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2



��������	
�������
���
��������������������������������������
� ������

����������������	���������
���
��������������������������������������
�������	���� �!"�#$�%&  ��'�"�(�)�� ��$'*************************************************************+!"$,!-$� �. /$&'*******************************************************************************************0%"12�!"�#$�3���'4�%&  ��'�"�(�)���#1 -��'*******************************************5%"  #�/�6�' "$$" -��**************************************************************************************789�& � :#�%"12$-;: ��#" &�#**********************************************************************<."=# /4�)"�#4�"�(�>"-� #�"�1#*******************************************************************<��������?���@��A����B����������
���
���������������������������������C. "� -�;�!"$,!-$� �=��� :#��-�' �D-,#********************************************************EF#�#�"$�!�#=#�#�1#'**********************************************************************************++���," �!�#=#�#�1#'***********************************************************************************+5>�(#,�!�#=#�#�1#'**********************************************************************************+<GH�#��!�#=#�#�1#'************************************************************************************+I%&  ��'�!�#=#�#�1#'**********************************************************************************+E.:�� )& '�"�(�3-;- -J#��!�#=#�#�1#'*******************************************************KK!"$,!-$� �8LL$-1" -��'******************************************************************************KKM'-�;� :#�. /$&'� ��N�- #�D#O *****************************************************************K5M'-�;� :#�G�P.1�##��Q#/9�"�(***************************************************************00M'-�;�>#�&'**********************************************************************************************07G�P$-�#�D-L'************************************************************************************************0RM'-�;�)" #;��-#'***************************************************************************************0R8  "1:-�;�"�S� #� ��"�T#1��(********************************************************************50!�-U" #�T#1��('******************************************************************************************55��������V���W����X��A����������������������������������������������������������������������������������YZ81 -U" -�;� :#�3" #�%��2**************************************************************************57D-,#�3-'L$"/**********************************************************************************************5<.1:#(&$-�;�"��[U#� **********************************************************************************5<):��'-�;�"�3" #*****************************************************************************************7\N##2�]-#H**************************************************************************************************7K>�� :�]-#H************************************************************************************************77[U#� �3# "-$'**********************************************************************************************7<M'-�;� :#�T#L#" ��&�1 -��***********************************************************************7R3" #�%��2�>#�&�)�,,"�('*******************************************************************<\3#$# -�;�"��[U#� **************************************************************************************<0

3

Contents

 

 

 

 

Chapter 1 — The PalmPilotT” Connected Organizer and its Controls ...... 1
Front Panel Buttons and Controls ............................................................. 1

PalmPilot Stylus ........................................................................................... 3
Back Panel Doors, Buttons and Connections........................................... 4

Battery Installation ...................................................................................... 5

About the Backlight Feature ...... ....6

Safety, Care, and Maintenance................................................................... 6

Chapter 2 — Working with the PalmPilotT” Connected Organizer .......... 9
Starting PalmPilot for the First Time ........................................................ 9
General Preferences .................................................................................. 11

Format Preferences.............14

Modem Preferences ...... ..... 16

 
  
 

Owner Preferences ............ ...... 17

Buttons Preferences .................................................................................. 19

ShortCuts and Digitizer Preferences ....................................................... 22

PalmPilot Applications .............................................................................. 22

Using the Stylus to Write Text ................................................................. 24

Using the On-Screen Keyboard ............. ...... 33

Using Menus ........... ..... 35

 

 

 

 

...... 38

Using Categories ....................................................................................... 38

Attaching a Note to a Record.................................................................... 43
Private Records .......................................................................................... 44

Chapter 3 — Date Book..................45

Activating the Date Book..... ..... 45

Time Display .............................................................................................. 46

Scheduling an Event.................................................................................. 46

Choosing a Date........................................................................................ 50
Week View.................................................................................................. 52

Month View ..... ...... 55

Event Details ............................. ..... 56

Using the Repeat Function .............. ...... 58
Date Book Menu Commands ................................................................... 60

Deleting an Event ...................................................................................... 63

Chapter 1: The PalmPilotT" Connected Organizer and its Controls page 1



������ ���	�
����
�������

��������������������������������������������������������������������������������������������������������� !"� #$��%&��''(&))�*++,--------------------------------------------------------------------./0(&"� #$�"#��''(&))�*++,�1#�(2-------------------------------------------------------------..3+(, #$�4 �%��''(&))�*++,�1#�( &)------------------------------------------------------.5�''(&))�*++,�1#�(2�6&�" 7)---------------------------------------------------------------------89�''(&))�*++,�:&#;�0+<<"#')-------------------------------------------------------------8=6&7&� #$�"#��''(&))�*++,�1#�(2-------------------------------------------------------------8/������������>��?��@
�������������������������������������������������������������������������������������AA��� !"� #$��%&�B+�6+�C )�--------------------------------------------------------------------------883+(, #$�4 �%�B+�6+�D�&<)-----------------------------------------------------------------------8EB+�6+�D�&<�6&�" 7)------------------------------------------------------------------------------------EFB+�6+�C )��:&#;�0+<<"#')-------------------------------------------------------------------EG6&7&� #$�"�B+�6+�D�&<------------------------------------------------------------------------------E/������������H�	���������������������������������������������������������������������������������������IA��� !"� #$��%&�:&<+�J"'--------------------------------------------------------------------------E83+(, #$�4 �%�:&<+)-------------------------------------------------------------------------------EE�(("#$ #$�:&<+)--------------------------------------------------------------------------------------5F:&<+�J"'�:&#;�0+<<"#')------------------------------------------------------------------596&7&� #$�"�:&<+---------------------------------------------------------------------------------------5G��������A���KL�������������������������������������������������������������������������������������������M���� !"� #$�1NO&#)&------------------------------------------------------------------------------------5.0(&"� #$�"#�1NO&#)&�D�&<------------------------------------------------------------------------5EP&�& O��6&�" 7)-----------------------------------------------------------------------------------------9FFQ%+4�RO� +#)-------------------------------------------------------------------------------------------9FG1NO&#)&�:&#;�0+<<"#')--------------------------------------------------------------------9FSB("#)T&(( #$�U+;(�6"�"��+�: �(+)+T��1N�&7------------------------------------------9F8J( #� #$�"#�1NO&#)&�P&O+(�--------------------------------------------------------------------999��������I������
�
�����V���W�������������������������������������������������������������������XXYZ #'�0+<<"#'----------------------------------------------------------------------------------------99GJ%+#&�C++,;O------------------------------------------------------------------------------------------99SJ"7<J 7+��0"7�;7"�+(--------------------------------------------------------------------------------99.:&<+(2��OO7 �"� +#--------------------------------------------------------------------------------99EQ&�;( �2�Q2)�&<---------------------------------------------------------------------------------------9=F[("TT � \�Q%+(�0;�)----------------------------------------------------------------------------------9=S:&#;�0+<<"#')------------------------------------------------------------------------------------9=8[("TT � �Q�(+,&)-----------------------------------------------------------------------------------------9=5

4

Chapter 4 — Address Book............................................................................65

Activating the Address Book .................................................................... 65

Creating an Address Book Entry............................................................. 66

Working with Address Book Entries ..... 69 
  

 
 

71

 

  
 

  

 

 

 

 

 
 

Address Book Entry Details ......... .
Address Book Menu Commands..... 72

Deleting an Address Book Entry ..... 75

Chapter 5 — To Do List ................................................................................... 77

Activating the To Do List .......... 77

Working with To Do Items ....... 78
To Do Item Details .................... 80

To Do List Menu Commands ................................................................... 83

Deleting a To Do Item .............................................................................. 85

Chapter 6 — Memo Pad ..................................................................................87

Activating the Memo Pad.......... 87

Working with Memos ............... 88

Arranging Memos...................................................................................... 90
Memo Pad Menu Commands .................................................................. 91

Deleting a Memo ....................................................................................... 93

Chapter 7 — Expense..................95

Activating Expense ................ ........ 96

Creating an Expense Item ........................................................................ 98

Receipt Details ......................................................................................... 100

Show Options ........................................................................................... 103

Expense Menu Commands .................................................................... 104

Transferring Your Data to Microsoft Excel ................ 107

Printing an Expense Report.................................................................... 111

Chapter 8 — Additional Features................................................................ 113
Find Command ........................................................................................ 113

Phone Lookup .......................................................................................... 114
PalmPilot Calculator.................116

Memory Application.................118

Security System .......... .......... 120
Graffiti® ShortCuts ..... ...... 124
Menu Commands ....... ........ .......... 127

Graffiti Strokes ......................................................................................... 129

page 2 PalmPilot Handbook



��������	
�������
���
��������������������������������������
� ������

�����������������

������
���
�������������� �!���""""""""""""""""""""""""""	#	$%&'(�)*+,)-+&(�./01(&2333333333333333333333333333333333333333333333333333333333333333333333333454670(/,�8/9'-:/,/;(03333333333333333333333333333333333333333333333333333333333333333333333333333345<6&=(>*:/�?;0(*++*(-&;3333333333333333333333333333333333333333333333333333333333333333333333333333333345<��������	@���A���B����������
��B"""""""""""""""""""""""""""""""""""""""""""""""""""""""""	#CDE/�F&(67;G�):&G/00�*;H�(E/�F&(67;G�I*;*J/:3333333333333333333333333333333345KL&;H'G(-;J�*�M&G*+�F&(67;G33333333333333333333333333333333333333333333333333333333333333333345K6/+/G(-;J�F&(67;G�N2(-&;033333333333333333333333333333333333333333333333333333333333333333333345OL'0(&,-P-;J�(E/�F&(67;G�Q/*(':/3333333333333333333333333333333333333333333333333333333334RST0/:�):&=-+/33333333333333333333333333333333333333333333333333333333333333333333333333333333333333333333334R<L&;H'G(-;J�*�F&(67;G�U-*�I&H/,333333333333333333333333333333333333333333333333333333334RR��������		��������

����V��
������������B�W����
���
����������������������"""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""	X�T0-;J�(E/�)*+,)-+&(�?;0(*++�D&&+3333333333333333333333333333333333333333333333333333333333334ROY*,/033333333333333333333333333333333333333333333333333333333333333333333333333333333333333333333333333333334KS��������	Z���[� ������""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""	C	D:&'%+/0E&&(-;J333333333333333333333333333333333333333333333333333333333333333333333333333333333333334K48/0/((-;J�(E/�)*+,)-+&(\�L&;;/G(/H�N:J*;-P/:33333333333333333333333333333333334K]_̂_̀abcd�̂e�D/GE;-G*+�6'22&:(f�6/:U-G/�*;H�8/2*-:33333333333333333333333334Kg_̂_̀abcd�he�ij2/;0/�D/,2+*(/03333333333333333333333333333333333333333333333333333333334]S_̂_̀abcd�ke�L:/*(-;J�*�L'0(&,�ij2/;0/�8/2&:(3333333333333333333333333333334]R5L&,�i;H�T0/:�6&=(>*:/�M-G/;0/�$J://,/;(33333333333333333333333333333333333334g]M-,-(/H�l*::*;(733333333333333333333333333333333333333333333333333333333333333333333333333333333333334gmQLL�6(*(/,/;(333333333333333333333333333333333333333333333333333333333333333333333333333333333333333334mSL*;*H-*;�8Q?�6(*(/,/;(33333333333333333333333333333333333333333333333333333333333333333333333334m4����n""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""""	oZ

5

Chapter 9 — Installing PalmPilotT” Desktop Software .......................... 131
About PalmPilot Desktop........................................................................ 131

System Requirements ............................................................................. 132
Software Installation ................................................................................ 132

Chapter 10 — HotSync” Technology........................... 135
 
 

135The HotSync Process and the HotSync Manager......

