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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:

Note:

Organization of this Handbook .. .......... ... ... ... .. ... 2
For More Information About Perspective .. ........ ... ... .... 4
Conventions in this Handbook . . ...... ... ... ... ... ... ... 5
Perspective Concepts . .......... ... ... .. . L 6
How information is organized )
Documents and notebooks 8
Working with documents, profiles and the ProfileBook 9
Linking and the Associate 11
Notes 12
Topics 12
Embedding documents 12

This Handbook assumes you are familiar with PenPoint and your computer

" 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 Using PenPoint, the book you
received with your pen-based computer.

9AIIdSsI9d Of SWOd|IpN =
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mmm 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
y & ¥ ¥
Perspective on your PenPoint computer, see the “Installation” section of Gerzing Started.

Pensoft strongly recommends you read and work through at least the first tutorial in Gez#ing 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 & 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 & 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 q
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Appendix A Gestures
Appendix B Categories
Appendix C  Troubleshooting
Glossary
Index

Chapter 1. Welcome to Perspective

extensive list of gestures used in Perspective.

list of standard Perspective categories and their details.

advice on problem solving.

definitions of terms and concepts.
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mmm For More Information About Perspective

Four additional sources of information about Perspective are:

Getting Started

Quick Reference Guide

an on-line tutorial available as a document in the Perspective
Notebook.

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

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

on-line information about something on the screen. There are two

ways to get Quick Help:

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

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

Perspective Handbook
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Chapter 1. Welcome to Perspective

Conventions in this Handbook

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

New terms are shown in Zzafics 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 zexz (printed characters). The /nkWell tells Perspective how to
interpret your writing,. If you 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
Dorna 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,

* This is one way of doing a task.

¢ 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,
y

Hint: If you select an event or appointment by mistake, tap 7 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.

SAMSUNG EX

. 1004



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:

Appointments People
To Do’s . Companies
Phone Calls Notes

Each category consists of several details. 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 & time, and duration.

Category Person Appointment
detail name description
detail business phone date & time
detail address duration
6 Perspective Handbook
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Each occurrence of a category is an zzem. 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 Appointment

Dan Donna John Meet Dan  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 i
these items has a description and date & time detail. h

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. Items 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 fo 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. Fach document gives you a different view of your information.

Documents are collected in a nozebook. 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 PenPoint.

The Perspective Notebook contains six standard documents:

* Day Planner,

Month Planner,
o Address Book,

* To Do List, |
* 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 Oon.
7 Address Book <>
Document Edit Options Adions Create 7
. G - All Person

Narn
o | DebCottez —— ltem
11 || Don Costa B (415 668-7024 (415 668-7003  [g53-§L53 —— Jtem
o |GlEmCostells  (03) 7672 (303) 7767654 —— [tem
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.

F— Person: Dan Gosta =0

Profle Edit
»P

on

Chapter 1. Welcome fo Perspective 9
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Every item entered into a Perspective document is stored in a ProfileBook. 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 arc 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 Month 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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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
these documents, and how to create your own documents. This chapter covers:

About the Perspective Notebook . ................. ... ... 14
Day Planner . ... ... 15
Month Planner . ... ... 16
Address Book ... ... 17
ToDo List ..ot 18
TopicIndex .. ... 19
Note Index . . ..ot 20
ProfileBook . ... ..ot 21
Additional Documents . ... ... 22
Data Provided with Perspective . ......................... 24

) OOCOION SAadsIad ANOA N I
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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
¢ Month Planner
¢ Address Book

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.

mmm About the Perspective Notebook

* To Do List
* Topic Index

* Note Index

E‘? Perspective: Contents <1>
Document Edit Options View Create
Mame Page
B T S 2
E@ Day Flanner ... 3
Month Flanner ... 4
Address Bock . ..o 5
= TaDoblst oo 6
TooiCIndER ... 7
Note INdEX ... 8 5
L ProfleBock ... .8 %_
[} Addifional Documents ..o, 10 5
]
g
1#)
Py
i
g
el

14

The Perspective Notebook is a standard
PenPoint notebook.

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

* You can turn to different pages by tapping ¥
the document’s page number or icon, the
tabs down the right side of the notebook, or
the page turn arrows.

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.

Perspective Handbook
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g 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 disglayed in the To
Do List and vice versa.

Day Planner <25 Use the Day Planner to: ‘
Document Edit Options Adtions Create & | i
Seplember 82  Oclober D2 Nevember 02 * schedule, reschedule and track your A
Tuesday ST WRIF SIS T WRIEFE SIS I MTE S . :
12245 122/ 1223284567 appointments,
1 Oct B 7 & 840141 12] 4 Smi T8 9{0; ¢ 94014142142 14
12 14 1518 17 12 19§ 11 12 14 15 16 17| 15 16 1713 19 & 21 .
1902 DURDASH BRDARD M| ZNHBEAD * listand track the status of to do’s for the day
g = e ] sl A2 R l d' h all t k
including phone calls to make,
i Contract to Deb . . |
Ll uickly look up the phone number or
8|0] Car7wne—p | |2| DntePuosl quicky phep :
B s | o Fea porree lis - address for the person you are meeting or |
91| 4| I Ray snverheny g calling,
30 5 || =+ Call Joad 4
10[0 jemiferre:plans B} 6 | ¥ Corfirmcontast o] ¢ take meeting notes or notes related to your
@ 7| ‘PhoneJommrep | % to do’s
1ieo : ’ |
2 : { g
ot 5 B * Jook at notes or embedded documents for
o . i
] 1 3 each meeting or to do, |
1]oo T aln i iz w . . . 1
ol AR i 8] e view a complete audit trail of all
2jo0; 1 appointments and to do’s for the person you
il i5 «
gl o are meeting, and
o - ]
il P * see a calendar for 3 months or an entire
o R — bt yeat.
5§00 iMeet Dan B @
oD e B2 ' ' .
e ;‘2 For information on how to use and customize
sl e a Day Planner, see “Scheduling Your Day” in |
[ 5un [ Mon | Twe ] wed [ o] Fri] Sat] i |
ERREER N

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:

* Appts * Appts, Events, To Do’s & Notes
* Appts & Events * Daily Notes
* Appts, Events & To Do’s * Day—Small Screen
Chapter 2. Your Perspective Notebook ' 15
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Month Planner

In the Month Planner you can enter events, appointments and objectives for the month. Use the Month
Planner to get a broad overview of your schedule. All appointments entered in the Month Planner are also
displayed in the Day Planner, and vice versa.

Z Morth Planner <3> Use the Month Planner to:
Docurment Edit Options Actions Create 7 Q
. n overview of
< October 1992 ee a ho w of your schedule for the
- Sunday - Mohdey T PR month,
Limch wih J [Followup Sh L § .
e Vit n * see a detailed schedule for any day,
- 4 o 4 * schedule, reschedule and track events and
Go e §Gaff Mg D mCo Yo Kipgar [Flaming- D [Sgoste Ijuy [Wosk on siti .
Distsibuion [Meet BN,  |[Michuel 1o Lovhwf Log Cond” Bz qr appointments,
) inotoials R | .
A 5 & ri g ¢ 015 ° quickly look up a phone number or address
Roller B1 {1 Coltmubue D & DonmaBith Veterane Day [Due:Skets utiSkas Cortest |10~ 129~ (17 for the person you are meeting,
S b Glem -Clos [Cetr'T o0 2| Foel re: prom [Mrg Patricia | 03 16 2 E
Jorwrifer ;2 p . " " o 174 . .
14 4o L4 185 16 17 2| e enter and track objectives for the month,
Dm-pﬂ;@ﬁmc‘,a& Elizabeth §a LA Sposta B |[LA& Spotts I [I> LA Sportz § . b dd d d l
Sbadd MlBosmans 7% w0t 73 o a‘r)"‘gdtn /|2 open r}llotes or embedded documents related
a6 y ; s Jooth |g to each event, appointment, or objective
18 18 |20 |21 |22 |23 2HTQS > #PP > OF OBJective,
Vaciok £5(Vaosion b [Vecdibn b |{Viodion b [Vacston & [Vaodion b [Vecation b }o and
D splight Savi Blades (P - (Blades/ P b |Blades/P I- |8 lendar f .
. . maween j— ¢ see a calendar for an entire year.
27 |2 [on jap 3T
jectives - B0 StertE FinishBy - Einist i . . .
Sky Sport clossdenl . Oct, % |- 0ct,% |- 0ct12,92 S For information on how to use and customize
Exeed quota by 150% - Oct, %2 - Oct,® a Month Planner, see Chapter 6, “Planning
Distritation - Revise strategy « Oct,92 - Oct, 92 1B Y M h,, 95
Resolve conflict te promo . Oct,%2 - Oct, 92 pll our iVlonth on page .

