines.

column name name at the top of a column in a document. The column name shows the name

of the detail in the column. The column name for a link is shown in italics; other

column names are in plain text.

Company Perspective category for tracking companies (subcategory of Named Items).

Items tracked in Address Book. Includes these predefined details: Name, Short

Name, Business Phone, Fax, Address, City, State, ZIP, Employees, Notes,

Documents, Calendar Items, and General Links.

cork margin area at the bottom of the document for holding icons and reference buttons. To

show or hide the cork margin, use the Controls command from the Options
menu.

cross out (X) PenPoint gesture. Cross out to delete a document, column, item, detail, or word.

counter flick (=) PenPoint gesture. Draw a counter flick anywhere in a document to switch
between ink and text in the InkWell.

Country Code Perspective category for tracking country and city codes (subcategory of

Reference Items). Various country codes are included in Perspective and can be

viewed in the Country Code list in Additional Documents. Includes these

predefined details: Country, Country Code, City Code, General Links, Notes,
and Documents.
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Daily Notes Perspective category for notes taken in the Notes Tile of the Day Planner.

Day Planner ' see Perspective Day Planner.

deselect remove a selection. If you select something by mistake, tap it again to deselect it.

detail piece of information which is part of a category Each category consists of several

details. For example, details for the Person category include Name, Address, and

Telephone Number. In a document, each detail is displayed in a different
column.

document like a preprinted piece of paper with space set up to display a particular kind of

information. Each Perspective document gives you a different perspective on

your information. Standard Perspective documents include the Day Planner,

Month Planner, Address Book, To Do List, Topic Index, and Note Index. You

can also use the documents provided in the Additional Documents section of

your Perspective Notebook, modify existing documents, or create new
documents.

double caret (A) PenPoint gesture. Draw a double caret to create a new embedded document in an
item.

double flick (=) PenPoint gesture. Draw a double flick in a document, profile, or note to scroll to

the beginning or end.

double flick (ll) PenPoint gesture. Draw a double flick in a document, profile, or note to scroll to

the far left or far right. Draw a double flick on the title of a document, profile, or
note to show or hide the scroll bars.

double tap ) PenPoint gesture. Double tap bold text to open a profile for the linked
information, or a row or detail box to expand to see more information. Double

tap a notebook tab to float this document.

double tap press (.yi) PenPoint gesture. Double tap press to prepare a link. Double tap press and drag
over the item to be linked to create the link. Double tap in a column name in a

list to sort by that detail in ascending order.

drag move the pen across the screen without lifting it.
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edit pad a boxed pad that contains text you want to change. To open, draw a circle (0)
over the text

embedded document document attached to an item in Perspective. For example, you can embed a job

contract document in a Person item. Or, embed a map that you received as a fax

showing how to get to a meeting site in the meeting.

event an activity such as a holiday, party, trade show-or conference. An event can last

one or several days.

Event Perspective category for tracking events and holidays (subcategory of Calendar

Items). Items tracked in Day Planner and Month Planner. Includes these

predefined details: Description, Date 86 Time, Duration, Alarm, Notes,
Documents, Name Items, and General Links.

Event Tile area of the Day Planner where you enter events, including holidays. To show or

hide, use Layout from Options menu.

 
exclude used to remove items from handpicked lists without deleting them from the

ProfileBook.

 
file format the way information is stored on disk and for exchange; used inimport and f

export. 1 ‘

a ‘1

find use to locate information in one or all Perspective documents. Use Find to locate ‘ ‘

specific text (such as Dan or Marketing). Use Advanced Find to specify more ‘

precisely the kind of information you want to find (such as a city that starts with ‘

“San” or anything you wrote on October 31). 1

flick (—) PenPoint gesture. Flick to move forward or backward, up or down on a page or

through a document.
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float ' to put a document, profile, note or option card on top of the current page.

G

gesture a symbol or_ letter you draw on a page with the pen, such as circle 0, check \/,
tap and press i.

 
General Links link defined between any category. This link is established between any two items a

when you want to link two items, but do not want to state the relationship '
explicitly

Group Perspective category for creating mailing lists for communications including
electronic mail (subcategory of Name Items). Includes these predefined details:
Name, Short Name, Members, Member of, Notes, Documents, Calendar Items

and General Links.

H

handpicked list list where you can exclude items from the list without deleting them from the
ProfileBook. For example, to create a Party Invitation List, you start with a list of

people and exclude some of them.

Hotel Perspective category for tracking hotels (subcategory of Names Items). Hotel
data is included in Perspective and can be viewed in Classified Directory in I
Additional Documents. Includes these predefined details: Name, Short Name,

Business Phone, Address, City, State, Zip, Prince Range, Rating, Notes,
Documents, Calendar Items, and General Links.

icon a symbol or picture that represents a document, note or the InkWell.
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import to copy a document or file from another computer to a PenPoint computer.

ink your own handwriting. See also text.

InkWell Pers ective’s s stem that lets ou write in ink or translate ink to text. They y

InkWell is represented as an icon on the menu bar. Tap to change between

writing in ink or in text. Check \/ to get the ink Option card.

instance detail a detail that you create or track for a particular item, not for a whole category.

For example, if a customer gives you the number for her cellular phone, you can

create a cellular phone number detail for her item without tracking a cellular

phone number detail for all people.

item an occurrence of a category. For example, Dan, Donna and John are each items

in the Person category. In a document, each item is displayed in a row.

Layout Page a page in ProfileBook that defines the layout for a profile of a particular category.

link represents a relationship between two items. The Associate works behind the

scenes to recognize and link much of your translated information. For example,

when you write Meet Dan, the Associate links the appointment to Dan. You can

also create your own links between items. Linked information appears in bold on

 
screen; double tap it to float a profile.

List Paper see Perspective List Paper.

list see Perspective List Paper. ' 1 1

M l

1

Misc. Items Perspective top—level category for static items, such as area codes, or logs such as i
call reports or voice mail logs. Its subcategories are Area Code and Country

Code. Includes these predefined details: General Links, Notes, and Documents.