Conducting a Local HotSync .................................................................. 135

Selecting HotSync Options ..................................................................... 139

Customizing the HotSync Feature ......................................................... 140
User Profile .............................................................................................. 142

Conducting a HotSync via Modem ........................................................ 144

Chapter 11 — Installing Applications on your PalmPilotTM
Connected Organizer..................................................................................... 149

Using the PalmPilot Install Tool ............................................................ 149
Games ....................................................................................................... 150

Chapter 12 — Reference .............................................................................. 151

Troubleshooting ...................................................................................... 151

Resetting the PalmPilot1M Connected Organizer .................................. 156

Appendix A: Technical Support, Service and Repair ......................... 157

Appendix B: Expense Templates......................................................... 160

Appendix C: Creating a Custom Expense Report .............................. 164

3Com End User Software license Agreement ..................................... 176

Limited Warranty..................................................................................... 178
FCC Statement ......................................................................................... 180

Canadian RFI Statement ......................................................................... 181

Index ................................................................................................................ 182

Chapter 1: The PalmPilotT" Connected Organizer and its Controls page 3



������ ���	�
����
�������

����������������	�
��������������������
��������
��������������� !"#$!"%��&����'�# �(# )*!&+��,�"*+�-!$.-%$�")���+)"+/�� �!�%0+ 1��2*%&�*!�/3��4�/+&) %3+&�*�5"��#&+�'�# �-!$.-%$�"�� �!�%0+ �!�/�"*+�!(($%)!"%��&"*!"�)�.+�5%"*�%"12*%&�)*!("+ �+6($!%�&�"*+�(*'&%)!$�3#""��&�!�/�)��" �$&��,�'�# -!$.-%$�"7�*�5�"��%�&"!$$�"*+�3!""+ %+&7�!�/�&!,+"'�!�/�)! +�"%(&18�����������9:������������������2*+�,�$$�5%���/%!� !.�&*�5&�"*+�&) ++�7�3#""��&�!�/�)��" �$&$�)!"+/����"*+�, ��"�(!�+$��,�"*+�-!$.-%$�";<=>?<@>AB�CDEFFGHE=II@B@J�K=GLME@B@GNEFDANG@B@AG�CAIBM=EFME@B@GN�=EF=
OPP>@D=B@AG�QRBBAGCSDEA>>�QRBBAGC<AMFE�QRBBAGT�U=DV>@NKBAGWAII�DAGBEA>XAGBE=CBDAGBEA>

6



��������	
�������
���
��������������������������������������
� ������

� ������� !�"#$%%&'��()*�+,-.+/-01�234**5�6/27-,82�1)*/5904.,1/05�2104*6�/5�80:4�+,-.+/-01;�,56�/2�10:3)<2*52/1/=*�104*27056�10�1)*�218-:2>��()*�+,-.+/-01�234**5�,-20�6/27-,82305140-2�,56�2*11/5?2�1),1�80:�:2*�@/1)�80:4�,77-/3,1/052>� A$�BB�!�C�D�&EF$�!�&G�$%# G&�!� &�" B!F�$%�F$�!�&G��$%�'()*�H4,99/1/�),56@4/1/5?�4*30?5/1/05�2091@,4*�@4/1/5?�,4*,�/21)*�,4*,�@)*4*�80:�@4/1*�7*5�2140I*2�09�1)*�H4,99/1/�,-7),J*1>K*9*4�10�1)*�2*31/05�*51/1-*6�LM2/5?�1)*�N18-:2�10�O4/1*�(*P1Q1),1�,77*,42�/5�R),71*4�ST�UVWXYZ[�\Y]̂�]̂_�̀abc̀ YbV]deVZZ_f]_g�hW[aZYi_W�904�/5904.,1/05�,J0:1�)0@�10�@4/1*H4,99/1/�3),4,31*4�2140I*2>� j#$ ���kl!! &"'��()*�2340--�J:11052�,4*�:2*6�10�4*=/*@�1*P1,56�01)*4�/5904.,1/05�1),1�*P1*56�J*8056�1)*�,4*,�09�1)*+,-.+/-01�234**5>��()*�-0@*4�2340--�J:1105�/2�:2*6�10�L2340--60@5Q�10�4*=/*@�/5904.,1/05;�,56�1)*�:77*4�2340--�J:1105�/2:2*6�10�L2340--�:7Q�10�=/*@�1)*�*,4-/*4�/5904.,1/05�L,J0=*�1)*234**5>Qm5�1)*�n,1*�o00I;�1)*2*�J:11052�,4*�:2*6�10�/534*.*51�1)*6,8;�@**I�04�.051)�=/*@2>� � F%$�kl!! &'��()*�70@*4�J:1105�/2�:2*6�10�1:45�80:4+,-.+/-01�05�04�099>��m9�+,-.+/-01�/2�1:45*6�099;�74*22/5?�1)*70@*4�J:1105�@/--�1:45�1)*�:5/1�05;�,56�/..*6/,1*-8�,31/=,1*1)*�-,21�,77-/3,1/05�1),1�@,2�/5�:2*�p4*1:45�10�1)*�-,21�234**580:�@*4*�=/*@/5?q>m9�80:4�+,-.+/-01�/2�1:45*6�05;�74*22/5?�1)*�70@*4�J:1105�@/--1:45�1)*�:5/1�099;�)*-7/5?�10�3052*4=*�J,11*48�-/9*>()*�70@*4�J:1105�,-20�305140-2�1)*�+,-.+/-01�04?,5/r*4s2J,3I-/?)1�9*,1:4*>��t0-6�1)*�70@*4�J:1105�60@5�904�auVv]�]\Vw_fVZgw�10�1:45�1)*�J,3I-/?)1�9*,1:4*�05�04�099>� xyy��#�!� &�kl!! &"'��()*�,77-/3,1/05�J:11052�,4*�:2*6�10,31/=,1*�1)*�/56/=/6:,-�+,-.+/-01�,77-/3,1/052;�,56�*,3)�J:1105),2�,�6/21/531/=*�/305�1),1�3044*270562�10�/12�,77-/3,1/05>��z0:4,77-/3,1/05�J:11052�,77*,4�05�1)*�94051�7,5*-�09�80:4+,-.+/-01T�n,1*�o00I;�{664*22�o00I;�(0�n0�|/21;�,56�}*.0+,6>��()*2*�J:11052�3,5�J*�4*,22/?5*6�10�,31/=,1*�,58,77-/3,1/05�2104*6�05�80:4�+,-.+/-01�04?,5/r*4>

7



������ ���	�
����
�������

����������������� �!��"�!#�$���%&"���"��&%'����(�)�%##!&*��&����"+%��))�!$�"!�&�,�""�&#�-!����$"!.�"%���� �!��"(��&'!  %'!�"%���'!#)����"+%�$���%#)�&'!&*��))�!$�"!�&/0 12345674�8234529:��;+%�$�&"��#"�$�&"����!#��#%'�"���'<�#"�"+%�))%���&$%����"+%���� �!��"�#$�%%&�����"+%�$�%��%#"�#$�%%&'!#)���/��=%)%&'!&*��&�"+%��!*+"!&*�$�&'!"!�&#����"% )%��"��%���"+%�%&.!��& %&"�-+%�%������#%�"+%���� �!��"(����� ��&%%'�"���'<�#"�"+%�#%""!&*����"+%�$�&"��#"�$�&"���/���	�
����>�?�@A;+%�#"���#�!#�#"��%'�!&���#!��� ��'%'�!&"��"+%��!*+"B+�&'�#!'%������ �!��"/��;���#%�"+%�#"���#(�#�!'%�!"���"���� �"+%�#!��(��&'�*��#)�!"!&�������!&*%�#��#�����-���'���)%&����)%&$!�/CDEFGH
IJK�L�MN����O�-��#��#%�"+%�)�!&"����"+%�#"���#�����"�))!&*(��� �P!&*�#"��P%#��&�"+%���� �!��"�#$�%%&/��Q%.%���#%��&��$"����)%&()%&$!������"+%��#+��)��,<%$"�"��-�!"%��&�"+%���� �!��"�#$�%%&/
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Note: If your PalmPilot is currently turned off, pressing any of
the application buttons will activate PalmPilot, and
immediately display the corresponding application.

I Contrast control. The contrast control is used to adjust the
appearance of the PalmPilot screen for the clearest screen
display. Depending on the lighting conditions or temperature
of the environment where you use the PalmPilot, you may
need to adjust the setting of the contrast control.

PalmPilot Stylus

The stylus is stored in a silo molded into the right-hand side of
PalmPilot. To use the stylus, slide it out from the silo, and grasp it
in your fingers as you would a pen or pencil.

 
Important: Always use the point of the stylus for tapping, or
making strokes on the PalmPilot screen. Never use an actual pen,
pencil or other sharp object to write on the PalmPilot screen.

page 6 PalmPilot Handbook
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Battery Installation

To use the PalmPilot, you must install two (2) AAA alkaline
batteries. The batteries fit behind the battery door on the back of
your PalmPilot.

To install the batteries in your PalmPilot,
1.

page 8

Remove the battery door from the rear of PalmPilot.
Push on the thumb recess on the battery door, as
shown in the following diagram:

Push on thumb recess 
While pushing the thumb recess, slide the battery door out
and away from PalmPilot.

Install the two (2) AAA alkaline batteries into the battery
compartment. These batteries are supplied with your
PalmPilot.

A diagram in the interior of the battery compartment shows
the orientation of the + and - ends of the batteries.

When correctly installed, the batteries will be secured by clips
in the battery compartment.

Replace the battery door. When correctly installed the battery
door will “click” into position, and be flush with the back of the
PalmPilot.

PalmPilot Handbook
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The remainder of this chapter contains general information about
PalmPilot and the PalmPilot Cradle.

Safety Tips

Your PalmPilot is designed to be rugged and reliable, and will
provide years of trouble-free service. However, you should
observe the following general tips when using your PalmPilot:

I Take care not to scratch the screen of your PalmPilot. When
working with PalmPilot, use the supplied stylus, or plastic-
tipped pens intended for use with a touch-sensitive screen.
Never use an actual pen or pencil, or other sharp objects on
the surface of the PalmPilot screen.

I Your PalmPilot is not water proof, and should not be exposed
to rain or moisture. Under extreme conditions, water may
enter the circuitry through the front panel buttons. In general,
treat your PalmPilot as you would a pocket calculator or other
small electronic instrument.

I The touch-sensitive screen of your PalmPilot contains a glass
element. Take care not to drop your PalmPilot, or subject it to
any strong impact. Do not carry the PalmPilot in your back
pocket: if you sit on it, the glass may break.

I Protect PalmPilot from temperature extremes. Do not leave
PalmPilot on the dashboard of a car on a hot day, and keep it
away from heaters and other heat sources.

I Do not store or use PalmPilot in any location that is extremely
dusty, damp or wet.

I If it becomes necessary to clean your PalmPilot, use a soft,
damp cloth. If the surface of the PalmPilot screen becomes
soiled, it may be cleaned with a soft cloth moistened with a
diluted window-cleaning solution.

Battery Life and Considerations

Please note the following considerations when replacing the
batteries in your PalmPilot:

page 10 PalmPilot Handbook
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I Under normal conditions, PalmPilot organizer’s batteries will
provide several months of normal use. Battery life can be
conserved by minimizing the use of the backlight feature, and
changing the Auto-Off setting that automatically turns the
PalmPilot off after a period of inactivity (refer to Chapter 2:

Working with the PalmPiIot7M Connected Organizer).

I If the batteries become low in the course of normal use, an

alert will appear on the PalmPilot screen, describing the low
battery condition. If this alert appears, you should perform a

HotSync1M synchronization to back up your data with a desktop
computer before you replace the batteries. This will help
prevent accidental data loss.

Note: A complete explanation of how to use the HotSync

feature appears in Chapter 10: HotSync” Technology.

I When replacing the batteries, begin by turning the PalmPilot
off (so there is no screen display). Never remove the batteries
while the PalmPilot is turned on.

I When replacing the batteries, always use good quality
batteries of the same type. Use only alkaline batteries with
your PalmPilot.

I When the batteries are removed, the built-in backup power of
your PalmPilot will maintain memory data for a period of up
to one minute. Whenever you remove the batteries, they
should be replaced immediately. If you encounter any
difficulties in the course of battery replacement, reinstall the
original batteries and wait a few minutes for the backup power
to recharge.

I If the batteries are drained to the point where your PalmPilot
will not operate, it will safely store your data for about a
month. In this case, there is enough residual energy in the
batteries to store the data, but not enough to turn on the
PalmPilot. Ifyour PalmPilot will not turn on when you press
the green power button, you should replace the batteries
immediately.

I If you leave the drained batteries in your PalmPilot for an
extended period of time, all of the stored data will be lost. If
this happens, replace the batteries and use the reset button to

Chapter 1: The PalmPilotT" Connected Organizer and its Controls page 11
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reset your PalmPilot. Refer to the section entitled “Resetting

the PalmPilot1M Connected Organizer” in Chapter 12: Reference
for information about how to use the reset button. After you
reset the PalmPilot, perform a HotSync operation to restore
the data from your PC.

page 12 PalmPilot Handbook
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5. Tap the OK button to close the Set Time dialog and return to
the General Preferences screen.

At this point, the time you selected appears in the Set Time area of
the General Preferences screen.

Setting the Current Date
The Set Date button of the General Preferences is used to set the

current date for your PalmPilot.

To set the current date:

1. Tap the date. The Set Date dialog appears.

2. In the Set Date dialog, tap the arrows at the top to select the
current year.

Tap arrows to select year

 

    Jul Hug Sep Oct Nov
S “G T \H T F S

123-56

 
Tap to select month

F 8 9 10 11 12 13
14 15 16 1? 18 19 20
21 22 23 24 25 26 2?
28 29 30

Tap to select date 
3. Below the year is a listing of months. Tap to select the current

month.