(R IRVE .S BRI LS FS P

0 L 7 5 3 )

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:

* Monthly Appts * Objectives
¢ Monthly Schedule * Month-Small Screen

16 Perspective Handbook
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; 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.

| 1008 ssappy| yuow | Keq | spuapuon |

Address Book <4
E)Eéi;ment Edit Options Adtions Create A
£ ¢ - All Person, All Company llems
7 Business Phone - Fan Hotne Phone:
, | Lot Cansty " (415 5532942 (415) 6953230
. ‘Rob Candy (408)2139642 (415) 6953230
, | Michas] Caster B (d08)557.9877  (408) 557-7657
L etcec Di(415) 9865613 (415) 986-5655
¢ | Evelyn Cobian (619)236:6000  (619) 922-6444
| Sarsh Comers O (41583629451 (415) 661-3745
, DommCock B [I(415965608 (4159665655
, | Patricla Cooper (619)3257699  (619) 325-7006
o | Robin Corey (510) 3624566 (510) 3624577
| DEbCottz Di(s19) 2366673 (619) 236-4699
', | Dan Costa B (4156687024 (415 665-7003
Glem Costelln (303) 7767722 (303) 7767654

PEEDE R BN GRS NH ik E M}

Use the Address Book to:

* write and track names, phone numbers and
addresses for everyone in one place,

* update information when it changes,
* take notes about a person or company,

* look at notes or embedded documents
related to each person and company, and

* view a complete audit trail of all
appointments and to do’s for each person
and company.

For information on how to use and customize
an Address Book, see Chapter 7, “Listing
Information” on page 123.

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

* Mail Address Book
* Phone Book

* Company List

* Groups

* Classified Directory

¢ Restaurants

Some of these predesigned lists already display information you might find useful. For a complete list, see

“Data Provided with Perspective” in this chapter on page 24.

Chapter 2. Your Perspective Notebook
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mamm 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.

B To Do List <58>
Document Edit Options Actions Create A

4 -

» High - Some To Do ltems

soriplion 3 [ 5ts

1] Eev saverrhe . 0ct12,92 . Oct13,92

2w Callloel - Oct13,92 - 0ct13,92 - 0g

3 Phons John re: promo - Oct 13,92 « Qct 13,92

4 Cold call 3 stores + Oct 23,92\N- Oct 23,92

£

6 o

7 7
5 3
IGV ] N . ?
1 =
iz g
i3 5]

e K-S
14 a
i “ z
16 8
- &

17

@ ) F
19

m VVVVVVVV

21 -

a2

Z -
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Other versions of the To Do List available in the Additional Documents section of the Perspective Notebook

are:

18

¢ Phone Calls

* To Do Log

Use the To Do List to:

» enter and track to do’s,

* track the status (not started, in progress,
complete, late) and set the priority (ASAD,

high, medium, low),

* quickly look up the phone number for a
person you are calling,

* take notes related to your to do’s, and
e 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.

» Use the 70 Do List document to keep an on-
going list of to do’s not yet completed.

* Use the 70 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.

Perspective Handbaok
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Topic Index

Tracking appointments, to do’s, contacts, and notes by zopiclets you organize diverse information. If you 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, if you 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™ . For more
information on linking, see “Linking Information” in Chapter 3 on page 36.

Topic Index <B> Use the Topic Index to:
Bowment Edit Options Adions Create A )
All Topic items * track diverse pieces of information linked to
et iN] W GerelLinks your topics,
Aticls 5| [MipRoute - artice Oct 4, 92/Note October 13, 1992
Interview List Oct 5, 92 * Jook at notes or embedded documents
; Work onartide Oct 10,92 ... related to each topic, and
Due-Skate article Oct 15, 9...
,,,,,, * jot down ideas or information about a topic.
Company 0 |Board MigOct 20, 92 2:00 .. [Note October 9, 1992
(Ink) Oct 19, 924:00 PM =) ) ) )
2 gl For information on how to use and customize
#|  aTopic Index, see Chapter 7, “Listing
st Dl Distribation Finish Bropos €]  Information” on page 123. For information on
Revise Distritmtion Strates . g linking notes to topics, see Chapter 8, “Notes
3 Distribution- Revise simte. . =
e st Oct 5'; z & Embedded Documents” on page 145.
Distribution - Revise sieate .. g
Financial B |ReviseBudgels Oct7,92  |HeteOclober 12, 1992 |§
=~
4
Forecasting (ink) Oct 20, 92 10:00 AM
S
Moarketing Regeints from Mig, Oct 14...
S ] J
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mmm Note Index

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

Motes Index

<7

{ Note - All Note Item

131008 ssauppy] yuop | feq | spuapuon|

- Another version of the Note Index available in the Additional Documents section of the Perspective Notebook

182
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a2 Mieet Dan Oct 13,92 5:00 ..
. @3, fenenaaly Dan Costa
Rafting
2
Promotions
~‘Domna Cook
3
Note October 13, 1992 Ak ket Jenmifer re: plans Oct 13,9,
4 iy
Note September 22, 1992 =) Costa at Ace Sep 22, 922: .
b angaten - Dan Costa
B A e W BT
s Qb
U B
A "'Z‘m""‘,uv
lb{r
Feople Intetested ot Soringeeme . ‘Rafting
a8 :v)
Loty
Training Tips romey  Tips Training
R N
=TT
7 P B o e
{Daily Note [Note
TN R D

* Notes Chronologically

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
mentioned in a meeting note,

* print a log of notes,

* easily delete old notes you no longer need,
and

* copy a note.

For information on how to use and customize
a Note Index, see Chapter 7, “Listing
Information” on page 123. For information on
creating notes, see Chapter 8, “Notes &
Embedded Documents” on page 145.

Perspective Handbook
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| ProfileBook

The ProfileBook is a Perspective document that stores all the information you enter in Perspective. For 1
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.

7 ProfieBiook <a>
Document Edit Options Actions 7

PrafileBook <8>

| Docurnent  Edit Options  Actiohs &

, Gategories

Calendar tems

O Appoirtment

O Event

O Ohjective

0O ToDo

O Phone Call

Name ltems
Aitling
Business Service
Compary
Group
Hote!
Person
Restaurant
Topic
Note ltems

< Daily Note

3 Note
Misc: [tlems

O Area Cade

O Country Code

O0OO0O00000

171008 ssauppy| yuow [ Aeq[ spusuos [

Gategories [Galender Items |Appcintment JEvent JObjective EEJ@U)JJJ_U}_UJJJJ

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.

Chapter 2. Your Perspective Notebook

Use the ProfileBook to: |

* create, review and change categories
and details,

* change the layout of a profile, and

* view and edit any item.

For more information, see Chapter 9,
“Using the ProfileBook” on page 167.
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Additional Documents

The Additional Documents section of your 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 Nozebooks Disk.

Document name:

Created from:

Purpose:

Schedule
Appts
Appts & Events*

Appts, Events & To Do’s *

Appts, Events, To Do’s &
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:

Created from:

Purpose:

People & Businesses

Mail Address Book

Groups

Phone Book
Company List*

Classified Directory™

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
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mmm 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 |
Documents section of your 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.

- 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.

Hozels Major hotels with their toll free telephone numbers.

Restaurants Restaurants from Epicurean Rendezvous’ ™ 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: 1f you want to remove any of this data, delete it. See “Deleting” in Chapter 3 on page 47.
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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:

Basic Gestures . . v v oo e e e e e e

Entering Information . .. ....... ... ... i
Entering information in a document
Entering information in a profile
Entering information in a note
Entering phone numbers, dates and choices
Creating a new item anywhere

Writing inlnkand Text ... ... ... oo
Using the InkWell
Writing as ink or text
Hints about writing in ink
Translating ink later

Linking Information . ... ... .. Lo

Aboutthe Associate ... ........ ... ...
Associate
Associate in Notes
Let the Associate ask for Help
Setting the Associate

Using the Associate to Create Links Automatically .............
Automatic linking of names in appointments, etc.
Automatic linking of unknown names in appointments, etc.
Automatic linking in link details
Automatic linking in a note

Using Profiles to See All Details foranltem . .................
Opening a profile )

Changing Information . ... ... .. ... .. o i
Moving and copying
Editing
Deleting

Backing Up Your Information ... ......... ... .. ... ..
Archiving Information

el

= =
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mmsw 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

v check To set options.

o 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.

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

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

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

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

? question To get Quick Help.

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

4 tap press To prepare to copy. Tap press, then drag to copy.

&% 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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[
Entering information in a note i
|

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

Noteoctaber13,1oe =) ) Write in a note

Note Edit Options Show Profile 7

* Write anywhere in the note.
Donna Promo

|
et Qe G |}
(9T o lrow | ‘ s
"Dd.b'bh[ f-LL'Df'}‘S !
oL ek F’V’Dmm M
|'c>l:|'\ St o v \
et ot Joeld
o 03’"‘\, !h,‘\-‘rn:’ - J’\‘j—n"\-l’\_ﬁd .
lrarn~ oF s 1&\}(,
USRI theopred 0%
e,

T . . *}l | ’P

For more information on writing into a note, see “Writing notes in ink or text” in Chapter 8 on page 152.