 
 

l H
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Month Planner

M

N

Name Items

Name Items

Note

Note Items

Notes Tile

notebook

notebook tab

Note Index

252

see Perspective Month Planner.  

 
Perspective gesture. Draw an M on the title line of a profile or document to show

or hide the profile’s menu line.

Perspective top—level category for items that have names. Its subcategories include

Airline, Company, Hotel, Person, Restaurant, Source, Topic. Includes these

predefined details: Name, Short Name, Notes, Documents, Calendar Items, and
General Links.

link defined between Calendar Items category and Name Items category. Every

item in Calendar Item’s subcategories has a link called Name Items which

displays a list of names that are linked to the item. For example, the Name Items

link for an appointment, Meet Dan, displays Dan’s name and other names such

as the topic Promotion or the location Max’s Diner.

Perspective category for tracking notes taken anywhere in Perspective. Includes

these predefined details: Note Title, Note Content, General Links, Notes, and
Documents.

Perspective top—level category for items that are notes. Its subcategories are Note

and Daily Note. Includes these predefined details: Note Title, Note Content,

General Links, Notes, and Documents. Items are listed in the Note Index.

area of the Day Planner where you enter notes relating to the day.

where you keep your documents. You can keep all your documents in one

notebook or split them into several. The Perspective Notebook holds your

Perspective documents and any other documents you wish to move there.

each document has a notebook tab that can be turned on or off in the Table of

Contents or by drawing a T gesture in the title line. Notebook tabs appear at the

right edge of the page.

Perspective document where you can View a list of the title of all the notes you

take during meetings, phone conversations and elsewhere.
Perspective Handbook
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0

Objective Perspective category for tracking objectives (subcategory of Calendar Items).

Objective Items are tracked in the Month Planner. Includes these predefined

details: Description, Finish By (expected), Finished (actual), Start By (expected)
To Do’s, Notes, Documents, Name Links, and General Links.

Objective Tile area of the Month Planner that shows objectives for the month. To show or hide,

choose Layout from the Options menu.

Open to put a document, profile, note or option card on top of the current page.  
page used to organize information within a document. In the Day Planner, each day is

a different document page. In the Month Planner, each month is a page. In lists,

you can choose to break a list into document pages or leave as one page. Each

document page can have a page tab (at the bottom of the document). A screen

does not necessarily show the entire page.

 
page tabs tabs at the bottom of the page that let you turn to different pages (parts) of your

document. In the Day Planner, they are called a’ay tabs; in the Month Planner,

moat/7 tabs. Typical tabs include: Monday, Tuesday, etc. in the Day Planner;

January, February, etc. in the Month Planner; A, B, C in a list. 4

Parent category a category which has specialized subcategories. For example, To Do is the parent

category of the category Phone Call.

Person Perspective category for tracking people (subcategory of Named Items). Items

tracked in Address Book. Includes these predefined details: Name, Short Name,

Home Phone, Business Phone, Fax, Company, Address, City, State, ZIP, Spouse,
Notes, Documents, Calendar Items, and General Links.
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Perspective Day Planner Perspective stationery used to track appointments, to do’s, events and notes one
‘ day at a time. The standard Day Planner and other documents based on

Perspective Day Planner stationery are available in the Perspective Notebook.

Perspective List Paper Perspective stationery used to track information in lists. Several standard

documents are made from Perspective List Paper, including the Address Book,

To Do List, and Topics Index. You can also use Perspective List Paper stationery

to create your own custom lists.

Perspective Month Planner Perspective stationery used to track appointments, events and objectives, one
month at a time. The standard Month Planner and other documents based on

Perspective Month Planner stationery are available in the Perspective Notebook.

Perspective Notebook notebook that comes with Perspective full of documents set up for you to use

immediately.

Perspective ProfileBook a Perspective document that stores all your information. Includes profiles for

every item you have entered. Use it to review, create or edit categories, details,
and items.

Phone Call Perspective category for tracking phone calls to make (subcategory of To Do).

Items tracked in Day Planner and To Do List. Includes these predefined details:

Description, Priority, Status, Start By (expected), Started (actual), Finish By

(expected), Finished (actual), Cancelled Date (actual), Objective, Notes,
Documents, Name Items, and General Links.

pigtail (7) PenPoint gesture. Draw a pigtail to delete a character.

plus (+) Penpoint gesture. Draw a plus after a tap to extend a selection, or to select or

deselected things in a note.

press (1) PenPoint gesture. Press to prepare a move. Press and drag to copy a selection or
item.

profile a form that shows all details and links for a single item. A page that you can open

from any Perspective document.

ProfileBook see Perspective ProfileBook.
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question (’2) PenPoint gesture. Draw a question mark to get Quick Help for Perspective.

K Perspective gesture. Draw an K gesture on the title of a profile to resize the default

size for all profiles of that category. Draw an K gesture in the banner of the i.
ProfileBook to reclaim space.

Restaurant Perspective category for tracking restaurants (subcategory of Name Items).

Perspective includes restaurant data from Epicurean Rendezz/om’TM Fine Dining ll
Guides. These restaurants can be viewed in Restaurants or Classified Directory in

Additional Documents. Includes these predefined details: Name, Short Name,

Cuisine, Price Range, Rating, Dress, Address, City, State, ZIP, Region, Area,
Notes, Documents, Calendar Items, and General Links.

 
Revert command in the Document menu that returns the document to what it had

been when you last set a checkpoint. For example, if you set a checkpoint, then

turn off the Objectives Tile in your Month Planner, then chose Revert, the

Month Planner would return to the way it had been when you set the ‘ ‘
checkpoint. (Revert has no affect on information. To reverse changes in your

information, see Undo.) ;. 1

row a band of information running from left to right in a document. Each row shows. . l
one item. .1

row margin the area at the left of a row. For example, in a list, the row margin shows the l
 

sequence number of the item in this row; in a Day Planner’s Appointment Tile,

the row margin shows the time of day. ‘ i
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scratch out(2) Penpoint gesture. Draw a scratch out to delete a detail or to exclude an item from

a Handpicked List.

scroll move a document to see parts of it that do not fit on the screen. Use flicks in the

document, or the scroll handle, or arrows in the scroll margin to see the part of
the document that is off the screen.

select choose something on the screen, such as a title, a detail or an item, usually with a

tap The next command, gesture or menu choice affects the current selection.