4. Finally, tap the current date. The Set Date dialog closes, and
you are returned to the General Preferences screen.

Auto 017Delay
Your PalmPilot has an automatic shutoff feature that will turn off

the power after a period of inactivity. If the backlight is activated,
this automatic shutoff feature turns off the backlight as well as the
PalmPilot. This feature helps conserve battery power in case you
forget to turn off PalmPilot.

page 16 PalmPilot Handbook
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Format Preferences

The Format Preferences screen is used to set the format of the

dates, times, and numbers displayed by your PalmPilot.

To activate the Format Preferences screen:

1. Tap the text that appears in the upper-right corner of the
Preferences screen. The pick list appears, as shown in the
following diagram:

 

 

  

 

Tap here

_references V G neral Buttons 7 TapDigitizer FormatsSet Time: Set Time:

Set Date: Set Date: Modm
fluto-offofter: v Zmlnutes ; fluto-offufter: v . Owner

l—‘ ShortCuts  System Sound: 3
fllorm Sound: I?
Game Sound: Bf

System Sound: 3'
mam Sound: 3'
Game Sound: I?    
 

2. Tap Formats in the pick list. The Formats Preferences screen
appears, as shown in the following diagram:

Preferences 7 Formats
Preset to: v United States

Time: v HH:MM amrpm10:33 am
Dute: v MKDKY

4.94/96
Flpr 4, 19%

Weekstorts: V Sunday
Numbers: 7 1,000.00 

Country Default

The country default sets date, time, and number conventions that
are common for a variety of regions where you might use your
PalmPilot. For example, in the United Kingdom, time often is

expressed based on a 24-hour clock. In the United States it is
based on a 12-hour clock with an AM or PM suffix.

page 18 PalmPilol Handbook
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T0 set the country default:

1. Tap the country name. The pick list appears, as shown in the
following diagram:

Tap here Tap to select
count

v Formats Preferences Hong Kong ry_ . _ Iceland
Preset to. United States Preset to. Ireland

Time: v HH:MM dm/pm ‘ _ "a". . Japan
”-33 “m ' LuxembourgDate: v MID/Y Date: Netherlands
4/4/96 New Zealand
"PF 4.1995 Norway

Weekstarts: v Sunday Weeksturts: Spain
Numbers' v 1 000 no Numhers‘ swede"' ' ‘ ' Switzerland

United Kin-dam
united Eidtefi

  
2. The pick list offers a variety of country options. Tap to select

the setting you want to use.

Note: Selecting a country default will define the default settings for
the Time, Date, Week start day, and the numbers formats used by
all applications. You may further change these default settings for
your own preferences, as described in the following sections.

Time, Date, Week Start, and Numbers Formats

The Time setting defines the format for the time of day. The time
format that you select will be used for all applications on your
PalmPilot.

T0 select the Time, Date, Week Start, and

Numbers format:

1. Tap the Time selector, and its corresponding pick list appears.

Tap to select the Time format that you want for your
PalmPilot. When selected, an example of the current time
appears under the Time format selector.

2. Tap the Date selector, and its corresponding pick list appears.
Tap to select the Date format that you want for your PalmPilot.

Chapter 2: Working with the PalmPilotTM Connected Organizer page 19
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When selected, an example of the current date appears under
the Date format selector.

3. Tap the Week starts selector, and its corresponding pick list
appears. Tap to select whether you want the first day of the
week to be either Sunday or Monday. This setting controls

the Day, Week, and Month Views in the Date Book application,
and all other aspects of PalmPilot that display a calendar.

4. Tap the Numbers selector, and its corresponding pick list
appears. Tap to select the Numbers format that you want for
your PalmPilot. When selected, an example of the Numbers
format appears in the Numbers selector.

Modem Preferences

The Modem Preferences screen enables you to define the settings

for a modem directly connected to the PalmPilot.

To activate the Modem Preferences screen:

1. Tap the text that appears in the upper-right corner of the
Preferences screen. The Preferences pick list appears.

2. Tap Modem in the pick list. The Modem Preferences screen
appears, as shown in the following diagram:

_references V ModemModem: v USRobotics Courier
Speed: v 28,800 bps

Speaker: v Low
Flow (tI: v Standard

String: fiT&FM1&fi1&BI&H1& 

 
   

3. Tap either the TouchTone or Rotary buttons as necessary for
your particular telephone connection. The TouchTone setting
is the default, and will be correct in most cases. You should

only select the Rotary setting if you are certain that your
telephone service does not support TouchTone dialing.

page 20 PalmPilol Handbook
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4. Tap the Modem pick list. The list includes modems that are
compatible with the PalmPilot. Tap to select the type of
modem connected to your PalmPilot.

5. Note: If the modem connected to your PalmPilot is not listed
by name, choose the Hayes Basic selection. In most cases, the
Hayes Basic settings will be close enough to optimal so that
the PalmPilot will function correctly.

6. Tap the Speed pick list. Tap to select the maximum speed that
corresponds to the modem that you selected in step #4.

7. Tap the Speaker pick list. Tap to select the speaker volume
that you want for the modem.

8. Tap the Flow Control (Flow Ctlz) pick list. Tap to choose
Standard, On (Xon), or Off (Xoff) flow control for the modem
connection.

9. The String setting is a text-editable area that enables you to
make changes to the modem set-up string. You may edit or
make changes to this string as necessary for your particular
modem connection.

Note: The settings in the Modem Preferences screen are for
PalmPilot applications that activate and use a modem. You can
also display the Modem Preferences screen by tapping the Modem
Setup button in the HotSync application. Refer to Chapter 10:

HotSync7M Technology for more information about the HotSync
application.

Owner Preferences

The Owner Preferences screen enables you to record a name,
company name, phone number, or any other information that you
want associated with your PalmPilot.

Chapter 2: Working with the PalmPilotT" Connected Organizer page 21
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TO activate the owner Preferences SCFGEI’I.’

1. Tap the text that appears in the upper-right corner of the

Preferences screen. The Preferences pick list appears.

2. Tap Owner in the pick list. The Owner Preferences screen

appears, as shown in the following diagram:

_references V Owner
This Pilot is owned by'

[n

 

   
3. Enter the text that you want associated with your PalmPilot. If

you enter more text than will fit on one screen, a scroll bar is
automatically activated on the right side of the screen, as

shown in the following diagram: 

_references V
3

 
Scroll bar
activated

    
 

If you have used the Security application to turn off and lock the
PalmPilot with a password, information that you put in the Owner
Preferences is displayed the next time the PalmPilot is turned on.
Refer to the section entitled “Security System” that appears in
Chapter 8: Additional Features for more information.

If you have assigned a Password (with the Security application),
the information in the Owner Preferences screen is “locked” and

cannot be changed. In this case, an Unlock button appears at the
bottom of the screen.

page 22 PalmPilol Handbook
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To unlock the Owner Preferences screen:

1. Tap the Unlock button. The Unlock Message dialog appears.

2. Enter the password that you defined in the Security
application, and tap the OK button.

Buttons Preferences

The Buttons Preferences screen enables you to associate different
applications with the PalmPilot organizer’s physical buttons.

For example, if you find that you seldom use the To Do List
application, you can assign the To Do List button to start a
different application, such as the Expense application.

To activate the Buttons Preferences screen:

1. Tap the text that appears in the upper-right corner of the
Preferences screen. The Preferences pick list appears.

2. Tap Buttons in the pick list. The Buttons Preferences screen
appears.

3. Tap the pick list next to the button you want to assign. The
pick list shows all the applications that are currently installed
on your PalmPilot, as shown in the following diagram:

_references "
Select an upplicutio -
customize each hutt Address

Tap arrow
to show pick list

Memorg
Prefs
SecuritgTo Do List
  

4. Tap to select the application that you want to assign to the
button.

Any changes that you make in the Buttons Preferences screen
become effective immediately; you do not have to change to a
different screen or application.

Chapter 2: Working with the PalmPilotTM Connected Organizer page 23
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The following Pen preferences settings are
available:

I Backlight. This setting will activate the backlight feature of
the PalmPilot Personal and PalmPilot Professional Edition

organizers. This setting can be used, instead of the power
button, to turn the backlight on and off.

I Keyboard. This is the default setting, and activates the on-
screen keyboard for entering text characters.

I Graffiti Help. This setting activates a series of screens that
show the complete Graffiti penstroke character set.

I Turn Off & Lock. This setting will turn off and lock the
PalmPilot. You must assign a password to lock the PalmPilot.
When locked, you will need to enter that password the next
time you use your PalmPilot.

HotSync Buttons Preferences

The Buttons Preferences screen also enables you to associate

different applications with the HotSync button on the PalmPilot

Cradle, and the HotSync button on the optional PalmPilotTM Modem.

T0 Change the HotSync Buttons preferences:

1. In the Buttons Preferences screen, tap the HotSync-H5m button. The HotSync Buttons dialog appears.

2. Tap the pick list next to the button you want to assign. The
pick list shows all the applications that are currently installed

on your PalmPilot, as shown in the following diagram:

HotSync Buttons

Tap arrow
to show pick list

Memo Pad
MemoryPrefs
SecuritgTo Do List 

3. Tap to select the application that you want to assign to each

button. The default setting for each button is HotSync, which

Chapter 2: Working with the PalmPilotTM Connected Organizer page 25
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means the Cradle and optional PalmPilot Modem perform
their normal HotSync functions.

Any changes that you make in the HotSync Buttons Preferences
screen become effective immediately; you do not have to change
to a different screen or application.

ShortCuts and Digitizer Preferences

The Preferences pick list includes the ShortCuts item. ShortCuts
are abbreviations for entering text. The use of ShortCuts is
explained in Chapter 8: Additional Features.

The Preferences pick list also includes the Digitizer item, which
activates the digitizer calibration screen. This is the same screen
that appears when you start your PalmPilot for the first time. A
complete description of how to use the digitizer calibration screen
appears earlier in this chapter, in the section entitled Starting
PalmPilot for the First Time.

PalmPilot Applications

Your PalmPilot is equipped with a variety of applications. The four
main applications, Date Book, Address Book, To Do List and
Memo Pad, can be activated with the front panel buttons on your
PalmPilot. These four buttons can also be reassigned to any
application installed on your PalmPilot, as described in the section
entitled “Buttons Preferences” that appeared earlier in this
chapter.

However, all applications installed on your PalmPilot appear in the
Application picker. You can access and use the application picker
to start any application installed on your PalmPilot.

page 26 PalmPilot Handbook
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To access the Application picker:

Tap the Applications button on the PalmPilot

0 screen. The Application picker appears, as shown
in the following diagram:

®@@Hddress Col: Date Book

9@@HotSync Memo Pad Memory

0“Pref: Security To Do List
1:53 pm Battery _:|
 

Note: Different models of the PalmPilot may have different
applications included. You may install additional applications as

described in Chapter 11: InstallingApplications on your PalmPilot7M
Connected Organizer.

The Application picker also shows the current time, and the
condition of the batteries in your PalmPilot.

Starting Applications

The Application picker displays icons for each application
currently installed in your PalmPilot. The order of the icons is
alphabetical.

To start an application:

I Tap the icon of the application that you want to start. If you
have a large number of applications installed on your
PalmPilot, you will have to use the down-arrow to see all of
your applications.

As a shortcut, you can write the Graffiti® handwriting software
character stroke for the first letter of the application you want
to use. The Application picker will scroll to the first
application that begins with that letter.

Chapter 2: Working with the PalmPilotT" Connected Organizer page 27
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Writing Letters with Grafiiti

Any character you can type on a standard keyboard can be entered
with Graffiti. The strokes recognized by Grafliti are designed to
closely resemble those of the regular alphabet. This makes it
quick and easy to learn Graffiti. Most users find they can enter
text quickly and accurately with only minutes of practice.

There are four basic concepts for successful

text entry w1'th Graffit1':

I If you draw the character shape exactly as shown in the tables
later in this chapter (like the shapes shown in the following
diagram), you will achieve 100% accuracy for entering text.

I The heavy dot that appears on each shape shows where to
begin the stroke. Certain characters are created with similar
shapes, but have different beginning and end points. Always
begin the stroke at the heavy dot.

I Most characters can be created with a single stroke. When
you lift the stylus from the Graffiti writing area, your PalmPilot
recognizes and displays the text character immediately.

I The Grafliti writing area is divided into two parts: one for
writing the letters of the alphabet, and one for writing
numbers. The small marks at the top and bottom of the
Grafliti writing area indicate the two areas, as shown in the
following diagram.

Chapter 2: Working with the PalmPilotT" Connected Organizer page 29
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That’s all there is to it! When you lift the stylus from the screen,
your PalmPilot recognizes your stroke immediately and prints the
letter character at the insertion point on the screen.

As soon as you lift the stylus from the screen, you can begin the
stroke for the next character that you want to create.

Note that there are two different stroke shapes available for some
letters. For these letters, choose the one that’s easiest for you.

Important: You must begin the character strokes in the Grafliti
writing area. Ifyou do not make Grafliti strokes in the Grafliti
writing area, they will not be recognized as text characters.