-
1
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3
g Writing in Ink and Text _\*

Using the InkWell

You can choose to leave anything you write as zz# (your own handwriting) or to have your writing translated to
text (printed characters). The InkWell tells Perspective how to interpret your writing. If you write in ink, you
can have Perspective translate it to text at some later time. L

You can capture information faster by writing in ink. However, there are advantages to having your writing
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, 1

* to use Find to locate information, see “Finding Information,” in Chapter 4 on page 60, o
* to export information, see “Exporting Information,” in Chapter 10 page 195, or |
* 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 33
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mm 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 of predefined 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 Items: the Note Tile. For example, Note Oct 13, 1992.
Misc. Items: the category name and any of these details: name, description,

date & time. For example, Call Report, Oct. 13, 1992.

36 Perspective Handbook
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g 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 if you 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, if you translate
your writing into text, the Associate attempts to find and create links.

When the Associate is turned Off, no automatic linking occurs. Therefore, if you enter an appointment in text
with the Associate off, the appointment is not linked to the person you are meeting. Subsequently, if you turn i
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 © 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
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| Using the Associate to Create Links Automatically

The Associate automatically creates links in several ways:

¢ 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.

Chapter 3. Perspective Basics 39
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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 5
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, if you have previously entered a company where the name is
Blades Sporis and the short name is Blades, you can write any of the following and the Associate will create a
link with Blades Sports:

Call Blades Sporte
Blades

Fax Blad. proposal

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, if you 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:

Daniel Costa Follow up with Dan
Thank you letter to Costa Call Daniel
Meet D.C. Fax letter to D. Costa

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 Meet Dan.
the Associate asks you which Dan. You may find it useful to use the short name as a way to differentiate
between multiple names. For example, refer to one Dan as Daniel, and the other as Dan.
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3 |
P

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:

* about * brkfet * meeting * with
* appointment s call * mty o w/
* appt * dinner * phone

e at * |lunch * re

* breakfast * 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:

12:00 John No profile created or linking performed.
12:00 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.

If you 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
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.

Close Costa deal Change category to objective and it appears on’
this month’s objective list.

Automatic linking in a note
When you write in text within a note, previously entered names are linked if the Associate is Nofes 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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g 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 documerits.

All your information is stored in the ProfileBook document. If you want to make a backup copy of all
information and embedded documents, copy the ProfileBook to a disk. If you 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.

Remember, if you copy a document(s), you are not copying the information that is displayed in it. You are only copying
the layout and design of the document including the setting of the document and the columns that are displayed, o

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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Archiving Information

The storage capacity of your 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:

More about Linking Information .. .......... ... ... ... ... ..
Creating a new link manually

More about Profiles. . .. .......... .. ... .
Changing profile appearance

More about Changing Information ... .....................
Selecting information
Changing the category of an item
Undoing a change

Finding Information. .. ....... .. .. .. .. . L
Finding exact information
Finding information easily
Using the results of a find

Prinfing . ... ..

Using Perspective for Communication . .....................
Using Perspective as the System Address Book
Using Groups
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mm 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 petform a general search.
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Using the results of a find

e When you tap the buttons, Find searches backward or forward through the current
document. It begins from the top of the 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.

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

* When you choose the
results are:

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

o If there is more than one matching item, Find displays a list of all items found.
Hinz:  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 ¢ on the row margin
of the item.
i
b
il
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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
documents. The chapter is organized into these sections:

About the Day Planner .. ........ .. ... ... ... ... .. ...
Turning to different days

Appointments. . .. ... ..
Scheduling an appointment
Changing how long an appointment lasts
Rescheduling an appointment
Entering regularly scheduled appointments
Setting and removing alarms
Dividing a time slot info shorter or longer intervals
Scheduling multiple appointments at the same time

ToDo's o
Entering to do's
Updating a to do’s status
Changing a to do's priority
Changing how to do’s are sorfed

Entering an event

Daily Notes . .. ..o
Writing a note for the day

Changing the Day Planner. . . .......... ... ... ... ......
Changing tiles and their arrangement
Changing the look of tiles
Changing row height
Changing column appearance
Adding and removing columns
Adding and removing a day tab
Changing the display for small screens
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g 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
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This chapter explains how to use and modify any of the Perspective Month Planner v
documents. The chapter is organized into these sections: —
About the Month Planner ... ......... ... ... .. ... ... ..., 96 n
Turning to different months 97 :
Seeing more information 98 :
Appointments & Events .. ........ ... ... L 99 - o
Entering an event 100 :
Scheduling an appointment 101
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 . .. .......... .1 O 106 c
Entering an objective 106 -y :
Sorfing objectives " 108
Changing What is Displayed . ......................... 109 ; r ’
Changing which items are displayed 109 it
Changing the Month Planner . .. ........................ 113 o
Changing tiles and their arrangement 114 :
Changing the look of the Calendar Tile 115 mjn
Changing the width of days in the calendar 116 r
Changing the look of the Objective Tile 17 ' '
Changing row height for objectives 118 |
Changing column appearance for objectives 119
Adding and removing Objective Tile columns 120 y
Adding and removing a month tab 121 i
Changing the display for small screens 122 1
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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. If you have used the
Day Planner, you have already entered appointments and events that appear automatically when you turn to

the Month Planner. i
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Scheduling an appointment ’ i

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 f
you write, and Perspective creates an appointment rather than an event. The keywords you can use are: |

[

|

* appt * brkfst * lunch * mtg i
* appointment * call * meet ¢ phone !
¢ breakfast * dinner * meeting

Thus, for example, if you write Breakfast with Michael, Perspective recognizes this as an appointment.

If you want to enter an appointment without a keyword, enter it the same way you would enter an event, then
change its category. See “Changing the category of an item” in Chapter 4 on page 58.
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s 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

ltems Option card. You specify which information is displayed by constructing rules. 1
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 category in the first Show rule is the category assigned to the new items created in this document.

Chapter 6. Planning Your Month 109
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s 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;

¢ change which tiles are displayed and how they are arranged,

* change the look of the Calendar,

* change the width of days in the Calendar,

» change the look of the Objective Tile,

* change the height of rows in the Objective Tile,

* change the width, alignment and format of columns in the Objective Tile,
¢ show additional details for Objectives, ‘ ‘
* add a month tab so you can navigate quickly to a specific month, and \

¢ modify the display for small screens.
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This chapter explains how to use and modify any Perspective List Paper document,
including the Address Book, To Do List, Topic Index and Note Index in the
Perspective Notebook. The chapter is organized into these sections:

TH) IR l

Aboutlists ... ... 124
Lists to choose from 125 :
Turning fo a specific page in a list document 126 m
Entering and Tracking Information inalist ................. 127 —
Entering an item 128 :
Adding and removing columns 129
Organizing Lists . . .. ... . ... .. 130 o
Using pages 130 g
Paging 132
Sorting 133 5 |
Changing What is Displayed inalist..................... 135 n ‘
Changing which items are displayed 135 "
Changing the Look of Lists . . .. ....... ... ... ... ... .... 139 ol
Changing row height 139 o
Changing column appearance 140 :
Creating New Lists . . ... ... .. 141
About handpicked lists 141
Making a handpicked list 142
Excluding items from a handpicked list 143
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Lists to choose from |

Four lists for both contact and task management are already set up and available in your Perspective Notebook:

¢ Address Book,
¢ To Do List,

* 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.
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mmm Organizing Lists

Perspective provides two basic ways to organize lists:

paging dividing a long list into shorter, more manageable pages 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 cach 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.

130 Perspective Handbook
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Dates can be paged in the following ways:

« 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.

 Month-Show All Years — Shows months for all years. Ideal for viewing all to do’s accomplished each
month of each year.

* 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, if you 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.
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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.)
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m 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. If you 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 all Phone Call ltems

* You might want to show all people in California and Colorado. In the language of Perspective, this is:

Show all Person ltems
where State is CA

Show all Person ltems
where State is CO

* 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
all Person ltems 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 the first Show rule is the category assigned to new items created in this document.
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g Creating New Lists —

In addition to using and customizing the lists available in the Perspective Notebook and the Additional
Documents section, you can also create your own lists.

Start by creating a document from a piece of Perspective List Paper stationery, or copying a document that is
similar to the document you want. Then make any of the modifications described previously in this chapter,
including: '

* Choose which items to display

* Page and sort

¢ Add and remove columns

About handpicked lists ' I

A handpickedlist 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
not 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 of judgment 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, 2 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 #re added to the ProfileBook.

* Items created elsewhere in Perspective which meet the initial criteria of the handpicked list are #oradded

to the handpicked list.
* Items deleted elsewhere are deleted from the handpicked list.
* ltems excluded from the handpicked list a7e 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 141

SAMSUNG EX. 1004



SAMSUNG EX. 1004



SAMSUNG EX. 1004



y.