Show Full Year command in the Actions menu in both the Day Planner and the Month Planner.
Choose to see a year calendar, then choose a date to move to that day or month.

sort arrange in order. Sort order can be alphabetical, numerical or by value (e.g. high,

medium, low). Use the sort commands in the Options menu to sort information

on each page in a document.

stationery a document template you choose to create a new document. Perspective

stationery includes the Perspective Address Book, Perspective Day Planner,

Perspective Month Planner, Perspective List Paper, Perspective Note Index,

Perspective ProfileBook, Perspective To Do List, and Perspective Topic Index

subcategory a specialized category of a more general (parent) category. For example, Phone

Call is a subcategory of the category To Do. A subcategory inherits all details and

links from its parent category.

T PenPoint gesture. Draw a T in a document title line or notebook table of
contents to show or hide a document’s Notebook tabs.

tab located at the bottom of the document in the tab margin for turning to pages in

the Perspective document. See also document tabs.
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tab margin

table of contents

tap

tap press (4)

text

tile

title line

to do

To Do

To Do Tile

To Do List

Topic

Glossary

tabs are located in the tab margin (at the bottom of the document for tabs for

pages in a document; at the right for notebook tabs).

first page of a notebook; lists all documents and sections in the notebook.

PenPoint gesture. Tap to select information, switch between ink and text in the

Inkwell, open a menu, choose a menu item, or bring up an edit pad in a profile.

PenPoint gesture. Tap press to prepare to copy. Tap press and drag to copy a
selection or item.

information that you entered and the InkWell has translated to typed characters.
See also ink.

an area or space in a document that displays a particular type of information.

Day Planner Tiles include Appointment, To Do, Event and Note. Month

Planner tiles include Calendar and Objective. List Paper documents have one
tile.

area at the top of the page that contains the title of the document and accepts

title line gestures and actions to edit, display, navigate, etc.

a task that must be completed.

Perspective category for tracking to do’s (subcategory of Calendar Items). Items

tracked in Day Planner and To Do List. Includes these predefined details:

Description, Priority, Status, Start (expected), Started (actual), Finish (expected),

Finished (actual), Cancelled Date (actual), Notes, Documents, Name Links, and
General Links.

area of the Day Planner where you enter and track to do’s and phone calls for the

day.

standard Perspective document where you can track all your to do’s.

Perspective category for cross referencing your written notes, appointments,

activities and contact information about a particular subject for future reference.

For example, you might have topics like Finances, Future Products,

Competition, and Advertising Ideas (subcategory ofName Items). Includes these

predefined details: Name, Short Name, Documents, Notes, Calendar Items,
General Links.
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Topic Index Perspective document where you can track topics.

translate convert your handwriting (ink) into typed, electronic text.

triple tap PenPoint gesture. Triple tap to select a detail value in a profile, or everything in a
note.

Undo command in the Edit menu that reverses changes you have made to your

information. For example, if you update an address or reschedule an

appointment then choose Undo, the address returns to what it had been and the

appointment returns to its original time. (To reverse changes in a document, see

Revert.)

undo (Q) Penpoint gesture. See Undo.
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Gestures

l—I |_|
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see bracket 210

see caret 210

see caret tap 210

see check 26, 210

see circle 26, 210

see big circle 26, 210

see circle tap 26, 210
see counter flick 210

see cross out 26, 210

see double caret 26, 210

see double flick 210

see double flick 210

see double tap 26, 210

see double tap press 26, 210
see down arrow 210

see flick 26, 210

see pigtail 211

see plus 210

see press 26, 211

see question 26, 210
see scratch out 210

see tap 26, 211

see tap press 211

see triple tap 210

see undo 26, 210

see down right 211

see right down 211
see left down 211

see right up 211

see right up flick 211

see up right 211

260

A

about (keyword) 41

Access (Options Menu) 174
Actions Menu

Add Tab 93, 121, 244
Create Item 186

Delete Item 186

Remove tab 93, 121

Repeat 75, 104
Set Alarm 76, 105
Show Document 163

Show Full Day 98
Show Year 71, 97, 256

Add Tab (Actions Menu) 244

adding
column 92, 120, 129

detail to a category 176
instance detail to an item 178

link to a category 177
Additional Documents

Address Book 17

complete list 22

Day Planner 15
defined 14, 144
Month Planner 16

Notes Index 20

To Do List 18

Address (detail) 218

Address Book 17, 125, 244

Advanced Find (Edit Menu) 61, 244
Airline

(category) 216, 244

data provided 24
alarm

defined 244

(detail) 218

removing 76, 105

setting

for Day Planner appointment 235 events 76

for Month Planner appointment 8C events 105
snooze 76, 105

Alarm, set (Actions Menu) 105
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alignment of column
in Day Planner 91
in list 140

in Month Planner 119

alphabetize, see sort 82, 108, 130, 133, 256
AM/PM slots, in Day Planner 89

applications
defined 244

Perspective Day Planner 10, 254

Perspective List Paper 10, 254

Perspective Month Planner 10, 254

Perspective ProfileBook 10, 254

appointment

automatic linking 40, 41

(category) 215, 244

changing

duration (length) 73,102

category 58, 101

copying, see rescheduling 74, 103
defined 72, 101, 244

deleting 47

editing 45

entering

appointments 27, 72, 101

repeating appointments 75

(keyword) 41, 101

Appointment Tile, in Day Planner (Continum) —‘
end time 89

row height 90
start time 89

time format 89

copying appointments 44
defined 70, 244

deleting appointments 47

editing appointments 45

entering

appointments 27, 72 ‘1’!

repeating appointments 75 ‘

expanding rows to fit 89

moving appointments 44, 74 ‘1

rearranging tiles 88
redividing a time slot 77 ‘

removing columns 92 ‘

rescheduling appointments 44, 74 I
scheduling

appointments 72 1
multiple appointments 78 l ‘1

setting alarms 76 l l
showing or hiding

Appointment Tile 88
AM/PM slots 89

turning to different days 71

moving, see rescheduling 74, 103 appt (keyword) 41

repeating 75, 104 Appts 8C Events document 15, 22 l;

rescheduling 74, 103 Appts document 15, 22
scheduling Appts, Events 86 To Do’s document 15, 22 m