Grafiiti Tips

When writing with Graffiti, keep these tips in
mind:

I Accuracy improves when you write large characters. You
should draw strokes that nearly fill the Grafliti writing area.

I To delete characters, simply set the insertion point to the right
of the character you want to delete and make the backspace
stroke (a line from right to left) in the Graffiti writing area.

I Write at natural speed. Writing too slowly can generate
recognition errors.

I Do not write on a slant. Vertical strokes should be parallel to
the sides of the Graffiti writing area.
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33



������� ��	
��	�
���������

����������
���	�����
���

�� �
����� ��

�� �
������ �� ��� � ��� ! ����" ���� #$ % ����& ���� '( ��� )* +, - ���. /0 1 ���2 3 ����4 5'6789 �78:'6789 7;;<7=9%9>?;@ !9;<AB >76>C<89
34

The Graffiti Alphabet
Letter

>

Strokes Letter Strokes

 

03> U3 

 

 m10
 

 63"]‘6
 

 

 

 

 «K<
 

ZHWHHEDwt-ndnw EBTXLHTQTNUO N<xg<camwpwoz N¥XE<CJMFQWOZ
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III-IIIIED

III-III..-

KNEE

Writing Accented Characters

To create accented characters, draw the stroke normally used to
create the letter, followed by an accent stroke. Graffiti then adds
the accent to the letter.

For example, the following diagram shows the strokes required to
draw an accentede“ ”

€=e

Accent Strokes

a a a a a a

\ / /\ NMO
Using these accent strokes, you can write the following accented
letters:

 

        

aéééééééééiiiiooooou

fifiufly

page 36 PalmPilot Handbook
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w v Unfiled Memo I on

on-screen
keyboard

 

        
 

        
 

         
 

      
           

Note: The full-screen pen stroke can be reassigned to perform
other functions on your PalmPilot. Refer to the section
entitled “Buttons Preferences” that appears earlier in this
chapter.

Numbers and International Characters

The on-screen keyboard also includes screens for numeric and
international characters. The following diagram shows the three
screens that are available:

_|
EIIIEIII-fllflfl
IfllIIIIEIEIIIII
III-“IMMI-
-—II

 
 
 

 

  
  

  
 

 
  

              
tap here
 

  
International  

       
 

        
 

  
You may switch among the three screens at any time when using
the on-screen keyboard to generate the exact text that you need
for your PalmPilot.

Chapter 2: Working with the PalmPilotT" Connected Organizer page 39
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been copied can be pasted into another area of the PalmPilot
application, or into a different PalmPilot application.

I Paste. The Paste command inserts text that has been cut or

copied at the selected point in your PalmPilot application. The
Paste command will replace any selected text. If no text has
been previously cut or copied, the Paste command does
nothing.

I Select All. The Select All command selects all of the text on

the current record or screen. This enables you to
subsequently cut or copy all of the text, and paste it elsewhere.

I Keyboard. The Keyboard command activates the on-screen
keyboard. When you are finished with the on-screen
keyboard, tap the Done button.

I Grafiiti. The Grafliti command activates screens that show

the Grafliti character strokes. Use this command any time you
forget a stroke for a particular character.

On-line Tips

A dialog is a screen that appears on your PalmPilot, prompting you
to enter information or make settings. A dialog always contains a
Done button, so you can close the dialog when you are through
with it. The on-screen keyboard is an example of a dialog.

Many of the dialogs that appear on your PalmPilot contain an on-
line tips button in the upper right corner. On-line tips contain a
summary about what is required by the dialog, short cuts for using
the dialog, or other useful information.

To use the on-Iine tips:

1. Tap the on-line tips button that appears in a dialog. The on-
line tips dialog appears, as shown in the following diagram:

page 42 PalmPilot Handbook
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tap here

You can access this keyboardvia the Edit menu ofl'nost
applications. You can also
displayI it by putting your
pen down in the Graffiti
writing area below, dragging
it to the top ofthe screen,
and lifting the pen.

 

    
 
     
  

2. When you are through reviewing the information in the on-line
tips dialog, tap the Done button.

On—line tips always relate to the function that you are currently
performing with your PalmPilot. Each dialog that appears has its
own on-line tips that relate to that specific dialog.

Using Categories

Categories are used to file individual Address entries, To Do items
or Memos into groups for easy review. Categories cannot be
assigned to Date Book events.

When you first create a record, it is listed as “Unfiled,” which
means it does not belong to any particular category. You can leave
a record as Unfiled, or assign it to a category at any time. Either
way, the record will always be available until it is deleted.

Note: The use of categories is optional. You do not need to assign
categories to use PalmPilot applications.

To assign a Category to a record:

1. Display the Details dialog of the record by tapping a To Do
item or Memo. For Address Book entries, tap the record, then
tap the Edit button in the Address View screen (refer to the
descriptions in each chapter for details).

2. Tap the Details button to display the Details dialog.
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3. Tap the currently assigned category (“Unfiled” for new
records). The Category pick list appears, as shown in the
following diagram:

  
 

 
 

Hddress Entry Details
Show in List: v Work

. Business(ate or _
_g y PersonalPrlmlte: QuickListUntil-2d

  
  
  

4. Tap to select the category that you want to assign to the
record.

5. Tap the OK button to close the Details dialog and activate your
setting.

The category you choose is only used for sorting and reviewing
records. The category you select does not affect the actual
contents of the record.

Using Categories in Lists

Once you have assigned categories to your records, you can easily
display lists of your record entries by category.

T0 use the Categories in the List:

1. In the List View, tap the category that appears in the upper-
right corner of the screen, as shown in the following diagram:
  

   
 
  

   

Tap here

_ddressList v flll fiddress List HII
Barons, Steven 0181 645-7894 W Barons, Steven IBUS'M“
Rbroms, Liz 0181 452-1554 w , Rbroms, Liz iPersonfl'
H(ker$, Doug 0388 452485 H .:° H(ker$, Doug ”Ufi'ed .
Rooms, Gomez 0484 405-451 H ‘~ Hdoms, Gomez Ed" memes-MBorklow, Vicki 0223 456—?89 w Borklow, Vicki 0223 456—?89 w
“3'7"“ ””5“” -"'i inn" :Irl 1:11:31 1.1.151

Boyer, Monty 0181 680-?826 H Boyev. Monty 0181 680-?826 HButter, Hndrea 0181548227? W Butter, Hndrea 0181548227? W
Cain, (othy 01817824246 w Cain, (othy 01817824246 wCarter, Scott 01452 348489 w Cortev, Scott 01452 348489 w
Colligan. Ed 0117 458275 w Colligan. Ed 0117 458275 w

Look Upburr ¢ Look Upburr ¢

    
  

2. The category pick list appears in the List screen. Tap the

category of entries that you want to view.

3. The List screen changes to show only the records that have
been filed in the category you have selected.
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Repeat the previous procedure, and tap Allin the Category pick list
to restore the list of all Address Book entries.

Note: When using applications with categories, pressing the
application button on the PalmPilot organizer’s front panel will
toggle through the available categories.

Defining a New Category

Your PalmPilot is supplied with two default categories: Business
and Personal. In addition, the Address Book contains the

QuickList category, designed as a “quick reference” of commonly
used names, addresses and phone numbers (such as doctor,
lawyer, etc.).

You can change the names of these default categories, or add new
categories to suit your needs. You can define up to 15 categories
for each application.

To define a new Address Book Category:

1. Tap the category that appears in the upper-right corner of the
screen, as shown in the following diagram:

  

 
    
  

Tap here Tap Edlt Categorles —\
_ddressList v an 'Business
Baker, Brenda 512-555-1213W Baker, Brenda Personal
Bremkamp. Terry FU?-643-2120W Bremkamp, Terry QuickListBrick, David 408-426-6410W Brick, David
Clayton, Gary 415-584-8155W Clayton, GaryDour, Dan 408-432-9344W Dour, Dan .. . .__ .. ....
Logan, Robert 800-669-3869W Logan, Robert 800-669-3869W
Mertz, Dean F14-F32-FUSSW Mertz, Dean F14-F32-FUSSW
Perez, Chris 503-499-3919W Pere2,(hris 503-499-3919W
Rasmussen,Dave ?14-283-6823W Rasmussen, Dave 714-283-6823W
Rasmussen, Rick 408-?3U-SFSSW Rasmussen, Rick 403-?30-SFSSW
Stein, Craig 310-556-2104W Stein, Craig 310-556-2104W

Look Up: ............................ fi Look Up: ............................ fi

. . . TM .
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2. Tap the Edit Categories item. The Edit Categories dialog

appears on the screen, as shown in the following diagram:

Edit Categories 3
Business
Calls
Personal
Pilot

QuickList  
Comte
 

3. Tap the New button. Another Edit Categories dialog appears,
as shown in the following diagram:

Edit Categories
Enter (I new category name:

 
4. Enter the name of the new category, and tap the OK button to

close the Edit Categories dialog.

5. Tap the OK button to close the main Edit Categories dialog.

6. Any changes you have made in the Edit Categories dialog
appear in the Category pick list. You may edit any of your
records, and file them in the new categories as appropriate.

Note: You can “merge” two or more Categories by assigning them
the same name. For example, if you change the name of the
“Personal" category to the name “Business,” all entries formerly in
the Personal category will appear in the Business category.

Renaming Categories

You can also use the Edit Categories dialog to change the names

of any existing category.

T0 Change the name of an Address Book

Category:

1. Tap the category pick list that appears in the upper-right
corner of the screen.
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2. Tap the Edit Categories item. The Edit Categories dialog
appears on the screen, as shown in the following diagram:

Edit Categories 8
Business
Calls
Personal
Pilot

QuickList  
Com
 

3. Tap to select the category that you want to rename, and then
tap the Rename button. Another Edit Categories dialog
appears, as shown in the following diagram:

Edit Categories
Ent a new category name:

 
4. Enter the new name that you want to assign to the category,

and tap the OK button to close the Edit Categories dialog.

5. Tap the OK button to close the first Edit Categories dialog.

6. Any changes you have made in the Edit Categories dialog
appear in the Category pick list. You may edit any of your
records, and file them in the new categories as appropriate.

Note: You can “merge” two or more Categories by assigning them
the same name. For example, if you change the name of the
“Personal” category to the name “Business,” all entries formerly in
the Personal category will appear in the Business category.

Note: You can also edit and assign categories from the Address
Edit View (Address Book) and Memo View (Memo Pad). Refer to

the chapters for those applications for details.

Attaching a Note to a Record

PalmPilot applications (except the Memo Pad) enable you to
attach a note to an item, record or event. A note is anything that
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you want to write, and can be up to several thousand characters
long. For example, ifyou have scheduled an appointment in the
Date Book application, you could attach a note with directions to
the location of the appointment.

To attach a note to an item, record, or event:

1. PalmPilot applications have a Details button, that enables you
to define the characteristics of individual records. Tap the
Details button to display the Details dialog.

2. With the Details dialog on the screen, tap the Note
button. The Note dialog appears.

3. The name of the event appears at the top of the Note dialog.
Write Grafliti character strokes (or use the on-screen

keyboard) for the text you want to appear in the note. Use the
Carriage Return stroke to move down to new lines in the note.

4. Tap the Done button to close the Note, and return to the
Details dialog.

5. Tap the OK button to close the Details dialog and confirm
your settings. The application screen reappears.

6. A small note icon appears at the right side of any item that has
a note attached, as shown in the following diagram:

Note attached

  
 

4:00

[$1 
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Chapter 3

Date Book

@ The Date Book enables you to quickly and easilyschedule appointments, or any kind of activity associated
with a time and date.

With the Date Book, you can:

I Make a description of an appointment, and associate it with a
specific time and date.

I Use the Week View feature to display a chart ofyour appoint-
ments for an entire week. The Week View feature also makes it

easy to spot any potential scheduling overlaps or conflicts.

I Use the Month View feature to quickly spot days where you
have morning, lunch, or afternoon appointments.

I Activate an alarm to sound an audible “beep” tone prior to the
scheduled activity.

I Create reminders for events that are based on a particular
date, rather than time of day. Birthdays and anniversaries are

easy to track with your PalmPilot1M connected organizer.

I Attach notes to individual events, for a description or
clarification of the entry in your Date Book.

Activating the Date Book

Push the Date Book button on the front panel of the PalmPilot1M
connected organizer. The screen will change to display the Date
Book screen.

Chapter 7: Expense page 51
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Date Book button

  
Note: When working with the Date Book, you can immediately
change to any other application (Address Book, etc.) of your

PalmPilot by pushing the front panel buttons. Any work you have
done with the Date Book will be saved, and will reappear when you
return.

Time Display

When you work with the Date Book, you can easily read the

current time of day.

T0 display the current time:

1. In the Date Book application, the title bar displays the date, as
shown in the following diagram:

Tap the date Current time displayed

Sep 23. 96 4 IM IIIIII ) 12:06 pm { IM D8.

 
2. Tap the date to display the current time. After a few seconds,

the title bar reverts to show the date.