144

Perspective Handbook

SAMSUNG EX. 1004



|

This chapter describes notes and embedded documents. The chapter is organized Z
into these sections: °
AboUt NOIBS . .. it e 146 a
Taking and Linking Notes .. ........ ... .. ... ..: e 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 I
Retrieving and DeletingNotes .. ................ .. ... ... 155
Retrieving a linked note 155
Retrieving notes from the Note index 156 v
Viewing Profiles for notes 157 N
Delefing a noe 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 ... ......... e 160 m i
Embedded Documents . ...... ... .. ... . i 161 l
Creating and embedding a new document 161 U j
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 : ‘,
= |
7 |
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' 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:
/ i
* 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. E

* 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 notes title so you can recognize the note more easily later. The default title for a note is Note
followed by the creation date.

Noze:  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. ' i
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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 Note'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 you create in the Notes column is automatically linked to the item. For example, in your Day Planner

y 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.

Note: 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.

‘ 148 - Perspective Handbook
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'wmmm Using the Day Planner’s Note Tile
You can write notes directly on a page of the Day Planner in the Noze 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 <25 * A note you write in the Day Planner’s Note

Document Edit Options Actions Create 7 Tile belongs to the Daily Note category.

SeptemberDz  Oclober B2 November ‘52 Notes you write in a piece of notepaper
Tuesday IS I O T

 iea s {23/ 1234587 belong to the Note category.

Oct i 8 @ aiii2; 4 56 7 2 940 2 142143 14

1 1002 3 ;gg 7 Qg 1 12%;;‘ 15 13;: iE 16 {7 12 {9221

ia o 20 2 .

mawm ® 2 mal * The Daily Note always appears when you

turn to that day if the Note Tile is displayed.

o i || ¢ Controct to Des
8lo| CarTne-op 2 Pitrute Proposal * You cannot link a note in the Day Planner’s

w s Faxprree ficf 1 o .
gjoo. 4 | oy snvenbonos g Note Tile directly to another item (but you

%0 & [ Coll Joel # can link its content automatically). See

10§00 |y exmifer re: plans G| & | ¥ Corcfirr contas § F €y . . ,,.Y) .

0 7| Phoe Jomrepomo % Using the Associate in notes” in this

11 oo 8 h. 150
, 3 chapter on page 150.
12jico 0 g . .

5 - 13 * The Note Tile does not have its own menu
o\ 7 ~earm 117 |2 line. To change the style of paper or text use
S ‘ - Note Paper and Note Text in the Options

Wl menu.
3|0 \ﬁ"‘o&&'

0 . J\ﬁ) N * The Note Tile’s InkWell settings are the
4400 i . .

&l o .\(*#b. same as in the Day Planner. For example, if
520 et Dan ..B G‘\{\// the Day Planner’s InkWell is set to ink, a

20 . . . I
alos AN note you write in the Note Tile is in ink

% even if translation is on in notes.

(S i [ e e Pl

* 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.

Hing: 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 ‘
double tap Y the name to get the phone number. |

i .
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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 in an 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
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™ , or any word processor. For more information, see Using

PenlPoint.

@ﬁ Memo

22>

Document Edit Options View Insert Case

TO:BOB
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DATE: OCTOBER 13, 1992
SUBJECT: OCTOBER SCHEDULE
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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
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This chapter discusses categories, details, and items, and how you can use the
ProfileBook to add, delete and modify them. The chapter is organized into these c
sections: m
- e
About the ProfileBook ... ... .. .. . 168 :
Getting around 169
Working with Categories and Details ... .................. 170 m :
Categories, subcategories and inheritance 170 o ’
When to create new categories 171 r [
Types of details 172 m |
Instance details 173
When fo use general links and when to define new links 173
Working with multiple ProfileBooks 174 1
Using the ProfileBook .. ..... .. ... .. ... .. .. ... ... ... 175 3 \
Adding a detail to a category 176 =g li
Adding an instance detail to an item 178 —_ :
Deleting a defail 180 —
Changing the definition of a detail 181 m
Adding a new category 183 w
Deleting a category 184
Rearranging a profile’s layout 185 o
Adding and editing items in the ProfileBook 186 o
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wmm Working with Categories and Details

Within Perspective information is organized into categories, details, and items. For more information see “How
, & 74
Information is Organized” in Chapter 1 on page 6.
p pag

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.

i 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 Items 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 Items 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 Items 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 inberits 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.
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When to create new categories

10

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, if you 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. If you want to log information from your
phone calls, you might create a new category called Phone Log, as a subcategory of Misc. ltems.

o 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.

¢ Create several subcategories of the same parent when you want to specify information even more
precisely. For example, if you want to track different kinds of people separately, create these subcategories
of Person: Friend, Customer, Vendor, Client, Colleague. ]

Note: If you 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 C’s.)

¢ 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 Staff, Design and Presentation. See
“Types of details” on the next page.
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Types of details

Details can hold different zypes 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
Jformatand 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, Last

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.
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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.

e 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.

* 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
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.
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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 Gezting Started tutorials.

Each Perspective document, such as the Day Planner, is connected to a ProfileBook and displays information
from that ProfileBook. Documents are connected to ProfileBooks in the following ways:

* 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.
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1 Using the ProfileBook emE

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,

e 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.
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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 .. .............. 188 v
Importing Information . ...... ... ... 189 o
Import file format - 189 =
Keeping information consistent 190 - 0
Importing (part 1) : 191 :
Importing (part 2) 192 L
Importing (part 3) : 193 m
Exporting Information . . ....... ... . L L 195 ‘
Exporting (part 1) 196 ” |
Exporting {part 2) 197
Sharing Documents ... . ... 198 m I
Exporting a Perspective document 199 x 1
Importing a Perspective document 200 v !
o
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'mmmm 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 zmport 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.
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m Importing Information e

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 Zmport it rather than re-enter it using the pen.

There are three parts to importing:

1 First, prepare the file to be imported.
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:

¢ 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,
¢ Fach external record or row becomes an item, and

* 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 94114
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.

If your 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
information on your desktop PC or mainframe. Perspective uses this item tag when the record is first imported
rather than assign one itself. Because the item tag is stored with the original data, every update published from
the 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.
190 Perspective Handbook
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s Exporting Information d

To share your information with people working on other PenPoint or non-PenPoint computers, you export it.
Thete 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.

Ttems 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 10. Importing & Exporting 195
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mm 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, 7oz 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 same categories and details defined that are displayed in the
document on both computers.
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This chapter contains tips on how to use Perspective to create custom solutions such n
as sales force automation systems or executive organization systems. The chapter is
organized into these sections: a
About Perspective and Creating Custom Solutions ... ......... 202 n
Step 1: Defining Your Data Model .. ..................... 203 =.
Determining required Perspective categories and details 203
Determining links 204 :
Step 2: Customizing Perspective’s Categories & Details .. ... ... 205 m ‘
Working with the ProfileBook 205 1
Modifying categories and details 205 n
Step 3: Creating Perspective Documents ... ................ 206 - : ;
Creating documents 206 (7, 1
Adding additional data 206 mfls 3
Sharing information with Corporate Systems . . .............. 207 o ]
Updating information in Perspective 207 |
Routinely exporting information 207 ’
|
Maintaining Your Solution . .. ...... ... o 208 m |
o— ' |
—
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mmm 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.
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1 Step 1: Defining Your Data Model m—

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 of your 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 cotresponds 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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1 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 thar category is created. For example, if you define a category
Init for Initial Meeting, when the user writes Init Dan Costa 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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jjmmmmm 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 Forall 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 & Exporting” on page 187.
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g Sharing information with Corporate Systems E

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
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

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 {

\
|
|

If the user must routinely export information, set up a document which displays the items to be exported. For ’
i

!
how the information should be exported. You should instruct the user what he needs to change. j
\

To set the date for the beginning of the week, see “Changing What is Displayed in a List” in Chapter 7 on ' ‘I
page 135. For instructions on how to export information, see “Exporting Information” in Chapter 10 ;‘

page 195. ‘ ]
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mmm 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. If you wish to change the definition of a 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
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mmmm 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 PenPoint, the manual that came

with your PenPoint computer.

when to use it

gesture  name
[1] 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.
v check To set options. In the banner of List Paper, to open the lfems option card.
o) circle To open a profile, or to translate ink or edit text.
O big circle To see all the activities scheduled for a particular day in the Month Planner.
® 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.
4 double tap To open the profile of a linked item (shown in bold), select an object in a note, ot
expand a row or detail box to see more information.
i 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.
Ji double tap press To prepare to link. Double tap press, then drag to link.
\2 down arrow to lengthen or shorten the duration of an appointment.
| — ) — flick To move forward, backward, up or down on a page, or to change values in a choice
detail.
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gesture  name when to use it

¥ plus To extend a selection, or to select or deselect things in a note with InkWell set to
text.

i press To prepare to move: press, then drag to move; to change the row/column size; to
initiate wipe through for selection.

? question To get Quick Help.

7 pigtail To delete a character, or to remove the name of a detail from the detail box.

= scratch out To delete text, or to exclude an item from a Handpicked list.

14 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.

4 tap press To prepare to copy. Tap press, then drag to copy.

J triple tap To select a detail value in a profile or list, or everything in a note.

% 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.

- right down To make text lower case.

— 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 flick 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.