Appts, Events, To Do’s 8C Notes document 15, 22 “1

arrangement of tiles 3“,

appointments 27, 72, 101

multiple appointments 78  setting alarms 76, 105 in Day Planner 88
viewing audit trail, see history 11 in Month Planner 114 131'

Appointment Tile, in Day Planner archiving information 52

adding Area 24

columns 92 Area (detail) 218
day tab 93 Area Code i

changing (category) 217, 245

column data provided 24

alignment 91 (detail) 218
format 91 Area Codes document 23

style 89 Associate
width 91 Associate in Notes 37, 150

durations 73 adding new names 41

Index 26 1
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r Associate (Continued) C
creating

audit trail, see history 11 Calendar Items

new appointments, etc. automatically 40 (category)
defined 11, 37, 245 defined 7, 170, 215, 246

Let the Associate ask for Help 38 display rule for links 36
linking automatically (link), defined 221, 245

in description details 40: 41 calendar size (manual or fit), in Month Planner 115

in link details 42 Calendar Tile (Options Menu) 115, 116
names 40: 421 151 Calendar Tile, in Month Planner

unknown names 40, 42 Changing
turning on or off 37, 38 calendar size 115

Associate (Options Menu) 150 column style 115
at (keyword) 41 default category for new items 109
audit trail, see history 11 durations 102

automatically assigned category 27, 109, 135 start of week 114
time format 115

what is displayed 109

B width ofdays 116
copying events or appointments 44

backup 49 defined 96, 246

banner deleting events or appointments 47

defined 245 editing events or appointments 45

in Day Planner 70 entering

in a list 124 appointments 27, 101
in Month Planner 96 events 27, 100

in ProfileBook 168 repeating appointments 86 events 104

indicating what is displayed in a list 168 moving, see rescheduling 103

banner calendar, in Day Planner 7] rearranging tiles 114

banner date, in Day Planner 71 rescheduling 103

banner size, in Day Planner 88 scheduling an appointment 101

beginning of day, in Day Planner 89 seeing full day 98

Birthday (detail) 218 setting alarm 105

Bookshelf 245 showing or hiding

breakfast (keyword) 41, 101 Calendar Tile 114

brkfst (keyword) 41, 101 moon phases 115

Business Phone (detail) 218 turning to different months 97

Business Phone 11 (detail) 218 call (keyword) 41
Business Service Canceled Date (detail) 80, 218

(category) 256 categories

data provided 24 Airline 214, 216, 244

defined 245 Appointment 214, 215, 244
Area Code 214, 217, 245

Business Service 214, 216, 245

Calendar Items 7, 170, 214, 215, 246
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categories (Continued)

Company 214, 216, 247

Country Code 214, 247

Daily Note 214, 217
Event 214, 215, 249

Group 214, 216, 250
Hotel 214, 216, 250

Misc. Items 7, 170, 214, 216, 251

Name Items 7, 170, 214, 216, 252

Note 214, 217, 252

Note Items 170, 214, 252

Objective 214, 215, 253
Person 214, 216, 253

Phone Call 214, 215, 254

Restaurant 214, 217, 255
To Do 214, 216, 217, 257

Topic 214, 217, 257

Categories Page, in ProfileBook 168

categorizing items 6, 27
category

adding 183

adding a detail 176

category tabs 168

changing

category of an item 58

default category for new items
in Month Planner 109

in lists 135

creating 171
defined 6, 170, 246

defining 183

deleting 184
(detail) 218

hierarchy 170

predefined categories 214

subcategory 170, 256

top-level categories 7

when to create new categories 171

changing (Continued)

style 89, 115, 117, 139, 247
width 91, 119, 140

editing an item 45
look of

Day Planner 87
list 139

Month Planner 113
note 158

profile 56, 185

row height 90, 118, 139

what is displayed
in a list 135

in the Month Planner 109

Checkpoint (Document Menu) 246
chevron, see double caret 26, 210, 248
choice details

adding new values to a choice list 46, 182

changing values in a choice list 182
defined 172

deleting values in a choice list

editing 46

entering 31

choosing, System-wide Address Book 66

City (detail) 218

City Code (detail) 218

Classified Directory document 17, 23
close corner 247
column

adding 92, 120, 129

alignment 91, 119, 140
defined 124, 247

format 91, 119, 140
name 247

removing 92, 120, 129

style 89, 115, 117, 139, 247
width 91,119,140

Column (Options Menu) 91, 119, 140

cells 124 Comments (detail) 218

central information storage, see ProfileBook 254 Company

changing (category) 216, 247
an item's category 58, 101 data provided 24
column (link) 221

alignment 91, 119, 140
format 91,119,140

Company (Create Menu) 32

Company List document 17, 23

Index 263
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constraints customizing

in lists 135 categories 183
in Month Planner 109 custom solutions 201

content area 146 Day Planner 87
contents, table of 257 details 176, 181

Controls (Options Menu) 94, 122 lists 135, 139

copy 7 Month Planner 109
a detail 44 notes 158

an item 44 profiles 56, 185

see tap press 257 '

Copy (Edit Menu) 44

cork margindefined 247 D
turning on or off 94, 122 Daily Appts, Events, To Do’s 85 Notes document 22

Country 24 daily entries, number of, in Month Planner 115
Country (detail) 218 daily note
Country Code V (category) 217, 248

(category) 247 how to write 86

data provided 24 Daily Notes document 15, 22

(detail) 218 data model, determining 203
Country Codes document 23 data provided
County (detail) 218 area codes, country codes 24
Create Item (Actions Menu) 186 holidays 24
Create Menu hotels, airlines, restaurants 24