Scheduling an Event

An event can be any kind of activity that you associate with a day,
with or without a particular time during the day.

When the Date Book screen first appears, it shows the current
date and a list of times that correspond to a normal business day.
You can enter a new event on any of the available time lines.
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T0 schedule an event for the current day:

1. Tap the time line that corresponds to your event, as shown in
the following diagram:
 

  
3m Tap a time Enter

13.33 line event112UU
12:00 ‘

SDI]

:33 Time bar
5:00 2 (shows duration)= New] [Details] [Gala]
  

   
     

 
 

2. The event time will be highlighted 0n the screen. A cursor
appears at the beginning of the time line, representing the
point where new text will appear.

Use the stylus to write Graffiti® character strokes (or the on-
screen keyboard) to describe your event. You can enter up to
255 characters.

3. Tap on a blank area of the screen to deselect the event. A

vertical line appears to the left of the time, indicating the
duration of the event.

Note: You can activate the Set Time dialog (to select a start time)
by simply writing a number on the number side of the Graffiti
writing area.

Start Time and Duration

When you create an event, its description appears on the time line,
and its duration is automatically set to one hour. You can easily
change the start time and duration for any event.

T0 Change the start time and duration of an
even t:

1. Tap the time of the event that you want to change. The Set
Time dialog appears, as shown in the following diagram:
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Set Time 

Start Time:

— tap the time End Time:
Of an event 11:00 am  

  
   OK Cancel  

ew] [Details] [Go to]
   

   
  

2. The Start Time of the event is highlighted in the Set Time
dialog. Tap the columns of times that appear on the right side
of the Set Time dialog, as shown in the following diagram:

Start Tlme highlighted

 
tap to scroll to earlier hours

Set Time

Star I Time:

tap to change hours

tap to change minutes
No Time   
OK Cancel 

tap to scroll to later hours

3. Next, tap to select the End Time box. Tap the columns of
times that appear on the right side of the Set Time dialog.

4. Tap the OK button to confirm your selection, and close the Set
Time dialog.

Any changes you make to the start time and duration appear in the
Date Book screen when you close the Set Time dialog.

Untimed Events

You may want to include events in your Date Book that occur on a
particular date, but have no specific start or end times. These are
referred to as untimed events. Birthdays, holidays and
anniversaries are all examples of untimed events.
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T0 schedule an untimed event:

1. In the Date Book screen, choose the date that you want for the
event.

2. Tap new. The Set Time dialog appears, as shown in the
following diagram:

Set Time 

      
3. Tap OK, so that no start or end times are defined for the new

event.

4. Use the stylus to write Graffiti strokes for the text you want to
use to describe your Event. A new untimed event will appear
at the top of the Date Book screen, as shown in the following
diagram:

New Untimed Event 

Sep 13. 96 4 I.“ F V sep13,96 [W F ’8:00

 No time lines
selected

 

   
 

   
 

5. Tap anywhere on the screen to de-select the untimed event.

The new untimed event will appear as a diamond in the time list,
clearly showing that it is not associated with any particular time.
You can have more than one untimed event on a particular date.

Note: You can create a new untimed event by making sure no
event is selected, and then writing letters in the Graffiti writing
area. You can also set an alarm for an untimed event, as described

in the “Event Details” section that appears later in this chapter.
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Changing an Event to an Untimed Event

If you create an event and decide later that there is no particular
start or end time, you can easily change it to an untimed event.

T0 change an event into an untimed event:

1. In the Date Book screen, tap the time of the event. The Set
Time dialog appears.

2. Tap the No Time button. The Start Time and End
Time boxes are cleared.

3. Tap the OK button to button to confirm your selection, and
close the Set Time dialog.

Choosing a Date

Your events for the current day appear when you start the Date
Book application of your PalmPilot. You can easily create events
for any date that you want. This section describes how to move to
a specific date in the Date Book.

T0 move to a particular date:

I The Date Bar appears at the top of the Date Book screen. Tap
the day of the week that you want, as shown in the following
diagram:

Previous week

  
Next week

Sep 13, 96

tap to select the day
of the current week

I Tap the Go To button to display the Go to Date dialog. This
displays a calendar that allows you to select a date.

I In Day view, you can press the scroll buttons on the PalmPilot
organizer’s front panel to quickly scan your week’s schedule.

Press the up button to move to the previous day. Press the
down button to move to the next day.
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I Tap the Day, Week, or Month View buttons at the lower-left of
the Date Book screen, as shown in the following diagram:

Day view

 
 

Month view

Week view

I From any day currently displayed in the Date Book, press the
Date Book button on PalmPilot organizer’s front panel to
switch among the current day View, week View, and month
View.

”a

I V Use the on-screen scroll arrows if you have more than
one page of times and events.

When you use any of these methods to select a day, the day and its
events immediately appear on the Date Book screen.

Go To Date

The Go to button enables you to quickly select any date for
creating or reviewing your events.

T0 go to a specific date:

1. In the Date Book screen, tap the Go to button.

The Go to Date dialog appears.
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2. The Go To Date dialog offers a variety of controls to select the
year, month, and day for your events, as shown in the
following diagram:

tap to select previous year
 

 

 
tap to select next year

(30 to Date

tap to select month

tap to select day
I
13 19 2D 21 22 23 24
25 26 2? 28 29

tap to select current date

3. Tap the controls in this dialog to select the date that you want.

Use the Today button to return to the current date.

Week View

The Week view feature shows a chart of your events for an entire
week. This feature lets you quickly review your appointments, and
see the available time slots for a new event.

In addition, the Week view graphically displays any overlaps and
conflicts in the events you have scheduled.

T0 activate the Week View:

1. In the Date Book screen, tap the Week button. The Week
view appears.

Week view

  :I .................................................

 

2. The Week view offers navigation controls to move forward or
backward a week at a time, or View details of an event. The
Week View also shows events that are either before or after
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the range of times that are displayed, and untimed events as
shown in the following diagram:

Tap for that day

 
Tap for previous week Tap for next week

Dot indicates untimed
event

Bar indicates event
above display

Bar indicates event
belowdisplay

3. Tap any of your events to show a description of the event, as
shown in the following diagram:

Thu 9.912.996 2 :00 pm - 5 :00 pm
Planning team meeting' ' I

— Event details

_ Tap to show event
details  

If you want to reschedule any of the events that appear in the
week view, tap and drag the event to a different time or a
different day.

You can tap a blank time on any day to move to that day, and
have the time selected for a new event. Or, you can tap any of
the days and dates that appear at the top of the Week view to
move directly to that day without selecting an event.

% The Week view shows the time span defined by the
Start Time and End Time in the Date Book Preferences
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settings. If you have an event before or after this time
span, a bar appears at the top or bottom of the column
that corresponds to the day of the event. On-screen
scroll arrows appear if you have scheduled events
beyond the displayed time range.

You can also control the Week View with the scroll buttons on the

PalmPilot organizer’s front panel. Press the up button to move to
the previous week. Press the down button to move to the next
week.

The Go to button appears in the Week view. Tap the Go to button
to activate the Go To Date dialog, and select any week you want to
display in the Date Book.

Event Conflicts

With the ability to define specific start and end times for any event,

it’s possible to schedule events that overlap. In other words, an
event that starts before a previous event has finished.

In this case, any event conflict (time overlap) appears in the Week

View as overlapping bars. The Day view displays bracketed bars to
the left of the conflicting times as shown in the following diagram:

Week View Day View

52.1% 4 Week 37 }SMTWTFS
8 9101112_13148:00

1 0:00
12:00

2:00 . . . event conflicts
4:00
600  
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Month View

The Month view screen shows which days have events scheduled.
Dots and lines in the Month view indicate events, repeating events,
and untimed events as shown in the following diagram:

Previous/next month
arrows

  
  

fiugust 1996

Dots on right side
indicate events

Dashed line indicates
daily repeating eventIIEEHEW“"‘

v

Dot below date indicates
untimed event

Month view button

Tap any day that appears in the Month view screen to move
directly to that day with the Day view screen. Tap the arrows at
the top to move forward or backward a month. Tap the Go to

button to display the Date Picker and choose a different month.

When the Month view is on the screen, you can use the PalmPilot
organizer’s front-panel scroll buttons to move among the months.

Press the up button to display the previous month. Press the down
button to display the next month.

Note: You can control the dots and lines that appear in the Month

view. Refer to the Month View settings of the Options menu, as
described later in this chapter.
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Date

The Date setting enables you to change the date associated with
the event.

To change the Date setting:

Tue2¥6396 1. With the Event Details dialog on the screen, tap
the Date button. The Set Date dialog appears.

2. Use the Set Date dialog to assign the date associated with the
event. The controls available in the Set Date dialog are the
same as those for Go To Date, described earlier in this

chapter.

3. Tap the date to return to the Event Details dialog.

Alarm

The Alarm setting enables you to set an audible alarm for your
PalmPilot. You can set the alarm to sound minutes, hours, or days
before an event.

To set an Alarm for an event:

"hm": E 1. With the Event Details dialog on the screen, tap
the Alarm check box. A check mark appears to
show that the Alarm is activated.

2. The default setting for the Alarm is 5 minutes before the time
of the event. If desired, you can change this to be any number
of minutes, hours or days.

Tap the Minutes area of the Event Details dialog. The Alarm
time units pick list appears.

3. Next, change the default numerical setting. Select the “5”, and
enter any number from 0 to 99 (inclusive).

When you close the Event Details dialog, a small alarm icon
appears to the far right of the event with the alarm.

Once you have activated an Alarm for an event, the Alarm tone will
sound on your PalmPilot at the appropriate time. In addition, a
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descriptive message will appear on the screen of the PalmPilot, as
shown in the following diagram:

Reminder

EEG}? Lunch with Stephan
10:25 am - 11:25 am
Wednesday, 12.923995 

Note: You can set a silent Alarm for an untimed event. In this

case, the alarm will be triggered at the specified period of minutes,
hours or days before midnight (beginning) of the day of the
untimed event. No audible alarm will sound for an untimed event;

instead, the descriptive message will appear on the PalmPilot
organizer’s screen.

For example, you could create a reminder for an untimed event
that occurs on February 4th. If the alarm reminder is set for 5
minutes, the alarm reminder will appear at 11:55 pm on the night
of February 3rd. The reminder will still be on screen the next time
you turn on your PalmPilot.

Using the Repeat Function

The Repeat function enables you to set an event to automatically
repeat in the Date Book.

A birthday is a good example of an event that you would want to
set to repeat annually. Another example would be a weekly guitar
lesson that falls on the same day of the week, and the same time of
day.

To set the Repeat function for an event:

1. In the Date Book screen, tap anywhere on the text of an event.

2. Tap the Details button. The Event Details dialog appears.

3. In the Event Details dialog, tap the Repeat box. The Change
Repeat dialog appears, as shown in the following diagram:
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tap the Repeat box 

  
Change Repeat 3

-Da Week Month Year
Tap aae arthe ahaue
buttons to set a repeatinterval

  
 

 Event Details     
 

: ...9.riéIPrivate: El
 

Nu Repeat

  
  

4. Tap Day, Week, Month, or Year at the top of the Change
Repeat dialog. The dialog will show the options for the repeat
type you selected.

5. Select a Repeat increment. In the “Every” area, enter a
number that corresponds to how often you want the event to
repeat. For example, if you select Month, you could enter the
number “2” to have the event repeat every other month.

6. If you want to specify an ending date for the repeating event,
tap the End on pick list, and tap Choose Date. Use the Date
Picker to select an end date.

7. Tap the OK button to close the Change Repeat dialog and
activate your settings.

When you close the Change Repeat dialog, a small repeat icon
appears to the far right of the repeating event.

Considerations for the Repeat Function

If you subsequently make changes to the settings for a repeating
event, PalmPilot takes the following into consideration:

I If you change the start date of a repeating event, PalmPilot
calculates the number of days you have moved the event.
PalmPilot then automatically changes the end date to maintain
the duration of the repeating event.

I If you change the repeat type (e.g. daily to weekly) of an
occurrence of a repeating event, past occurrences (prior to the
day on which the setting is changed) are left alone and a new
repeating event is created.
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I If you change the date of an occurrence of a repeating event
(e.g. from January 14th to January 15th) and apply the change
to all occurrences, the new date becomes the start date of the

repeating event. The end date is adjusted accordingly to
maintain the duration of the event.

I If you change other repeat settings (e.g. time, alarm, private)
of an occurrence of a repeating event, and apply the change to
all occurrences, a new event is created. The start date of this

new event is the day on which the setting is changed. Past
occurrences (prior to the day of the change) are left alone and
not changed.

I If you make a change to one occurrence of a repeating event
(e.g. time), that occurrence no longer shows the repeat icon.

Date Book Menu Commands

The Date Book includes menu commands to perform common file
and editing tasks. This section explains the menu commands that
are specific to the Date Book.