R 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 Using PenPoint.
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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 ltem 215
Name ltems 216
Note ltems 217
Misc. ltems 217
Detailsand Their Types . . . ... ... oo 218
LnKS . oo e 221
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jmmmm Categories

This is a list of the categories which come predefined with Perspective. You cannot create items of the parent
categories: Calendar Items, Name ltems, Note ltems, and Misc. ltems.

ProfileBook < B>
Document Edit Options Adions g

, Calegories

Calendar ltems
O Appoirtment
O Event
O Objectve
O ToDo

O Phone Call

Name ftems

Aitline

Business Service

Compary

Group

Hotel

Person

Restaurant

Topic

Note Hems
¢ Daily Note
O Note

Misc. Items
O Area Code
O Country Code

O00000O0OD0O

(1909 ssaippy| uow | 4eq | spuapuos |

Galegories [Galendar ltems [Appointment [Event [Objective [To Do [Gall FT T[T FHITH]
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g 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 ltems

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 & Time
Duration
Name Items

General Links

Appendix B ~ Categories

Objective*

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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H“l Name ltems

Name ltems*

Name

Short Name
Notes
Documents
Calendar Items
General Links

1 Member of

Airline

Name

Short Name

Business Phone
Frequent Flyer Phone
Frequent Flyer Number
Notes

Documents

Calendar Items

General Links

Member of

Business Service

Name

Short Name
Business Phone
Service Provided

Address

City

State

ZIP

Notes
Documents
Calendar Items
General Links

Member of
216

Company*

Name

Short Name
Notes
Documents
Business Phone
Fax

Address

City

State

ZIP
Employees
Calendar Items
General Links
Member of

Group*

Name

Short Name
Members
Member of
Notes
Documents
Calendar Items
General Links

Hotel

Name

Short Name
Business Phone
Address

City

State

ZIP

Price Range
Rating

Notes
Documents
Calendar Items
General Links
Member of

Person*

Name

Short Name
Title

Notes
Documents
Business Phone
Fax

Home Phone
Company
Position

Address

City
State

Zip

Calendar Items
General Links
Spouse
Member of
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Name ltems 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 ltems

Note ltems*

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

lw

Misc. ltems

Misc. tems*

Notes
Documents

General Links

Area Code

Area

Area Code
Notes
Documents

General Links

Country Code

Country
Country Code
City Code
Notes
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mmm 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 Text

Area Code Number

Birthday Date/Time

Business Phone Phone Number

Business Phone IT* Phone Number

Canceled Date* Date/Time

Category™*

City Text

City Code Text

Comments Note

Country Text

Country Code Number

County Text

Creation Date* Date/Time

Cuisine Choice: American, California, Caribbean, Chinese, Continental, Creole/
Cajun, Cuban, European, Florida, French, Greek, International, italian,
Japanese, Mediterranean, Mexican, Oriental, Pacific, Polynesian,
Russian, Scandinavian, Seafood, Southern, Southwest, Spanish,
Steakhouse, Tropical
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Date& Time* Date/Time

Description™ Special: Text

District™ Text

Dress Choice: Formal, Semi-Formal, Casual
Duration* Number

Documents* Special: link

Fax Phone Number

Finish By* Date/Time

Finished* 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

Price Range Choice: $$$$, $33, $$, $
Priority Choice: ASAP, High, Med, Low
Rating Choice; ****, *** ** *
Region Text

Service Provided Text

Short Name* Index

Start By* Date/Time

Appendix B ~ Categories
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ﬂ'" Started™* Date/Time
State Text
Status* Choice: Not Started, In Progress, Completed, Cancelled; also Overdue
1 Title* Choice: Mr, Mrs, Miss, Mrs, Dr, M., Rev.
| ZIP Text
!
|‘
|
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Links H

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 <- link -> Category

as Detail name as Detail name

Below is a list of links predefined within Perspective. Links followed by an asterisk (*) cannot be deleted.

Person Company

as Company* as Employees*
Person Person

as Spouse as Spouse
To Do’s Objective

as Objective as To Do’
Name ltems Group

as Member of* ' as Members*
Calendar ltems Name ltems

as Name Items* as Calendar Items*
All ltems All ltems

as General Links* as General Links*
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This Appendix is set up in a problem/answer format to address the most common q
questions you may have. 3
-
General. . ... 224
Entering Information .. ... ... . 228 I
Associate. . ........... e 230 a
Day Planner. . ... 232 r
MonthPlanner .. ... . . . . . . 234 o
AddressBook. .. ... ... .. 236 o
ToDoList. ..o 237 =.
ListPaper ... ... 238 :
Backup and Printing . ... ... ... L 240 m
Importand Export .. ... ... . . 241 I
ProfileBook .. ... ... ... 242 >
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jimmmm General

Problem

Answer

Problem

Answer

Problem

Answer

Problem

Answer

Problem

Answer

224

I do not know which version of Perspective I have.

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.

I do not know which version of PenPoint I have.

To find out the version of PenPoint which is installed on your computer, tap on Settings
on the Bookshelf. Then tap on PenPoint in the Status Section.

I do not want to install one part of Perspective, such as the Month Planner.

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.

I want to delete some of the information that comes with Perspective, such as airlines or
hotels.

You can delete any of the information that came with Perspective you do not find

useful. See “Deleting” in Chapter 3 on page 47.

I deleted a Perspective document by mistake.

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

Answer

Problem

Answer

Problem

Answer

Problem

Answer

I deleted my ProfileBook by mistake.

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.

I want to embed a document within more than one item.

In Perspective each document can be embedded within one item. Pensoft advises that
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
your documents with name items, they are easier to find. For example, if you are
meeting with a customer, double tapping .Y on the bold customer name opens the
customer’s profile, giving you access to the embedded document.

Nothing happens when I draw a double caret 4 to embed a new document.

You can embed a document within any item in Perspective. If you try to embed a
document on a blank line, nothing happens. Write in the new item first, then embed
the new document.

I entered information, but it is not being displayed in any of my Perspective documents.

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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Answer

Problem

Answer

Problem

Answer

Problem

Answer

226

I cannot resize a column on the far right of the screen.

To resize a column on the far right of the screen, check v/ on the column and change
the column width in the Column option card.

I set an alarm, but I am not given a message when it goes off.

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.

I received a message that one of my documents was closing down, and the notebook
returned to the Table of Contents.

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. If you 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.

I cannot turn to one of my documents. When I try, I get a message and it returns to the
Table of Contents.

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
documerit 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. If you 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 Call 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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Problem I created an item in the wrong category.

Answer ~ 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 If your 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 & on
the line. To open an edit pad in a profile, tap Y or circle © 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 © 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 & 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. i

Answer If you have difficulty getting PenPoint to recognize gestures within Perspective, you can i
use the menus. Most gestures have menu equivalents. Some of them require a selection I
first. See each task for a menu equivalent, which is listed in parenthesis (). I

}:
)

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 © to open a special edit pad and i
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 1
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 All Calendar ltems where description is blank and All
Name ltems 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 ltems. Set it to Show all Calendar

Y

ltems where description is ink and Show all Name ltems 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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Problem The Associate links some names I have previously entered, but not others in a
description.
Answer You can use keywords to help ensure the Associate will recognize a name. If the

description is long, try moving the name to the beginning of the description. See
“Automatically linking appointments, to do’s, etc. to unknown names” in Chapter 3 on

page 41.
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

1 are recognized if you write the entire name or short name. For example, if you have a
company “Blades Sports,” 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 “Using 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 [
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 hames previously entered where there is only one
possible match.
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I do not want the Associate to link some names.

If the Associate links names which you do not want linked, you can delete the link.
Open the profile for the item by circling © 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.

1 write in a new name and the Associate does not add it.

The Associate will only add new names if you use a keyword and Let the Associate ask
for Help is turned On. Sec “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.

When I write in certain names, such as Cole, they are never translated correctly.

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 Using PenlPoint.

Sometimes names are not capitalized

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 Using PenPoint. You can also draw the right up —! gesture to capitalize a
word.
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Problem Arrows do not work to change the duration of an appointment.

Answer Arrows work best if you 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 Using PenPoint.

Problem To 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,
4

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. If you 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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I want to be able to track different kinds of appointments, such as initial meetings,
closings, etc.

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

Chapter 9 on page 185 and “Adding a detail to a category” in Chapter 9 on page 176.

The exclamation mark in a to do’s status does not go away, even after I mark it
complete.

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
to a later date, the to do is no longer marked as overdue.
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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 w appears in the bottom right of the day. To see the detailed schedule for the
day, draw a big circle © 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
ltems 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. |
Answer A multi-day event is one item which is listed on each day on which it is scheduled. If ‘

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
highlights of your month as events, than you can change the Month Planner to display
only events. Or, you can use a particular word in the description of activities you want
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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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 I want 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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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’.

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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Problem I want to add new columns of information to be displayed.

Answer ~ 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 ltems 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 ltems 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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I cannot copy one detail. I keep copying an entire item.

To copy a single detail, triple tap ¥ on it to select it, then tap press < 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.