Company 32 rental car and credit card companies, etc. 24
Note 32, 149 date

Other 32 editing 46

Person 32 entering 31

Topic 32 moving to
creating in Day Planner 71

a new in Month Planner 97

category 171 Date8£Time (detail) 72, 219

detail 176 date/time details, defined 172

instance detail 178 day
list 141 changing

custom solutions 201 begin time 89
defined 206 end time 89

notes 148 width, in Month Planner 116

Creation Date (detail) 218 tabs 70, 71

credit card company information 24 turning to a specific 71
cross—referencing Day Planner

see linking 11, 36 adding
see Topic Index 19 columns 92

Cuisine (detail) 218 day tabs 93
custom solutions 201 Appointment Tile 70, 244

264 Index
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Day Planner (Continued) Day Planner (Continued)
AM/PM slots 89 AM/PM slots 89 —.
arranging tiles 88 sorting to do’s 82
defined 15, 70, 248 tiles 70

changing To Do Tile 70, 257
banner size 88 V turning to different days 71
column using with small screens 94 l

alignment 9] writing a note 86
format 91 Day, Full (Actions Menu) 98

style I Day—Small Screen document 15, 22
width 91 defining ‘

day begins 89 category 183 l
day ends 89 detail 176 l
durations 73 link 177

priority 81 Delete (Edit Menu) 47
row height of tiles 90 Delete Category (Edit Menu) 184
start of week 88 Delete Column (Edit Menu) 92, 120, 129
time format 89 Delete Item (Actions Menu) 186 ii;

to do’s _ deleting

priority 81 all items in a category 48 \
sort 82 column 92, 120, 129 l ,1

status 80 detail 180 1'
customizing 87 item 47
displaying tiles 88 ink 47 ii
entering instance detail 180

appointment 27, 74 link 48 » 1;
event 27, 84 note content 153

objective 27, 106 row 47
repeating appointments and events 75, 104 see
to do 27, 79 cross out 247

Event Tile 70, 249 pigtail 254

expanding rows to fit 89 scratch out 256
Note Tile 70, 160, 252 text 47

redividing a time slot 77 Description (detail) 219
removing deselect 57, 248

columns 92 detail

day tabs 9?) adding
rescheduling an appointment 74 columns 92, 120, 129
scheduling detail to a category 176

appointment 72 instance detail to an item 178
multiple appointments 78 changing

setting alarms 76 format 172, 181
showing a year 71 label position 181

showing or hiding layout (size or position) in a profile 185 ‘
tiles 88 name 181, 182

Index 265
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detail (Continued)

style 172, 181

type 181

copying 44
defined 6, 9, 218, 248
format 172

instance 173, 178, 180, 251

predefined details and their types 218

style 172

types 1 72, 21 8
Detail box 168

detail types
choice 172

date/time 172

index 172

link 172

note 172

number 172

phone number 172
text 172

details

Address 21 8

Alarm 2 1 8

Area 21 8

Area Code 218

Birthday 21 8
Business Phone 218

Business Phone 11 218

Cancelled Date 80, 218

Category 21 8

City 21 8

City Code 21 8
Comments 2 1 8

Country 2 1 8

Country Code 218

County 21 8
Creation Date 218

Cuisine 2 1 8

Date&Time 72, 219

Description 219
District 2 1 9

Documents 219

Dress 2 1 9

Duration 72, 219
Fax 2 1 9

266

details (Continued)

Finish By 79, 219
Finished 80, 219

Frequent Flyer Number 219

Frequent Flyer Phone 219
Home Phone 219

Last Modification Date 219

Name 2 1 9

Note Content 219

Note Title 219

Notes 2 1 9

Price Range 219

Priority 2 1 9

Rating 2 1 9

Region 2 1 9
Service Provided 219

Short Name 219

Start By 79, 219
Started 80

State 220

Status 220

Title 220

Zip 220

dinner (keyword) 41

display rules, for links 36
District (detail) 219
document

Additional documents 22

banner 70, 96, 124, 168, 245

day tabs 70
defined 8, 248

(detail) 2 1 9

embedding

a Perspective document 165

in Perspective 12, 161, 249

exporting 199

importing 200
month tabs 96

page 253

page tabs 124, 253

sharing with others 198
Standard documents 14

Document Menu

Checkpoint 59, 246

Print Setup 64
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Document Menu (Continued) Edit Menu (Continued) d
Revert 59, 255 Delete Category 184
Send 66 Delete Column 92, 120, 129

documents Edit 43

Address Book 17, 244 Exclude 143

Appts 15, 22 Find 61, 62

Appts 85 Events 15, 22 Insert Column 92, 120, 129

Appts, Events 85 To Do’s 15, 22 Insert Row 27, 78

Appts, Events, To Do’s 8C Notes 15, 22 _ Link Item 55
Area Codes 23 Move 44

Classified Directory 17, 23 Translate Ink 35 ; ‘

Company List 17, 23 Undo 59, 258
Country Codes 23 edit pad
Daily Notes 15, 22 defined 249 :1
Day Planner 15, 248 how to open 45

Day—Small Screen 15, 22 see also circle 246 “
Groups 17, 22 editing an item 45
Mail Address Book 17, 22 embedded document 1

Month Planner 16, 252 copying 164

Monthly Appts 16, 22 defined 12, 161, 249 1
Monthly Schedule 16, 22 deleting 164
Month-Small Screen 16, 22 embedding ‘1"
Notes Chronologically 20, 23 existing document 162 1 1

Note Index 20, 252 new document 161 ‘l
Objectives 16, 22 Perspective document 165 ‘1
Phone Book 17, 23 moving 164
Phone Calls 18, 22, 23 opening 163 ll
ProfileBook 21, 254 Employees (link) 221

Restaurants 17, 23 end of day in Day Planner, see Day End 89 1

To Do List 18, 257 entering information
To Do Log 18, 22, 23 appointments 27, 72, 101 3
Topic Index 19, 258 choices 30 l

drag 248 dates and times 30
Dress (detail) 219 events, holidays, vacation, trade shows 27, 84, 100
duration in a document 27 l:

changing 73, 102 in a list 27, 128
(detail) 72, 219 in a note 29, 147 11

in a profile 28
notes in Note Tile 86

E numbers 30
objectives 27, 106 ;