Refer to Chapter 2: Working with the PaImPiIot7M Connected
Organizer for information about menu commands common to all of
your PalmPilot applications.

Record Menu

When you select the Record menu, its menu commands appear on
screen as shown in the following diagram:

   

  

I RecordNew Event {N
Delete Event... {D
Httuth Note in
Delete Note... {0
Fur . e... {E

I New Event. The New Event command creates a blank

untimed event. The Set Time dialog opens, allowing you to
choose start and end times for the new event.

I Delete Event. The Delete Event command displays an alert
dialog, prompting you to confirm that you want to delete the
current event. You must tap to select an event before you can
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use the Delete Event command. If you tap the OK button, the
event is deleted from the memory ofyour PalmPilot. If you tap
the Cancel button, the alert dialog closes and you are returned
to the Date Book screen.

The default setting for the Delete Event alert is to “Save
archive copy on PC.” This will remove the event from the
Date Book, but retain a copy of the event and transfer it to an
archive file on your desktop computer the next time you
perform a HotSync operation.

I Attach Note. The Attach Note command opens the Note
dialog, where you can create a Note that will be attached to the
currently selected event.

I Delete Note. The Delete Note command displays an alert
dialog, prompting you to confirm that you really want to delete
the Note attached to the event. Ifyou tap the OK button, the
Note is deleted from the memory ofyour PalmPilot. If you tap
the Cancel button, the alert dialog closes and you are returned
to the Date Book.

I Purge. The Purge command is used to conserve memory on
your PalmPilot by deleting events that are older than the
period of time that you select — based on the current date of
the PalmPilot organizer’s internal clock. Repeating events are
purged if they endbefore the date that you activate the Purge
command.

The Purge command displays an alert dialog, prompting you
to confirm that you want to purge events older than a certain
time period. The default setting for the Purge alert is to “Save
archive copy on PC.” This will remove events from the Date
Book, but retain copies and transfer them to an archive file on
your desktop computer during the next HotSync operation.

Options Menu

When you select the Options menu, its menu commands appear on
screen as shown in the following diagram:

Record Edit Options-Preferences .r’R
DisplvllguI Options {'1'
Phone Lookup {LHbout Date Book
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I Preferences. The Preferences command enables you to set

the range of times that appear in the Date Book, and whether
Alarms are automatically activated for each event.

I Display Options. The Display Options command allows you
to make settings for the appearance of the Date Book, and
control which events are displayed:

Display Options 0
Day View:
3 Show Time Bars
3 Compress Day View
Month View:
El Show Timed Events
D Show Untimed Events
I! Show Daily Repeating Eats 

I Show Time Bars. Activates the time bars that appear in the

Day View. The time bars show the duration of an event, and
graphically illustrate the nature of any event conflict.

I Compress Day View. The feature changes the way times

appear in the Day View. When Compress Day View is off, all
time slots are displayed. When it is on, blank times slots
toward the bottom of the screen are eliminated to minimize

scrolling. Start and end time slots are displayed for each
event, to clarify the event’s duration.

I Month View settings. These check boxes only apply to the
Month view of the Date Book. You can activate any or all of
these settings to show that you have Timed, Untimed, or Daily
Repeating events in the Month View only.

I Phone Lookup. The Phone Lookup command activates the
Phone Lookup feature, which is described in Chapter 8:
Additional Features.

I About Date Book. The About Date Book command shows

version (revision) information about the Date Book.
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Deleting an Event

There are three ways to delete an event that you have created in
the Date Book application: simply delete the text of the event, use
the Menu Commands (described in the Record Menu section), or

use the Event Details dialog.

Note: Ifyou have deleted the text of a repeating event, all
instances of that event are deleted. Ifyou use the Menu Command
or the Event Details dialog, you can delete one occurrence of the
event (as an exception), or all occurrences of the event.

To delete an event with the Event Details

dialog:

1. Tap anywhere in the text area of the event to delete, and tap
the Details button. When the Event Details dialog appears, tap
the Delete button.

2. The Delete Event alert appears. Tap the OK button to confirm
that you want to delete the event.
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Chapter 4

Address Book

names, addresses, phone numbers and other informationa The Address Book enables you to keep records of
about your personal or business contacts.

With the Address Book, you can:

I Quickly look up or enter names, addresses, phone numbers
and other information.

I Enter up to five phone numbers (home, work, fax, car, etc.) or
e-mail addresses that are associated with each name.

I Define which of the phone numbers will appear in the Address
List view for each Address Book entry.

I Attach a note to each Address Book entry, where you can
enter additional information about the entry.

I Assign categories to your Address Book entries, so you can
quickly sort and view your entries in logical groups.

Activating the Address Book

Push the Address Book button on the front panel of the

PalmPilot1M connected organizer. The screen will change to
display the Address Book screen.

Address Book button
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2. The Address Edit screen appears. A cursor is displayed at the
Last Name field ofyour new Address Book Entry,
representing the point where new text will appear.

3. Enter the text you want to write for the last name of the person
in your Address Book Entry.

Note: The first letter of each field is automatically capitalized
(except numeric and e-mail fields). You do not have to use the
Grafliti “capital” stroke to capitalize the first letter of the name.

4. Use Graffiti® software’s Next Field stroke to move down to the

First Name field of the Address Edit screen, as shown in the

following diagram:
 

   Next Field Y 

Note: You can also move to any field in the Address Edit
screen by tapping it directly.

5. With the cursor located in the First Name field, enter the first

name of the person in your Address Book entry.

6. Repeat steps #3 and #4 to enter the information that you want
associated with each Address Book Entry.

.fi.

‘F Use the on-screen scroll arrows to move to the next page
of information.

7. When you are finished entering information in the Address
Edit screen, tap the Done button, as shown in the following
diagram: 

_fldr2§sEdit V UnfiledLast name: 3"

   
 

tap Done
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Repeat the previous procedure any time you want to create a new
Address Book Entry.

Tip: You can create an Address Book entry that always appears at
the top of the list by beginning the Last name (or Company name)
field with a blank space. For example, you might create an entry
with “If Found Call” (beginning with a blank space), that contains
contact information to be used in case your PalmPilot is lost.

Editing an Address Book Entry

Once you have created an Address Book entry, you may at some
point want to update or enter additional information.

To edit an Address Book Entry

1. In the Address List screen, tap the Address Book entry that
you want to change. The Address View screen appears.

2. Tap the Edit button (or anywhere on the screen). The
Address Edit screen appears for the Address Book Entry, as
shown in the following diagram:  

_ddressView Unfiled _ddressEdit v UnfiledBrenda Baker
Network Systems HnolystTexas DHS
Work: 512-555-1212
Home: 5125551213
123 Main Street
fiustin,T>< 73714       
  

3. Tap to select any of the data fields (Address, City, etc.) and
enter or change the information.

4. When you are finished, tap the Done button to return to the
Address List screen.

Choosing Types ofPhone Numbers

Your PalmPilot enables you to choose among other types of phone
numbers or e-mail that you associate with an Address Book entry.
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_ddressList V fillRarons, Steven 0181 645-?894 W
Rbrams, Li: 0181 452-1567 W
Rtkers, Doug 0388 452485 HRdums, Gomez U734 “33751 H
Barklow, Vitki 0223 456 789 W
in“ :.- Filllgz-Jri [111511 T‘ W

Boyer, Monty 0181 680-7826 HButter, Hndrea 0181 548-2277 W
(clin, (athy 0181 7824246 W(cu/(er, Sm" 01752 3437789 W
Colligan. Ed 0117 ?53-2?5 W

¢

Look Up line

  

  
  
 

  
 

 

 
 
  
LookUp:parj ..

The Look Up feature scrolls to the first entry in the list that
begins with that letter. If you write an additional letter, the list

will scroll to the first entry that starts with those two letters.
For example, writing an “5” might scroll to “Sanders,” and
writing “sm” might scroll further to “Smith.”

Note: If the list is sorted by company name, the Look Up
feature scrolls to the first letters of the company names.

2. Tap any entry to view its contents, or use the carriage return
stroke to view the selected entry.

Address Categories

Categories are used to file individual Address Book entries into
groups for easy review. You can assign and edit categories by

using the Categories pick list in the Details dialog (refer to

Chapter 2: Working with the PaImPilotTM Connected Organizer for a
complete description of categories). In addition, the Address Book
provides a quick way to assign and edit categories.

To assign a category to an Address Book

en try:
1. Tap the Address Book entry that you want to assign to a

category. The Address View screen appears.

2. Tap the Edit button. The Address Edit screen appears.

3. Tap the text in the upper-right corner of the screen. The
Address Category pick list appears.
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4. In the Address Category pick list, tap to select the category
that you want to assign to the Address Book entry.

Names or Companies

Another option for the Address List view is to display your Address
Book entries sorted by Company and Last Name, rather than by
Last Name and First Name.

To change the display of the entries in the
Address List View:

’ 1. With the Address Book application running in the
Address List view, tap the Menus button. The
Options menu appears at the top of the screen.

2. Tap to select the Preferences menu item. The Address Book
Preferences dialog appears, as shown in the following
diagram:

flddress Book Preferences
El Remember lost category

 
3. Tap to select the setting that you want for the Address List

view, and then tap the OK button. A dialog appears briefly to
indicate that PalmPilot is sorting the list. The display of the
Address List view then changes to reflect your setting.

Address Book entries with no company name appear sorted by last
name. Note that these settings do not change your Address Book
data in any way; they merely change the view.

Address Book Entry Details

The Address Book provides a variety of options that you can
associate with an Address entry. The available options appear in
the Address Entry Details dialog.

page 76 PalmPilot Handbook
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3. Tap the OK button to confirm your selection, and close the
Address Details dialog.

Note: The Show in List setting that you select applies only to the
individual Address Book entry, rather than to all entries. In other
words, you can select the phone number to be displayed for each
Address Book entry.

Address Book Menu Commands

The Address Book includes menu commands to make it fast and

easy to perform common file and editing tasks. This section
explains the menu commands that are specific to the Address
Book.

Refer to Chapter 2: Working with the PalmPiIot7M Connected
Organizer for information about menu commands that are common
to all of your PalmPilot applications.

Record Menu

When you select the Record menu, its menu commands appear on
screen as shown in the following diagram:

I RecordDelete Record... ID
Httuch Note In
Delete Note... {0

    

  

I Delete Record. The Delete Record command displays an
alert dialog, prompting you to confirm that you want to delete
the current entry. Ifyou tap the OK button, the entry is
deleted from the memory ofyour PalmPilot. Ifyou tap the
Cancel button, the alert dialog closes and you are returned to
the previous screen.

The default setting for the Delete Record alert is to “Save
archive copy on PC.” This will remove the entry from the
Address Book, but retain a copy of the entry and transfer it to
an archive file on your desktop computer the next time you
perform a HotSync operation.

page 78 PalmPilot Handbook
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I Attach Note. The Attach Note command opens the Address
Book Note dialog, where you can create a Note that will be
attached to the currently selected entry.

I Delete Note. The Delete Note command displays an alert
dialog, prompting you to confirm that you really want to delete
the Note attached to the entry. Ifyou tap the OK button, the
Note is deleted from the memory ofyour PalmPilot. If you tap
the Cancel button, the alert dialog closes and you are returned
to the previous screen.

Options Menu

When you select the Options menu, its menu commands appear on
screen as shown in the following diagram:

III! options—Preferences... lR
Rename Custom Fields /F
Hhout Hddress Book

I Preferences. The Preferences command displays the
Address Book Preferences dialog, as shown in the following
diagram:

 
I Remember last category. This setting determines how the

Address Book will appear when you return from some other
PalmPilot application (Memo Pad, To Do List, etc.). If you
activate this setting, the Address Book will appear showing the
category that was last selected. When this setting is off, the
Address Book appears showing the address entries for all
categories.

I List By. This setting determines how address entries appear
and are sorted in the List View. You can choose to have

address entries appear by last name, first name, or by
company name, last name.

Chapter 7: Expense page 79

81



������� ��	
��	�
���������

� ����������������� !�"��#$%&�'(()*++�,--.�*/0)1�%-/0$2/+3-4)�5%4+0-6�32*7(+8�0&$0�1-4�%$/�)*/$6*9�$+�+&-:/�2/�0&*3-77-:2/;�(2$;)$6<
=>?@A��'/1�%&$/;*+�1-4�6$.*�0-�0&*�/$6*+�-3�0&*�%4+0-632*7(+�:277�$BB*$)�2/�$77�-3�1-4)�'(()*++�,--.�*/0)2*+C� DE����D!!F����G��H"��I&*�'J-40�'(()*++�,--.�%-66$/(+&-:+�K*)+2-/�L)*K2+2-/M�2/3-)6$02-/�$J-40�0&*�'(()*++�,--.CN�	�
�������O��P�QQ�R����S�
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Chapter 5

To Do List

where you can create reminders, and prioritize the. The To Do List is designed as a convenient location
things that you “have to do.”