I do not want to see empty pages when I break pages.

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.

When I delete a column, undo does not make it appear again.

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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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,
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 Using
PenPoint for more information.

Problem The ProfileBook does not print.

Answer If you 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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Answer

Problem

Answer
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Answer

During an import, some fields cannot by assigned to any of the details listed.

In order to import information, a detail must exist for each field you are trying to
import before you begin the import. If you 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.

All my information is not being imported.

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.

When I import items, I am getting duplicate items if the items already existed.

If you 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.

I want to export my ink.

Details containing ink appear with the value Ink in the export file. You cannot export
ink as your own handwriting.

I want to export my appointments and to do’s

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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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

Additional Documents

Address Book

Advanced Find

Airline

alarm

application

appointment

Appointment

Appointments Tile

244

command in Actions menu that creates a tab at the bottom of the document for
the current page.

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.

standard Perspective document that displays address and phone information for
all people and companies.

see Find (Advanced).

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.

message that warns you before a meeting or other appointment is scheduled to
start. Any appointment or event can have an alarm.

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.

a scheduled activity during the day such as a a meeting or a doctor’s
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 & Time, Duration, Alarm, Notes,
Documents, Name Items, and General Links.

area of the Day Planner where you enter meetings, phone conferences, scheduled

to do’s and other appointments.

Perspective Handbook
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Area Code

Associate

banner

bookshelf

bracket ([ 1)

Business Service

Glossary

Perspective category for tracking area codes (subcategory of Reference Items). d

Area codes for the U.S. 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.

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.

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.

holds your tools and notebooks, represented as icons. Appears at the bottom of
your page.

PenPoint gesture. Use to extend a selection.

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 Iﬁirectory 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 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.

Calendar Items 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.
Calendar Tile area of the Month Planner that shows appointments and events.
caret () 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).

caret tap(A) PenPoint gesture. Draw a caret tap A to insert an additional value for a detail.

Categories Page first page of the ProfileBook. Lists existing categories. Create new categories here,

category a type of information. For example, Appointment, To Do, Person or Topic.

check (v) PenPoint gesture. Draw a check v to get more information about the document
or item.

Checkpoint command in the Document menu that saves the current document (but not the

information it displays). If you make changes to the document and then want to
undo these changes, you can choose Revert from the Document menu.

circle (©) PenPoint gesture. Circle © on the row margin of an item to open its profile.
Circle © to translate ink or edit text.

circle cross out () see Undo.
circle tap (®) PenPoint gesture. Circle tap an item to open its profile.
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close corner

column

column style

column name

Company

cork margin

cross out (X)

counter flick (=)

Country Code

Glossary

gray triangle in the upper left corner of a document, note, profile, option sheet or “

notebook. Tap here to close.

a vertical section of information in a document. Each column shows a different
detail.

the way column borders are displayed in a document, a choice of gap, light lines
or heavy lines.

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.

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.

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.

PenPoint gesture. Cross out to delete a document, column, item, detail, or word.

PenPoint gesture. Draw a counter flick anywhere in a document to switch
between ink and text in the InkWell.

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 (») 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 (I} 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 ) 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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E
edit pad

embedded document

event

Event

Fvent Tile

exclude

file format

find

flick (—)

Glossary

a boxed pad that contains text you want to change. To open, draw a circle (¢)
over the text

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.

an activity such as a holiday, party, trade show or conference. An event can last
one or several days.

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 & Time, Duration, Alarm, Notes,
Documents, Name Items, and General Links.

area of the Day Planner where you enter events, including holidays. To show or
hide, use Layout from Options menu.

used to remove items from handpicked lists without deleting them from the

ProfileBook.

the way information is stored on disk and for exchange; used in import and
export.

use to locate information in one or all Petspective 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).

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 ©, check v/,
tap Y and press 4.

General Links link defined between any category. This link is established between any two items
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
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 zexz.
InkWell Perspective’s system that lets you write in ink or translate ink to text. The

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. t

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.

M

Misc. Items Perspective top-level category for static items, such as area codes, or logs such as
call reports or voice mail logs. Its subcategories are Area Code and Country i
Code. Includes these predefined details: General Links, Notes, and Documents.

Glossary
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Month Planner see Perspective Month Planner.

M Perspective gesture. Draw an M on the title line of a profile or document to show
or hide the profile’s menu line.

N

Name Items 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.

Name Items 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.

Note Perspective category for tracking notes taken anywhere in Perspective. Includes
these predefined details: Note Title, Note Content, General Links, Notes, and
Documents.

Note Items 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.

Notes Tile area of the Day Planner where you enter notes relating to the day.

notebook 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.

notebook tab 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.
Note Index Perspective document where you can view a list of the title of all the notes you
take during meetings, phone conversations and elsewhere.
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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 rab (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 day zabs; in the Month Planner,
month tabs. Typical tabs include: Monday, Tuesday, etc. in the Day Planner;
January, February, etc. in the Month Planner; A, B, C in a list.

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 i
tracked in Address Book. Includes these predefined details: Name, Short Name, r
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 ) 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 () 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 (?) PenPoint gesture. Draw a question mark to get Quick Help for Perspective.

R Perspective gesture. Draw an R gesture on the title of a profile to resize the default H
size for all profiles of that category. Draw an R gesture in the banner of the t
ProfileBook to reclaim space.

Restaurant Perspective category for tracking restaurants (subcategory of Name Items).
Perspective includes restaurant data from Epicurean Rendezvous™ Fine Dining |
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.)

row a band of information running from left to right in a document. Each row shows
one item.
row margin the area at the left of a row. For example, in a list, the row margin shows the

sequence number of the item in this row; in a Day Planner’s Appointment Tile,
the row margin shows the time of day.

Glossary 255
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scratch out(=)

scroll

select

Show Full Year

sort

stationery

subcategory

tab

256

Penpoint gesture. Draw a scratch out to delete a detail or to exclude an item from

a Handpicked List.

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.

choose something on the screen, such as a title, a detail or an item, usually with a
tap Y The next command, gesture or menu choice affects the current selection.

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.

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.

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

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.

PenPoint gesture. Draw a T in a document title line or notebook table of
contents to show or hide a document’s Notebook tabs.

located at the bottom of the document in the tab margin for turning to pages in
the Perspective document. See also document tabs.

Perspective Handbook
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tab margin

table of contents

tap (¥)
tap press ()
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 of Name Items). Includes these
predefined details: Name, Short Name, Documents, Notes, Calendar Items,
General Links.

257
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Topic Index
translate

triple tap )

Undo

undo (%)

258

Perspective document where you can track topics.

convert your handwriting (ink) into typed, electronic text.

PenPoint gesture. Triple tap to select a detail value in a profile, or everything in a

note.

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.)

Penpoint gesture. See Undo.

Perspective Handbook
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Gestures

—
—

TLLT AT &Em S = =t R &< [ =3 X [ 8 A0 <>

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 20, 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 & events 76
for Month Planner appointment & events 105

snooze 76, 105

Alarm, set (Actions Menu) 105

Index
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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
moving, see rescheduling 74, 103
repeating 75, 104
rescheduling 74, 103
scheduling
appointments 27, 72, 101
multiple appointments 78
setting alarms 76, 105
viewing audit trail, see history 11
Appointment Tile, in Day Planner
adding
columns 92
day tab 93
changing
column
alignment 91
format 91
style 89
width 91
durations 73

Index

Appointment Tile, in Day Planner (Continued)

end time 89

row height 90

start time 89

time formar 89
copying appointments 44
defined 70, 244
deleting appointments 47
editing appointments 45
entering

appointments 27, 72

repeating appointments 75

expanding rows to fit 89

moving appointments 44, 74

rearranging tiles 88
redividing a time slot 77
removing columns 92

rescheduling appointments 44, 74

scheduling
appointments 72

multiple appointments 78

setting alarms 76

showing or hiding
Appointment Tile 88
AM/PM slots 89

turning to different days 71

appt (keyword) 41

Appts & Events document 15, 22

Appts document 15, 22

Appts, Events & To Do’s document 15, 22
Appts, Events, To Do’s & Notes document 15, 22

arrangement of tiles
in Day Planner 88
in Month Planner 114
archiving information 52
Area 24
Area (detail) 218
Area Code
(category) 217, 245
data provided 24
(detail) 218
Area Codes document 23
Associate
Associate in Notes 37, 150
adding new names 41

-
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Associate (Continued)
creating
audit trail, see history 11
new appointments, etc. automatically 40
defined 11, 37, 245
Let the Associate ask for Help 38
linking automatically
in description details 40, 41
in link details 42
names 40, 42, 151
unknown names 40, 42
turning on or off 37, 38
Associate (Options Menu) 150
at (keyword) 41
audit trail, see history 11
automatically assigned category 27, 109, 135

backup 49
banner

defined 245

in Day Planner 70

in a list 124

in Month Planner 96

in ProfileBook 168

indicating what is displayed in a list 168
banner calendar, in Day Planner 71
banner date, in Day Planner 71
banner size, in Day Planner 88
beginning of day, in Day Planner 89
Birthday (detail) 218
Bookshelf 245
breakfast (keyword) 41, 101
brkfst (keyword) 41, 101
Business Phone (detail) 218
Business Phone II (detail) 218
Business Service