Edit (Edit Menu) 43 phone numbers 30 ,1
Edit Menu 35, 44, 92, 120 to dds 27, 79

Copy 44 Epicurean Rendezvom’Fine Dining Guide: 24
Delete 47 iii

Index 267 1
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event

(category) 215, 249

changing the category 58, 101

copying 44
defined 100, 249

deleting 47

editing 45

entering 27, 84, 100

lasting several days 102

moving 44

viewing audit trail, see history 11

Event Tile, in Day Planner

adding
columns 92

day tabs 93

changing
column

alignment 91
format 91

style 89
width 91

row height 90

copying events 44
defined 70, 84, 249

deleting events 47

editing eVents 45

entering events 27, 84

expanding rows to fit 89
moving events 44

removing
columns 92

day tabs 93

showing or hiding 88

Event, repeat (Actions Menu) 104
Exclude (Edit Menu) 143, 249

expand rows to fit 89, 117, 139

expanding temporarily
detail box 43

row 139

export
about 195

document 199

file formats 195

how to 196

information 196

268

export (Continum)

keeping information consistent 190
routine 207

using item tags 190
extend a selection 57

F

Fax (detail) 219

fields for importing 191
file format

defined 249

for exporting 195

for importing 189
find I

advanced find 61

defined 60, 249
find 62

in document 63

show all 63

Find (Edit Menu) 61, 62

Finish By (detail) 79, 219
Finished (detail) 80, 219
float 250

fonts, in notes 158
format of columns

in Day Planner 91
in list 140

in Month Planner 119

format of details 172
format of files

for exporting 195

for importing 189

Frequent Flyer Number (detail) 219

Frequent Flyer Phone (detail) 219

Full Day (Actions Menu) 98

G

General Links

defined 250

(link) 22]
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General Links (Continued) Import (Continuea) ‘
notes 147 fields and details 191

when to use 173 file formats 189

Getting Started 4 how to 191

goals, see objectives 96, 106 keeping information consistent 190
group routine 207

(category) 250 Index 258
when to use 67 index detail, defined 172

Groups document 17 information
airlines, hotels, restaurants, etc. 24

backup 49

H changing 44
changing categorization 58 ;

handpicked list copying 44
creating 142 deleting 47 1“
defined 141, 250 editing 45
excluding items 143 entering 27, 72, 79, 84, 86, 100, 106, 128
imported file 194 enterprise sharing 207
making 142 exporting 195
when to use 142 finding 60 l

handwriting 33 imPOIting 189
help linking 11, 36

see question gesture 255 "10"ng 44
see nick Help 4 organization 6

hidden information, in Month Planner 98 inheritance 170 l
hierarchy 170 ink
history, creating audit trail 11 defined 33) 251
holidays, data provided 24 deleting 47
Home Phone (detail) 219 entering 34
Hotel hints for writing with 35

(category) 216, 250 Inkwell 33
data provided 24 translating to text 35, 153

hotel information 24 Inkwell
defined 33, 251

for notes 146, 152

I used to switch between ink and text 34, 152
InkWell (Options Menu) 34, 152
Insert Column (Edit Menu) 92, 120, 129icons

defined 250 Insert Row (Edit Menu) 78
see InkWell 251 insert, see caret 246

import installation, see Getting Started
about 189 instance detail
defined 181, 251 adding 178

defined 173, 251 ‘1

deleting 180

rearranging in a profile 185

document 200

Index 269
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integration, system 202 LAm;“A”A,

  
. item

adding a detail to a category 176 label, for a detail 168

automatically categorized 27, 109, 135 Last Modification Date (detail) 219

Changing Layout (Options Menu) 88, 94, 114, 122
category 58, 101 Layout Page in ProfileBook
default category for new items adding

in a list 135 a detail 176

in Month Planner 109 I a link 177
choosing which to include 109, 135 defined 168, 251

copying 44 deleting a detail 180
creating rearranging 185

in documents 27, 72, 79, 84, 86, 100, 106, 128, turning to 169
148 line spacing, in notes 159

using Create menu 32 link

defined 7, 251 adding to a category, defining 177
‘ deleting 47 Associate 11, 37, 39, 151

detail 9 creating
f editing 45 automatically 39, 151

finding 60 manually 54, 151
linking 11, 36, 54 defined 11, 251

moving 44 defining a new link 177
printing 64 deleting
see profile 168, 254 a link 48

writing in a document 27 a link definition 180

item category ‘ display rules 36

defined 27 displaying in a column 92, 120, 129
changing in link details 42

category of an item 58 in notes 42, 150

default category for new items moving
in a list 135 label position in profile 182
in Month Planner 109 position in a profile 185

item tag, used for importing and exporting 190 Viewing a link definition 18]
Items (Options Menu) 110’ 1362 142 when to use General or specific 173

link marquee

predefined link 221

J used to link 55, 151
link details

defined 172

see also, link

K Link Item (Edit Menu) 55
links, predefined

keywords Calendar Items 221, 246

for appointments in Month Planner 101 Company 221
for the Associate 41 Employee 22]
using 72, 79, 84, 100

270 Index
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links, predefined (Continued)
General Links 221

Member of

Members

Name Items 221, 252

Objective 221

Spouse 221
To Do’s 221

list, List Paper

adding columns 129
banner 124, 135

changing
column

alignment 140
format 140

style 139
width 140

default category for new items 135

row height 139

what is displayed 135
columns 124

copying items 44

creating

handpicked lists 141
new lists 141

defined 124, 251

deleting items 47

editing items 45

entering items 27, 128

excluding items from handpicked lists 143

expanding rows to fit 139

expanding rows temporarily 128, 139

handpicked 141

moving items 44

page tabs 124, 126

paging 130, 132

removing columns 129
rows 124

see Perspective List Paper 254

sorting 130, 133

turning pages 126

viewing

what is displayed 135
audit trail, see history 11

Index

lists, predefined
Address Book 17, 125, 244
Area Codes 23

Classified Directory 17, 23

Company List 17, 23

Country Codes 23

Groups 17
Mail Address Book 17

Notes Chronologically 20, 23
Notes Index 20, 125, 156, 252

Phone Book 17, 23

Phone Calls 18, 22, 23

Restaurants 17, 23

To Do 125

To Do List 18, 125, 257

To Do Log 18, 22, 23

Topic Index 19, 125, 258
locate, see Find 60

long—range plans, see objectives 96

lunch (keyword) 41, 101

M

Mail Address Book 17

margin
cork 247

notes 159

marquee, link 55

MBOs, see Objectives 96

meet (keyword) 41

meeting (keyword) 41
Member of (link) 221

Members (link) 221
menu line

in notes 146

turning on or off 94, 122

minimum row height 90, 118, 139

Misc. Items (category)
defined 7, 170, 217, 251

display rule for links 36
Month 109

Month Planner 16, 252

adding

columns, Objective Tiles 120
month tabs 121
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Month Planner (Continued)