With the To Do List, you can:

I Make a quick and convenient list of things to do.

I Assign a priority level to each individual task.

I Optionally assign a due date for any, or all ofyour To Do
items.

I Optionally assign a Category for any, or all of your To Do
items. You can then view your To Do List based on Category
(Business, Personal, etc.)

I Sort your To Do items either by due date, priority level, or
category.

I Attach notes to individual To Do items, for a description or
clarification of the task.

Activating the To Do List

Push the To DoList button on the front panel of the PalmPilot1M
connected organizer. The PalmPilot screen will change to show
the To Do List screen.
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To Do List button

  
Note: When working with the To Do List, you can immediately
change to any other application (Address Book, etc.) of your
PalmPilot by using the front panel buttons. Any work you have
done with the To Do List will be saved, and will reappear when you
return.

Working with To Do Items

A To Do item is a reminder of some task that you have to
complete. Your PalmPilot gives you considerable flexibility in the
appearance, level of detail, and the sort order of To Do items.

To create a To Do item:

1. Tap the New button, as shown in the following diagram:
  

m v fillEl 1 E!!!

  
 — cursor of new

To Do Item    — tapNew

‘“

2. A new To Do item appears on the screen. When you create a
new To Do item, its Priority is automatically set to level “1”, the
highest (most important) level. However, if you have a To Do
item selected, the new item appears beneath the selected item
and is given the same priority as the selected item.

  

A cursor is displayed at the beginning of the new To Do item,
representing the point where new text will appear. Enter the
text you want to appear in the To Do item. Note that the text
you enter for the To Do item can be more than one line in
length.
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To Check offa To Do item:

I Tap the To Do item check box that appears at the far left of the
To Do item, as shown in the following diagram:

  
To Do Item checked

You can set the To Do List to either show or hide To Do items that

you have checked off (completed). You can also have the To Do
List record the date that you completed the To Do item. Refer to
the section entitled To Do Show Options that appears later in this
chapter.

To Do Item Details

The To Do Item Details dialog enables you to make settings that
relate to individual To Do items.

To activate the To Do Item Details dialog:

1. In the To Do List screen, tap anywhere on the text of a To Do
item.

2. Tap the Details button. The To Do Item Details
dialog appears, as shown in the following diagram:

To Do Item Details 8

Priorit9:n2 |3 4
Category: v Unfiled
Due Date: v No Date

Private: El

 

  
 

  Delete...

The following sections describe the features and settings that are
available in the To Do Item Details dialog.
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3. Tap the OK button to confirm your selection, and close the To
Do Details dialog.

Note: If you have the Show Due Dates option activated in the To
Do Show options, you can bypass the Details dialog. Tap directly
on the due date area of the To Do List to display the pick list

shown in step #2 of the previous procedure.

If you choose to show the due dates in the To Do List, any To Do
item that has a due date (and is not checked as completed) will
change to show an exclamation mark after the date passes.

To Do Show Options

Once you have assigned due dates to one or more To Do items,
you should activate the dates so they appear in the To Do List.
The Show Options dialog contains the control to activate the dates,
as well as other options for the To Do List application.

T0 display the Show Options dialog:

I Tap the Show button in the To Do List screen. The To Do
Preferences dialog appears, as shown in the following
diagram:

To Do Preferences 3
Sort by: v Priority, Due Date

I? Show Completed Items
El Shaw OnlyI Due Items
El Retard (ampletian Date
El Shaw Due Dates
I! Show Priorities
El Show Categories 

The following settings are available in the To

Do Preferences dialog:

I Sort by: The settings in this pick list enable you to sort the
To Do items in four different ways, as shown in the following
diagram:

F'r'icir'it Date
Due Da e, rlority
Category, Priority
(ate-or , Due Date 
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I Show Completed Items. This setting causes the To Do
application to show the To Do items that you have completed.
If this setting is turned off, your To Do items are removed
from the list when completed (checked). You can change this
setting at any time to display or hide the To Do items that you
have completed.

I Show Only Due Items. This setting causes the To Do
application to show only the To Do items that are currently
due, past due, or have no due date specified. When this
setting is activated, To Do items that are not yet due do not
appear in the list until their due date.

I Record Completion Date. The due date automatically
changes to the completion date when you check (complete)
the item. Ifyou have not assigned a due date to an item, the
completion date is still recorded when you check the item.

I Show Due Dates. This setting causes the To Do application
to display the due dates associated with To Do items in the To
Do List screen.

I Show Priorities. This setting causes the To Do application to
show the priority numbers for the To Do items in the To Do
List screen.

I Show Categories. Activating this setting changes the list
view to show the category of each To Do item. The category
appears at the far right of the screen.

To Do List Menu Commands

The To Do List includes menu commands to perform common file

and editing tasks. Refer to Chapter 2: Working with the PaImPiIot7M
Connected Organizer for information about menu commands that
are common to all PalmPilot applications.

Record Menu

When you select the Record menu, its menu commands appear on
screen as shown in the following diagram:
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IRecord Edit Options__. {D

I Delete Item. The Delete Item command displays an alert
dialog, prompting you to confirm that you want to delete the
current To Do item. You must first select a To Do item before

it can be deleted. If you tap the OK button, the To Do item is
deleted from the memory ofyour PalmPilot. Ifyou tap the
Cancel button, the alert dialog closes and you are returned to
the To Do list.

The default setting for the Delete Item alert is to “Save archive
copy on PC.” This will remove the item from the To Do list,
but retain a copy of the item and transfer it to an archive file on
your desktop computer the next time you perform a HotSync
operation.

I Attach Note. The Attach Note command will open the To Do
Note dialog, where you can create a note that will be attached
to the currently selected To Do item.

I Delete Note. The Delete Note command displays an alert
dialog, prompting you to confirm that you really want to delete
the note attached to the To Do item. You must first select a To

Do item before its note can be deleted. If you tap the Yes
button, the Note is deleted from the memory ofyour
PalmPilot. Ifyou tap the No button, the alert dialog closes and
you are returned to the To Do List.

I Purge. The Purge command is used to delete To Do items
that you have completed (checked). All completed To Do List
items will remain in the To Do List until you use this command.

The Purge command displays an alert dialog, and the default
setting is to “Save archive copy on PC.” This will remove
completed To Do items from the To Do List, but retain copies
and transfer them to an archive file on your desktop computer
the next time you perform a HotSync operation.
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Chapter 6

Memo Pad

not associated with Date Book, Address Book, or To Do
The Memo Pad provides a place to take notes that are

items.

With the Memo Pad, you can:

I Take notes, or write any kind of message on your PalmPilot1M
connected organizer.

I Drag and drop memos into popular desktop applications like
Microsoft Word, when you synchronize using PalmPilot

Desktop software and HotSync1M technology.

I Assign categories for memos. This enables you to quickly
view just your business-related memos, personal memos, or
any other category that you define.

I Quickly jot down phone numbers and other types of
information. Later, you can copy and paste this information to
other applications.

Activating the Memo Pad

Push the Memo Pad button on the front panel of the PalmPilot
connected organizer. The screen will change to display the Memo
Pad screen.

Memo Pad button
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Note: When working with the Memo Pad, you can immediately
change to any other application (Address Book, etc.) of your
PalmPilot by using the front panel buttons. Any work you have
done with the Memo Pad will be saved, and will reappear when
you return.

Working with Memos

A memo is the screen ofyour PalmPilot where you enter, review,
and modify the individual entries of the Memo Pad. A memo can
contain up to four-thousand characters; the number of memos you
can store is dependent only on the memory available in your
PalmPilot.

To create a new memo:

1. With the Memo Pad application running on your PalmPilot,
tap the New button, as shown in the following diagram:  

 

 

lama v Fill v Unfiled
1. E-mail tips from Fred. Filways us .. l2. How ta enter text on your Pilot.
3 Mike's Ratlpe for Lemon-Butter
4. Minutes from Planning Team m.. 7 cursor 0f5. Notes from guitar lesson on 10.?" new Memo6. Pilot Basics

7 tap New

m -EIE r

Note: In the Memo List screen, you can also begin writing in

the Graffiti® writing area to create a new memo. The first
letter will begin your new memo, and will automatically be
capitalized.

 
    
  

2. The new memo appears on screen. A cursor is displayed at
the upper-left of the memo, representing the point where new
text will appear.

3. Enter the text you want to appear in the memo. Use the
carriage return stroke to move down to new lines in the
memo.

4. When you are finished, tap the Done button to return to the
Memo List screen.
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Each time you create a new memo, the first line of text from the
memo page appears in the Memo List. This makes it easy to
locate and review any ofyour memos.

Reviewing Memos

All of the memos that you create appear in the Memo List screen.

To review the contents ofa memo:

1. Tap the text of the memo that appears in the Memo List
screen. The memo appears on the screen, as shown in the
following diagram:

  
m v Flll lfimn v UnfiledN9.

 
 1. E-mail tips from Fred. Fllways us ..

2. How ta enter text on your Pilot.
3 Mlke's Ratlpe for Lemon-Butter4. Minutes from Planning Team m..
5. Notes from guitar lesson on 10.? ..

6. Pilot Basics X7Tap any memo to
review its contents  

   .
   
  

2. You can now view or edit the text in the memo. Tap the Done
button to save your changes to the memo, and return to the
Memo List screen.

Memo Font Size

When working with a memo, you have the option of changing the
screen display to show a larger font (text) size.

To change the memo font size:

I With the memo displayed on the screen, tap the Font button,
as shown in the following diagram:

  
_"Iemo5 (“'6 v Unfiled
Notes from guitar lesson on ‘

  
to playI the instrument.

     
"in .     

to change size
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Tap the Font button again to revert to the normal size font in the
memo. The font size that you select will be used when viewing all
memos.

Scroll Arrows

If you create a memo that has more text than will fit on the screen,
scroll arrows appear. These arrows enable you to scroll up or
down to review the entire contents of the memo, as shown in the

following diagram:

_"Iemn5 016 v Unfiled Scroll upA
 

Scroll down  
Scroll up one page  
Scroll down one page

Note that the up and down scroll buttons on the front panel of your
PalmPilot move the memo a page at a time, and can be used to
review the contents of a long memo.

Arranging Memos

The Memo Preferences dialog enables you to sort your memos
alphabetically, or to rearrange your memos so they appear in any
order that you want.
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To activate the Memo Preferences dialog:

1. In the Memo List view, tap the Menus button, and then tap
Preferences in the Options menu. The Memo Preferences
dialog appears, as shown in the following diagram:

Sort by: v filphabetwc 
2. Tap the Sort by pick list. Choose Manual or Alphabetic

(memos sorted alphabetically).

3. Tap the OK button to close the Memo Preferences dialog and
activate your setting.

Rearranging the Memo List

If you choose the Manual option for the Sort

by setting, you can manually rearrange the
order of the memos in the Memo List View.

To rearrange the order ofyour memos:

I In the Memo List view, tap and drag the memo to a new location
in the list. When you lift the stylus from the PalmPilot
organizer’s screen, the memo appears in its new location.

When you rearrange the order ofyour memos, all memos are
renumbered to reflect the new order.

Note: You cannot rearrange the order ofyour memos if the Sort by
Alphabetic option is activated in the Memo Preferences dialog.
Also, the Manual setting of the Memo Preferences is not
transferred to PalmPilot Desktop. If you choose to view your
memos alphabetically on PalmPilot Desktop and then perform a
HotSync operation, the arrangement of the memos on the
PalmPilot will still be in the order defined in the Memo

Preferences setting.
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Choosing a Memo Category

Categories are used to file individual memos items into groups for
easy review. You can assign and edit categories by using the
Categories pick list (in the upper-right corner of the screen), or in

the Details dialog (refer to Chapter 2: Working with the PalmPiIot7M
Connected Organizer for a complete description of categories).

Memo Pad Menu Commands

The Memo Pad includes menu commands to make it fast and easy
to perform common file and editing tasks. Refer to Chapter 2:

Working with the PalmPiIot7M Connected Organizer for information
about menu commands that are common to all PalmPilot

applications.

Record Menu

When you select the Record menu, its menu commands appear on
screen as shown in the following diagram:

I Record Edit OptionsNew Memo {N
Delete Memo... {D

I New Memo. The New Memo command creates a new
memo.

I Delete Memo. The Delete Memo command will display an
alert dialog, prompting you to confirm that you want to delete
the current memo. Ifyou tap the OK button, the memo is
deleted from the memory ofyour PalmPilot. Ifyou tap the
Cancel button, the alert dialog closes and you are returned to
the memo.

The default setting for the Delete Memo alert is to “Save
archive copy on PC.” This will remove the memo from the
Memo List, but retain a copy of the memo and transfer it to an
archive file on your desktop computer the next time you
perform a HotSync operation.
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Options Menu

When you select the Options menu, its menu commands appear on
screen as shown in the following diagram:

Record Edit Options-
Go toTop of Page .r’T
Go to Bottom of Page {B
Phone Lookup {LHbout Memo Pad

I Go to top of page. This command causes the screen display
to immediately move to the top (first) line of the memo.