(category) 256

data provided 24

defined 245

262

Calendar Items
(category)
defined 7, 170, 215, 246
display rule for links 36
(link), defined 221, 245
calendar size (manual or fit), in Month Planner 115
Calendar Tile (Options Menu) 115, 116
Calendar Tile, in Month Planner
changing
calendar size 115
column style 115
default category for new items 109
durations 102
start of weck 114
time format 115
what is displayed 109
width of days 116
copying events or appointments 44
defined 96, 246
deleting events or appointments 47
editing events or appointments 45
entering
appointments 27, 101
events 27, 100
repeating appoiniments & events 104
moving, see rescheduling 103
rearranging tiles 114
rescheduling 103
scheduling an appointment 101
seeing full day 98
setting alarm 105
showing or hiding
Calendar Tile 114
moon phases 115
turning to different months 97
call (keyword) 41
Canceled Date (detail) 80, 218
categories
Airline 214, 216, 244
Appointment 214, 215, 244
Area Code 214, 217, 245
Business Service 214, 216, 245
Calendar ltems 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
cells 124
central information storage, see ProfileBook 254
changing
an item's category 58, 101
column
alignment 91, 119, 140
format 91, 119, 140

Index

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
Comments (detail) 218
Company
(category) 216, 247
data provided 24
(link) 221
Company (Create Menu) 32
Company List document 17, 23

263

SAMSUNG EX

. 1004



constraints
in lists 135
in Month Planner 109
content area 146
contents, table of 257
Controls (Options Menu) 94, 122
copy '
a detail 44
an item 44
see tap press 257
Copy (Edit Menu) 44
cork margin
defined 247
turning on or off 94, 122
Country 24
Country (dertail) 218
Country Code
(category) 247
data provided 24
(detail) 218
Country Codes document 23
County (detail) 218
Create Item (Actions Menu) 186
Create Menu
Company 32
Note 32, 149
Other 32
Person 32
Topic 32
creating
a new
category 171
detail 176
instance detail 178
list 141
custom solutions 201
defined 206
notes 148
Creation Date (detail) 218

credit card company information 24

cross-referencing
see linking 11, 36
see Topic Index 19
Cuisine (detail) 218
custom solutions 201

264

customizing

categories 183
custom solutions 201
Day Planner 87
details 176, 181

lists 135, 139
Month Planner 109
notes 158

profiles 56, 185

Daily Appts, Events, To Do’s & Notes document 22
daily entries, number of, in Month Planner 115
daily note

(category) 217, 248
how to write 86

Daily Notes document 15, 22

data model, determining 203

data

date

Date&Time (detail) 72, 219

provided

area codes, country codes 24

holidays 24

hotels, airlines, restaurants 24
rental car and credit card companies, etc. 24

editing 46
entering 31
moving to
in Day Planner 71

in Month Planner 97

date/time details, defined 172

day

Day

changing
begin time 89
end time 89

width, in Month Planner 116

tabs 70,71
turning to a specific 71
Planner
adding
columns 92

day tabs 93

Appointment Tile 70, 244

Index
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Day Planner (Continued)
AM/PM slots 89
arranging tiles 88
defined 15, 70, 248
changing

banner size 88
column
alignment 91
format 91
style
width 91
day begins 89
day ends 89
durations 73
priority 81
row height of tiles 90
start of week 88
time formart 89
to do’s .
priority 81
sort 82
status 80
customizing 87
displaying tiles 88
entering
appointment 27, 74
event 27, 84
objective 27, 106
repeating appointments and events 75, 104
to do 27, 79
Event Tile 70, 249
expanding rows to fit 89
Note Tile 70, 160, 252
redividing a time slot 77
removing
columns 92
day tabs 93
rescheduling an appointment 74
scheduling
appointment 72
multiple appointments 78
setting alarms 76
showing a year 71
showing or hiding
tiles 88

Index

Day Planner (Continued)
AM/PM slots 89
sorting to do’s 82
tiles 70
To Do Tile 70, 257
turning to different days 71
using with small screens 94
writing a note 86
Day, Full (Actions Menu) 98
Day—Small Screen document 15, 22
defining
category 183
detail 176
link 177
Delete (Edit Menu) 47
Delete Category (Edit Menu) 184
Delete Column (Edit Menu) 92, 120, 129
Delete Item (Actions Menu) 186
deleting
all items in a category 48
column 92, 120, 129
detail 180
item 47
ink 47
instance detail 180
link 48
note content 153
row 47
see
cross out 247
pigtail 254
scratch out 256
text 47
Description (detail) 219
deselect 57, 248
detail
adding
columns 92, 120, 129
detail to a category 176
instance detail to an item 178
changing
format 172, 181
label position 181
layout (size or position) in a profile 185
name 181, 182
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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 172, 218

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 218
Alarm 218
Area 218
Area Code 218
Birthday 218
Business Phone 218
Business Phone I1 218
Cancelled Date 80, 218
Caregory 218
City 218
City Code 218
Comments 218
Country 218
Country Code 218
County 218
Creation Date 218
Cuisine 218
Date&Time 72, 219
Description 219
District 219
Documents 219
Dress 219
Duration 72, 219
Fax 219

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 219

Note Content 219

Note Title 219

Notes 219

Price Range 219

Priority 219

Rating 219

Region 219

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) 219
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

Index
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Document Menu (Continued)
Revert 59, 255
Send 66

documents
Address Book 17, 244
Appts 15, 22
Appts & Events 15, 22
Appts, Events & To Do’s 15, 22
Appts, Events, To Do’s & Notes 15, 22
Area Codes 23
Classified Directory 17, 23
Company List 17, 23
Country Codes 23
Daily Notes 15, 22
Day Planner 15, 248
Day-Small Screen 15, 22
Groups 17, 22
Mail Address Book 17, 22
Month Planner 16, 252
Moathly Appts 16, 22
Monthly Schedule 16, 22
Month-Small Screen 16, 22
Notes Chronologically 20, 23
Note Index 20, 252
Objectives 16, 22
Phone Book 17, 23
Phone Calls 18, 22, 23
ProfileBook 21, 254
Restaurants 17, 23
To Do List 18, 257
To Do Log 18, 22, 23
Topic Index 19, 258

drag 248

Dress (detail) 219

duration
changing 73, 102
(detail) 72, 219

Edit (Edit Menu) 43

Edit Menu 35, 44, 92, 120
Copy 44
Delete 47

Index

Edit Menu (Continued)
Delete Category 184
Delete Column 92, 120, 129
Edit 43
Exclude 143
Find 61, 62
Insert Column 92, 120, 129
Insert Row 27, 78
Link Item 55
Move 44
Translate Ink 35
Undo 59, 258
edit pad
defined 249
how to open 45
see also circle 246
editing an item 45
embedded document
copying 164
defined 12, 161, 249
deleting 164
embedding
existing document 162
new document 161
Perspective document 165
moving 164
opening 163
Employees (link) 221
end of day in Day Planner, see Day End 89
entering information
appointments 27, 72, 101
choices 30
dates and times 30
events, holidays, vacation, trade shows 27, 84, 100
in a document 27
in a list 27, 128
in a note 29, 147
in a profile 28
notes in Note Tile 86
numbers 30
objectives 27, 106
phone numbers 30
to do’s 27, 79
Epicurean Rendezvous’ Fine Dining Guides 24
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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 (Continued)

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 ‘

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
formar of files

for exporting 195

for importing 189
Frequent Flyer Number (detail) 219
Erequent Flyer Phone (detail) 219
Full Day (Actions Menu) 98

G

General Links
defined 250
(link) 221
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General Links (Continued)

notes 147

when to use 173
Getting Started 4
goals, see objectives 96, 106
group

(category) 250

when to use 67
Groups document 17

H

handpicked list
creating 142
defined 141, 250
excluding items 143
imported file 194
making 142
when to use 142
handwriting 33
help
see question gesture 255
see Quick Help 4
hidden information, in Month Planner 98
hierarchy 170
history, creating audit trail 11
holidays, data provided 24
Home Phone (detail) 219
Hotel
(category) 216, 250
data provided 24
hotel information 24

icons
defined 250
see InkWell 251
import
about 189
defined 181, 251
document 200

Index

Import (Continued)
fields and details 191
file formats 189
how to 191
keeping information consistent 190
routine 207
Index 258
index detail, defined 172
information
airlines, hotels, restaurants, etc. 24
backup 49
changing 44
changing categorization 58
copying 44
deleting 47
editing 45
entering 27,72, 79, 84, 86, 100, 106, 128
enterprise sharing 207
exporting 195
finding 60
importing 189
linking 11, 36
moving 44
organization 6
inheritance 170
ink
defined 33, 251
deleting 47
entering 34
hints for writing with 35
InkWell 33
translating to text 35, 153
InkWell
defined 33, 251
for notes 146, 152
used to switch between ink and text 34, 152
InkWell (Options Menu) 34, 152
Insert Column (Edit Menu) 92, 120, 129
Insert Row (Edit Menu) 78
insert, see caret 246
installation, see Getting Started
instance detail
adding 178
defined 173, 251
deleting 180
rearranging in a profile 185
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integration, system 202
. item
adding a detail to a category 176
automatically categorized 27, 109, 135
changing
category 58, 101
default category for new items
in a list 135
in Month Planner 109
choosing which to include 109, 135
copying 44

creating

in documents 27, 72, 79, 84, 86, 100, 106, 128,

148
using Create menu 32
defined 7, 251
deleting 47
detail 9
editing 45
finding 60
linking 11, 36, 54
moving 44
printing 64
see profile 168, 254
writing in a document 27
item category
defined 27
changing
category of an item 58
default category for new items
in a list 135
in Month Planner 109
item tag, used for importing and exporting 190
Items (Options Menu) 110, 136, 142