arranging tiles 114
Calendar Tile 96, 246

changing
calendar size 115

column, in Objective Tile

alignment 1 19
format 1 19

style 1 15
width 1 19

daily entries, number of 115

default category for new items 109
durations 102

row height 1 18
start ofweek 114

tile arrangement 114

tiles displayed 114
time format 115

what is displayed 109

copying items 44

deleting items 47

editing items 45

entering
event 27, 100

objective 27, 108

repeating appointments 86 events 104

expanding rows to fit, Objective Tile 117

moving items 44

Objectives Tile 96, 253

removing

columns, Objective Tile 120
month tabs 121

rescheduling 103

scheduling an appointment 101
see hidden information 98

see Perspective Month Planner 2S4

seeing full day 98

setting alarm 105

showing a year 97

showing and hiding moon phases 115

sorting objectives 108

turning to different months 97

using with small screen 122
month tab

adding 121
in Month Planner 96

272

Monthly Appts document 16, 22

Monthly Schedule document 16, 22
Month—Small Screen document 16, 22

moon phases, in Month Planner 115
move

an item 44

details in profiles, rearranging 185

instance detail in profiles 185

see press 254
Move (Edit Menu) 44

mtg (keyword) 41

multiple

appointments at the same time 78
ProfileBooks 174

Name (detail) 219
Name Items

(category)
defined 7, 170, 216, 252

display rule for links 36
(link), defined 221, 252

Note

(category) 252
column 148

(detail) 219
see also notes

Note (category) 252
Note (Create Menu) 149

Note Content (detail) 219

note details, defined 172

Note Items (category)
defined 7, 170, 217, 252

display rule for links 36
Note Menu

Set title 154

Note Tile, in Day Planner
defined 70, 86, 252

rearranging tiles 88

showing or hiding 88

writing a note 86
Note Title (detail) 219
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notebook notes (Continued)

defined 8, 252 pushpin icon 146

tab 252 retrieving
notes from linked item 155

Associate in Notes 37, 150 from the Notes Index 156

changing scroll margin 146
line spacing 159 taking 86, 147, 149, 160
margin 159 text 147, 152

paper type 159 title 146
text translating ink to text 153

font 158 viewing profile 157

size 158 writing in ink or text 152

title 154 Notes Chronologically document 20, 23

copying 44 Notes Index document 20, 125, 156, 252
creating Note’s Options Menu

notes 148 Paper 159
items from note content 147 Text 158

daily, writing 86
defined 12, 146, 252

deleting
link to an item 48

note 47, 157
note content 153

editing 45

finding 60, 156
General Links 147

hiding
menu line 159

scroll bars 159

ink 147, 152

InkWell 146, 152

line spacing 159

linking

automatically 148, 151

manually 54, 151

making full screen 149

O

objective

Note Tile, in Day Planner

changing

line spacing 159, 160

margin 159, 160

paper type 159, 160
text

font 158, 160

size 158, 160

defined 70, 160, 252

retrieving Daily Notes 156, 160

showing or hiding 88

using 160
number details, defined 172

(category) 215, 253

margins 159 copying 44

menu line 146 deleting 47

moving 44 editing 45
naming 154 entering 27, 106
opening (link) 221

note 155, 156 moving 44
profile 157

paper type 159

printing 64

Index

not moved forward 107

sorting 108

viewing audit trail, see history 11
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Objective Tile, in Month Planner
adding columns 120

changing
column

alignment 119
format 119

style 115, 117
width 119

changing row height 118

copying objectives 44
defined 96, 253

deleting objectives 47

editing objectives 45

entering objectives 27, 106

expanding rows to fit 117

moving objectives 44

removing columns 120

showing or hiding 114

sorting 108

Objectives document 16, 22
OEM solutions 201

opening
defined 253

linked note 155

profile 43

profile for a linked item 43
embedded document 163

Options Menu
Access 174

Associate 150

Calendar Tile 115, 116

Column 91,119,140

Controls 94, 122

InkWell 34, 152

Items 110, 136, 142

Layout 88, 94, 114, 122

Objective Tile 117

Pages 132
Row 77, 90, 118, 139

Sort 134

Sort Objectives 108
Tile 139

To Do Sort 83

Other (Create Menu) 32

274

P

page
defined 253

turning 14, 71 97, 126, 169

turning between documents 14

turning to a different document page 14

page tabs 70, 96, 124, 253

Pages (Options Menu) 132

paging a list 130, 132

Paper (Note’s Options Menu) 159

paper type, in notes 159

Parent categories 253
PenPoint file format 195

PenPoint System—wide Address Book 66

Person (category) 216, 253
Person (Create Menu) 32

Perspective

concepts 6

creating custom solutions 201

how information is organized 6

installation, see Getting Started

Perspective Day Planner

changing 87
defined 10, 70, 254

installation, see Getting Started

see Day Planner

using 69

Perspective List Paper

changing 130, 135, 139

creating new lists 141
defined 10, 124, 254

installation, see Getting Started

see list, List Paper

using 124

Perspective Month Planner

changing 113
defined 10, 96, 254

installation, see Getting Started
see Month Planner

using 96

Perspective Notebook
Additional documents 22

defined 13, 14, 254

installation, see Getting Started
standard document 14
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Perspective ProfileBook ProfileBook (Continued)defined 13, 168, 254 profile 168, 254 —
installation, see Getting Started Profile Page 168
see ProfileBook rearranging a profile’s layout 185

using 175 turning the page 169
phases of the moon, in the Month Planner 115 using 175
phone (keyword) 41 using to customize Perspective 205
Phone Book document 17, 23 ProfileBook document 21, 254