J

K

keywords
for appointments in Month Planner 101
for the Associate 41
using 72, 79, 84, 100
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L

label, for a detail 168
Last Modification Date (detail) 219
Layout (Options Menu) 88, 94, 114, 122
Layout Page in ProfileBook
adding
a detail 176
alink 177
defined 168, 251
deleting a detail 180
rearranging 185
turning to 169
line spacing, in notes 159
link
adding to a category, defining 177
Associate 11, 37, 39, 151
creating
automatically 39, 151
manually 54, 151
defined 11, 251
defining a new link 177
deleting
a link 48
a link definition 180
display rules 36
displaying in a column 92, 120, 129
in link details 42
in notes 42, 150
moving
label position in profile 182
position in a profile 185
viewing a link definition 181
when to use General or specific 173
link marquee
predefined link 221
used to link 55, 151
link details
defined 172
see also, link
Link Item (Edit Menu) 55
links, predefined
Calendar Items 221, 246
Company 221
Employee 221
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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
formar 140
style 139
widch 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 fir 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 crail, 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 tles 114
Calendar Tile 96, 246
changing
calendar size 115
column, in Objective Tile
alignment 119
format 119
style 115
width 119
daily entries, number of 115
default category for new items 109
durations 102
row height 118
start of week 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 & 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 254
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
defined 8, 252
tab 252
notes
Associate in Notes 37, 150
changing
line spacing 159
margin 159
paper type 159
text
font 158
size 158
title 154
copying 44
creating
notes 148
items from note content 147
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
margins 159
menu line 146
moving 44
naming 154
opening
note 155, 156
profile 157
paper type 159
printing 64

index

notes (Continued)
pushpin icon 146
retrieving
from linked item 155
from the Notes Index 156
scroll margin 146
taking 86, 147, 149, 160
text 147, 152
title 146
translating ink to text 153
viewing profile 157
writing in ink or text 152
Notes Chronologically document 20, 23
Notes Index document 20, 125, 156, 252
Note’s Options Menu
Paper 159
Text 158
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

o

objective
(category) 215, 253
copying 44
deleting 47
editing 45
entering 27, 106
(link) 221
moving 44
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 fir 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
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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 [ist 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
installarion, see Getting Starsed
see Month Planner
using 96
Perspective Notebook
Additional documents 22
defined 13, 14, 254
installation, see Gerting Started
standard document 14

Index

B
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Perspective ProfileBook
defined 13, 168, 254
installation, see Getting Started
see ProfileBook
using 175
phases of the moon, in the Month Planner 115
phone (keyword) 41
Phone Book document 17, 23
Phone Call (category) 254
Phone Calls document 18, 22
phone number details, defined 172
Position (detail) 219
Price Range (detail) 219
Print Setup (Document Menu) 64
printing 64
Priority (detail) 219
priority of to do’s 81
profile
changing
default size 56
layout 185
entering information 28
expanding profile box temporarily 43
defined 9, 43, 254
hiding
menu line 56
scro]l margin 56
in ProfileBook 168
opening
for an item 43
for a linked item 43
printing 64
see also, circle 246
ProfileBook
adding
category 183
detail 176
Categories Page 168
defined 10, 254
deleting
category 184
detail 180
entering and editing items 186
Layout Page 168
multiple 174

Index

ProfileBook { Continued)
profile 168, 254
Profile Page 168
rearranging a profile’s layout 185
turning the page 169
using 175
using to customize Perspective 205
ProfileBook document 21, 254
pushpin icon
defined 146
for linking
manually 54
notes 54, 146

Q

Quick Find 61, 62
Quick Help 4

Quick Reference Guide 4
Quick Set 31, 46

Quick Start 4

Rating (detail) 219
re (keyword) 41
rearranging
profile layout 185
instance details in profiles 185
regarding (keyword) 41
Region (detail) 219
regularly-scheduled appointments 75, 104
removing
alarms 76, 105
columns 92, 120, 129
rows 47
see deleting
rental car source information 24
repeating
appointments 75, 104
events 75, 104
Repeat Appointment (Actions Menu) 75, 104
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rescheduling
appointments 74, 103
events 103
restaurant
(category) 217, 255
data provided 24
Restaurants document 17, 23
reverse changes, see Undo 258
Revert (Document Menu) 255
row
adding 27
changing height 90, 118, 139
defined 124, 255
deleting 47
expand to fit 89, 117, 139
expanding temporarily 128, 139
Row (Options Menu) 77, 90, 118, 139

row margin 255

S

saving your information 49
scheduling
appointment 72, 101
event 84, 100
screen, small 88, 114
scroll 256
scroll margins, turning on or off 94, 122
search, see Find 60
selecting
defined 57, 256
extending a selection 57
Send {Document Menu) 66
Service Provided (detail) 219
services, System-wide Address Book 66
Set Alarm (Actions Menu) 76, 105
Set title (Note Menu) 154
sharing documents 198
Short Name (detail) 219
Show All, in Find 63
Show Document (Actions Menu) 163
show or hide menu 251
Show rule

adding 111, 137
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Show rule (Continued)
changing 110, 136
deleting 112, 138
Show Year (Actions Menu) 71, 97, 256
small screens
Day Planner 94
Month Planner 114
snooze, alarms 76, 105
Sort (Options Menu) 82, 108, 134
sorting
defined 130, 256
a list 130, 133
objectives 108
to do’s 83
Spouse (link) 221
stacked tiles 88, 144
starburst 26, 211
Start By (detail) 79, 219
start of day, in Day Planner, see Day Begins 89
start of week, see Start Week On 88, 114
Started (detail) 80, 220
State (detail) 220
stationery 256
Status (detail) 220
status of to do’s 80
style of columns
in Day Planner 89
defined 247
in a list 139
in Month Planner 115, 117
style of details 172
subcategory 170, 256
System-wide Address book, setting Perspective as 66
system integration 202

T

tab margin

defined 257

turning on or off 94, 122
table of contents

defined 257

Perspective Notebook 14
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tabs
add (Actions Menu) 93, 121
category 168
day 71
defined 256
document pages 124
month 96, 121
notebook 252
page 253
remove (Actions Menu) 93, 121
text
changing font and size in note 158
defined 33, 257
deleting 47
editing 45
entering 33, 34
InkWell 33
translating ink to text 35
Text (Notes Options Menu) 158
text details, defined 172
Tile (Options Menu) 139
tiles
in Day Planner 70
in Month Planner 96
defined 257
showing and arranging
in Day Planner 88
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
AM/PM 89
changing 77
defined 70
Title (detail) 220
title line 257
to do
(category) 216, 217, 257
changing priority 81
changing status 80
copying 44
defined 79

Index

to do (Continued)

deleting 47

editing 46

entering 27, 79

(link) 221

moving 44

moved automatically to tomorrow 79
overdue 80

viewing audit trail, see history 11

To Do List document 18, 125, 257
To Do Log document 18, 22, 23
To Do Sort (Options Menu) 83
To Do Tile, in Day Planner

adding
columns 92
day tabs 93
changing
column
alignment 91
format 91
style 89
width 91
status 80
priority 81
row height 90
copying
to do’s 44
to do’s from a note 147
defined 70, 79, 257
deleting to do’s 47
ediring to do’s 45
entering to do’s 27, 79
expanding rows to fit 92
moved automatically to tomorrow 79
moving to do’s 44
removing columns 92
showing or hiding 88
sorting 82

topic

(caregory) 217

defined 19, 257

notes linked to 156

used to cross-reference information 12

Topic (Create Menu) 32
Topic Index document 19, 125, 156, 258
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Translate Ink (Edit Menu) 35
translation 258
in notes 150
ink to text 35
see circle 246
turning to a different page 71, 97, 126, 169
Tutorial Notebook ~
Installation, sce Getting Started
tutorials, see Getting Started
typefaces, in notes 158

U

undo 35, 59
Undo (Edit Menu) 59, 258
Using PenPoint 1

\'

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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X

Y

Year Glance (Actions menu) 256

y 4

ZIP (detail) 220

Inde
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