Phone Call (category) 254 pushpin icon
Phone Calls document 18, 22 defined 146

phone number details, defined 172 for linking
Position (detail) 219 manually 54

Price Range (detail) 219 notes 54, 146
Print Setup (Document Menu) 64

printing 64

Priority (detail) 219 Q
priority of to do’s 81

profile Quick Find 61, 62

changing Quick Help 4

defaLdt Size 56 Quit/e Rcfirence Guide4
layout 185 Quick Set 31, 46

entering information 28 Quick Start4

 
expanding profile box temporarily 43
defined 9, 43, 254

hiding R
menu line 56

_ scroll margin 56 Rating (detail) 219
in ProfileBook 168 [C (keyword) 4]
opening . rearranging

for an item 43
profile layout 185

. for a linked item 43 instance details in profiles 185
printing 6'4 regarding (keyword) 41
see also, Circle 246 Region (detail) 219

ProfileBook regularly—scheduled appointments 75, 104
adding removing 1

category 183 alarms 76, 105 i
detail 176 columns 92, 120, 129

Categories Page 168 rows 47

defined 10, 254 see deleting
deleting rental car source information 24

category 184 repeating
detail 180 ' ' _ appointments 75, 104

entering and editing items 186 events 75 104
Layout Page 168' Repeat Appointment (Actions Menu) 75, 104
multiple 174

Index 275
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rescheduling Show rule (Continued)

appointments 74, 103 changing 110, 136

events 103 deleting 112, 138
restaurant Show Year (Actions Menu) 71, 97, 256

(category) 217, 255 small screens

data provided 24 Day Planner 94
Restaurants document 17, 23 Month Planner 114

reverse changes, see Undo 258 snooze, alarms 76, 105

Revert (Document Menu) 255 Sort (Options Menu) 82, 108, 134

row sorting

adding 27 defined 130, 256

changing height 90, 118, 139 a list 130, 133

defined 124, 255 objectives 108

deleting 47 to do’s 83

expand to fit 89, 117, 139 Spouse (link) 221

expanding temporarily 128, 139 stacked tiles 88, 144

Row (Options Menu) 77, 90, 118, 139 starburst 26, 211

row margin 255 Start By (detail) 79, 219

start of day, in Day Planner, see Day Begins 89

  
start ofweek, see Start Week On 88, 114

s Started (detail) 80, 220
State (detail) 220

saving your information 49 stationery 256
scheduling Status (detail) 220

appointment 72, 101 status of to do’s 80
event 84, 100 style of columns

screen, small 88, 114 in Day Planner 89

scroll 256 defined 247

scroll margins, turning on or off 94, 122 in a list 139
search, see Find 60 in Month Planner 115, 117

selecting style of details 172
defined 57, 256 subcategory 170, 256

extending a selection 57 System-wide Address book, setting Perspective as 66
Send (Document Menu) 66 system integration 202
Service Provided (detail) 219

services, System—wide Address Book 66

Set Alarm (Actions Menu) 76, 105 T
Set title (Note Menu) 154

sharing documents 198 tab margin
Short Name (detail) 219 defined 257

Show All, in Find 63 turning on or off 94, 122
Show Document (Actions Menu) 163 table of contents
show or hide menu 251 defined 257

Show rule Perspective Notebook 14

adding 111, 137

276 Index
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tabs

add (Actions Menu) 93, 121

category 168

day 71
defined 256

document pages 124
month 96, 121

in Month Planner 114

stacked 88, 144
time format

in Day Planner 89
in Month Planner 115

time intervals, in Day Planner 77

time slots, in Day Planner

to do (Continued)

deleting 47

editing 46

entering 27, 79
(link) 221

moving 44

moved automatically to tomorrow 79
notebook 252 overdue 80

page 253 viewing audit trail, see history 11
remove (Actions Menu) 93, 121 To Do List document 18, 125, 257

text To Do Log document 18, 22, 23

changing font and size in note 158 To Do Sort (Options Menu) 83

defined 33, 257 To Do Tile, in Day Planner

deleting 47 adding

editing 45 columns 92

entering 33, 34 day tabs 93

InkWell 33 changing

translating ink to text 35 column

Text (Notes Options Menu) 158 alignment 91
text details, defined 172 format 91

Tile (Options Menu) 139 style 89
‘ tiles width 91

in Day Planner 70 status 80

in Month Planner 96 priority 81

defined 257 row height 90

showing and arranging copying

in Day Planner 88 to do’s 44
to do’s from a note 147

defined 70, 79, 257

deleting to do’s 47

editing to do’s 45

entering to do’s 27, 79

expanding rows to fit 92

moved automatically to tomorrow 79

AM/PM 89 moving to do’s 44

changing 77 removing columns 92

defined 70 showing or hiding 88

Title (detail) 220 sorting 82

title line 257 topic

to do (category) 217

(category) 216, 217, 257 defined 19, 257

changing priority 81 notes linked to 156

changing status 80 used to cross—reference information 12

copying 44 Topic (Create Menu) 32
defined 79 Topic Index document 19, 125, 156, 258

Index 277
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Translate Ink (Edit Menu) 35 x
translation 258

in notes 150

ink to text 35

see circle 246 Y
turning to a different page 71, 97, 126, 169
Tutorial Notebook \» Year Glance (Actions menu) 256

Installation, see Getting Started

tutorials, see Getting Started

typefaces, in notes 158 V Z

ZIP (detail) 220

U

undo 35, 59

Undo (Edit Menu) 59, 258

sz'ng PenPoz'nt 1

V

VAR solutions 201

view, of document 8

W

w/ (keyword) 41

warning, see alarm 76, 105

week, starting on Sunday or Monday 88, 114
Where rule

adding 111, 137

changing112, 138

deleting 112, 138
width of columns

in Day Planner 91
in list 140

in Month Planner 119

with (keyword) 41
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