I Go to bottom of page. This command causes the screen
display to immediately move to the bottom (last) line of the
memo.

I Phone Lookup. The Phone Lookup command activates the
Phone Lookup feature, which is described in Chapter 8:
Additional Features.

I About Memo Pad. The About Memo Pad command shows

version (revision) information about the Memo Pad.

I Preferences (Memo List view only). The Preferences
command activates the Memo Preferences dialog, and enables
you to define the sort order for your memos.

Deleting a Memo

There are three ways to delete a memo: simply delete the text of
the memo, use the Menu Command (as described in the Record

Menu), or use the Memo Details dialog.

To delete a memo with the Memo Details

dialog:

1. Tap the memo that you want to delete. The memo appears on
the screen.

2. Tap the Details button. The Memo Details dialog appears.
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3. Tap the Delete button. The Delete Memo alert appears.

4. Tap the OK button to confirm that you want to delete the
currently selected memo.
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Chapter 7

Expense

your expenses, and then transfer the information to a® I The Expense application enables you to keep track ofExpense

spreadsheet on your desktop computer.

With the Expense application you can:

Record dates, type of expenses, amount spent, payment
method and other details associated with any money that you
spend.

Create categories for your expenses, such as business,
personal, expenses associated with a trip, or expenses
associated with a range of dates.

Keep track of vendors (companies), and people involved with
each particular expense.

Log miles traveled for a particular date or expense category.

Sort your expenses, either by date or expense type.

Transfer your expense information to a Microsoft Excel
spreadsheet in your desktop PC. (Microsoft Excel version 5.0
or later is required. It is not included with the PalmPilot
package.)

Note: The Expense feature is not included in PalmPilot1M Desktop
software for the Macintosh computer.
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Activating Expense

1. Tap the Applications button on the PalmPilot

0 screen. The Application picker appears, as shown
in the following diagram:

tap Expense

 e or re 5

1:53 pm Butters.I —:IV

2. Tap the Expense icon. The Expense application starts and the
Expense screen appears.

Note: If the Expense icon does not appear in the Application
picker, you will have to install the Expense application on your
PalmPilot organizer.

To install the Expense application on your
PalmPilot:

1. Install the PalmPilot Desktop software on your PC as

described in Chapter 9: Installing PalmPilot7M Desktop
Software.

2. Perform a HotSync1M operation on your PalmPilot, as
described in Chapter 10: HotSync7M Technology.

3. Click the Start button on your PC, move to the Programs
command, and then move to select the Install Expense from
the PalmPilot Desktop 2.0 group, as shown in the following
diagram:
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71 America Unline >
'rograrni ' a F'aln'rF'il-zrtflez' ' "-‘ ' > g] HotSync ManagerZD

, -1 StartUD ’ME MS-DDS Prompt fl PalmPilotDesklop 2.0
H1. Eettings * En WIndowsExolorer Q PalmPilotlnslallTool

{a Read Me
":1 Unlnstall FalmF’Ilol Desktop

 m
lTi

  

Menus for Windows 95 or NT 4.0

If you are using Windows 3.1x, open the PalmPilot Desktop
program group, and double-click the Install Expense icon.

4. The PalmPilot Install Tool dialog appears, as shown in the
following diagram:

PalmPilot Install T ool

Type the name of the file to install on your PalmPilot.
 

File Name: lexpensepro Browse... I

UserName: lBrenda V

 Egit I
 

If necessary, choose the name associated with your PalmPilot
in the User Name area.

5. Click the Install button. The Ready to install dialog appears,
as shown in the following diagram:

Ready to Install

File is ready to install. The next time you HotSync it will be
loaded on your PalmPilot. 

 lnstall Another File I 

6. Click the Exit button. This confirms that the Expense
application is ready to install on your PalmPilot.
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tap here
vfill

mixpenszwper 0 20.00

  

Business Meals

(Mental itap to selectDinner
Entertainment expense type     

  

At this point, your expense item entry is saved. You can change
the expense amount or type at any time. If you do not select an
expense type, the entry will notbe saved.

Tip: A quick way to create a new Expense item is to make sure
that no expense item is selected in the Expense List, write the first
letter(s) of the expense type, and then write the numerical amount
of the expense item. This technique takes advantage of the
Expense application’s Quickffll option. For more information
about Quickfill, refer to the section entitled “Options Menu” that
appears later in this chapter.

Expense Item Date

Expense items appear in the list with the date that they were
entered on your PalmPilot. The Expense application offers you the
ability to change the date associated with any expense item.

To change the date ofan expense item:

1. Tap to select the expense item you want to change. The date
appears highlighted.

2. Tap the date of the selected item. The Date dialog appears, as
shown in the following diagram:

tap date

@ vfi”11x2 Taxi S 20.00 4 1997 }IVZSL h
11225 H.321 g Jan Mar Flpr May JunS Jul Hug Sep Oct Nov De(5

 

 

   
 

  
11.925 Business Meals
11.925 Car Rental

 
  SMTWTFS

1
2 3-5 s 2 s9101112131415

16 1? 1s 19 20 21 22
23 24 25 26 27 2e   
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3. Tap to select the date you want for the expense item.

For more information about the features of the Date dialog, refer
to the section entitled “Choosing a Date” that appears in Chapter 3:
Date Book.

Receipt Details

The Expense application provides a variety of options that you can
associate with an item. The available options appear in the Receipt
Details dialog.

To activate the Receipt Details dialog:

1. Tap the expense item (if it is not already selected).

2. Tap the Details button. The Receipt Details
dialog appears, as shown in the following
diagram:

Receipt Details
Category: v Unfiled

Type: v Car Rental
Payment: v Unfiled
Currency: v $

lll'emior

“u.

 
The following sections describe the features and settings that are
available in the Receipt Details dialog.

Category

The Category pick list enables you to choose the category for the
expense item. The default Category setting is Unfiled when “All”
is selected. Otherwise, the default is the currently selected
Category. An expense item remains in the default category until
you choose to change it in the Receipt Details dialog.

Two default categories are provided, New York and Paris, as
examples of how you might sort your expenses according to
different business trips.
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You may also choose Edit Categories from the pick list to change
the names of the categories, or create your own new expense
categories. For example, you may create a category for a range of
dates, such as a week or month. You may also delete or rename
the New York, Paris or other categories.

Type

The Type pick list displays the same expense type options that
appear in the Expense List screen. You can use this pick list to
change the expense type for any ofyour Expense items.

Payment

The Payment pick list enables you to choose the payment method
used to pay the expense item. Click the pick list, and choose the
method of payment that corresponds to the expense item. If the
item is prepaid (such as airline tickets supplied by your company),
you can choose that option from the list.

Choosing Prepaid will cause your expense to be recorded in the
appropriate company-paid cell ofyour final printed expense report
spreadsheet. Refer to the section entitled “Transferring Your Data
to Microsoft Excel” that appears later in this chapter.

Currency

The Currency pick list enables you to choose the type of currency
used to pay the expense item. The default unit of currency is
defined by the Preferences command (described later in this
chapter).

The Currency pick list can display up to four other common types
of currency. You can customize any or all four of these selections,
as described in the following procedure.

To customize the types of currency that

appear in the Currency pick list:

1. In the Receipt Details dialog, tap the Currencies pick list, and
then tap the Edit Currencies selection. The Select Currencies
dialog appears, as shown in the following diagram:
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Re(ei|)t Details Select (urrelKies
category: v Unfiled

Type: v Entertainment
Payment: v Unfiled

Select the (urrencies that
display in currency list.
(urrele ‘l: v United State:

tap Edit (rrrrrry 2: v
currencies (urrele a; v(urrele 5: v None 

n--.
 

2. The Select Currencies dialog includes a pick list for each of
the five types of currency. Tap each pick list to choose the
country whose currency you want to display.

3. Tap the OK button to close the Select Currencies dialog and
activate your selections.

Note: If the currency you want to use is not represented by the
available list of countries, you can create your own custom
country and currency symbol. Refer to the section entitled
“Expense Menu Commands” that appears in the next section.

Vendor and City

The Vendor and City areas enable you to record the name of the
vendor (usually, a company) associated with the expense, and the
city where the expense took place. For example, a business lunch
might be at the Sunnyside Restaurant (Vendor) in San Francisco
(City) .

Attendees

The Attendees button activates the Attendees screen, that enables

you to list the people who attended the activity associated with the
expense. You can also use this space for notes, such as the
purpose of the expense.

The Attendees screen resembles a memo in the Memo Pad

application, as shown in the following diagram:
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Note: This setting only applies to expense items that have
“Mileage” set as the expense type. The Mileage expense type
enables you to keep track of the number of miles traveled on a
certain date, or for a certain function.

Show Currency

This setting shows or hides the currency symbol in the expense
list.

Expense Menu Commands

The Expense application includes menu commands to perform
common file and editing tasks. This section explains the menu
commands that are specific to the Expense application.

Refer to Chapter 2: Working with the PalmPiIot7M Connected
Organizer for information about menu commands that are common
to all of your PalmPilot applications.

Record Menu

When you select the Record menu, its menu command appears on
screen as shown in the following diagram:

IRecord Edit OptionsDelete Item... /D
/E

  

    
Purge...

I Delete Item. The Delete Item command displays an alert
dialog, prompting you to confirm that you want to delete the
current expense item. You must tap to select an item before
you can use the Delete Item command. Ifyou tap the OK
button, the item is deleted from the memory ofyour PalmPilot.
If you tap the Cancel button, the alert dialog closes and you
are returned to the Expense screen.

The default setting for the Delete Item alert is to “Save archive
copy on PC.” This will remove the item from the Expense
application, but retain a copy of the item and transfer it to an
archive file on your desktop computer the next time you
perform a HotSync operation.
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I Purge. The Purge command is used to conserve memory on
your PalmPilot by deleting expense categories that you no
longer use.

The Purge command displays an alert dialog, prompting you
to confirm that you want to purge all the records from the
selected category.

Options Menu

When you select the Options menu, its menu commands appear on
screen as shown in the following diagram:

Record Edit Options-Preferences... .IR
Custom Currencies... J'I'
flbout Ea: . ense

  
   

I Preferences. The Preferences command activates the

Preferences dialog, which is used to activate the Quickfill
feature and set the default currency symbol.

Preferences 3
I? Use Quickfill when

entering data

Default currency: 1’ $ 
I Use Quickfill. The Quickfill feature enables you to select an

expense type by writing Grafliti characters in the Grafliti
writing area. With Quickfill activated, writing a letter
automatically selects the first expense type (alphabetically)
associated with that letter.

For example, if you write the letter “T,” Quickfill automatically
fills in the “Taxi” expense type. Writing “T” and then the letter
“E” fills the first expense type beginning with the letters “TE,”
which is telephone.

Note: You can use the Quickfill feature to begin a new expense
item. If no expense item is selected and you begin writing letters
in the Graffiti writing area, a new expense item is created with the
expense category selected based on your writing.
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I Default currency. This pick list sets the default currency
symbol displayed in the Expense application. All other
currencies are shown by their unique currency symbols.

I Custom Currencies. The Custom Currencies command

allows you to define additional currency symbols used by the
Expense application.

Note: You only need to use this command if the currency
symbol you need is not available in the Currency pick list of
the Receipt Details dialog (explained earlier in this chapter).

To define a custom currency symbol:

1. Choose Custom Currencies from the Options menu. The
Custom Currencies dialog appears:

(reote your own custom
curren(ies by tapping on
the country name below:

tap a
Country button 

2. Tap one of the four Country buttons. The Currency Properties
dialog appears, as shown in the following diagram:

Currency Properties
Country: gountry 1
Symbol: 

3. Use Graffiti strokes to enter the name of the country
associated with the currency symbol, and the symbol that you
want to appear in the Expense application. Tap the OK button
to define your setting.

4. Tap the OK button to close the Custom Currencies dialog.
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To View your Expense data as an expense

report in Microsoft Excel:

1. Perform a HotSync operation. This transfers your latest
Expense data to your PC, and makes it available to PalmPilot
Desktop.

Q 2. Click the Expense button. The Microsoft Excel
Expense application automatically starts and the Expense

Report configuration dialog appears, as shown in
the following diagram:

5

l7 Selected Categories Print... 

 
Cancel 

 I \ . .
Pans 7Click to select CategorlesOptions.

Help
A

   
Dates

3 All
l“ End Date:

 
 

Note: Ifyou are using Windows 3.1x or launching Expense
from the Start menu (instead of PalmPilot Desktop), you must
first choose the user name that corresponds to your PalmPilot.

3. Click to select the expense category that you want to use. The
category appears highlighted.

You can shift+click to select multiple categories. If you want
to view the expenses associated with all ofyour Expense
categories, click the All button in the Categories area.

4. If you want to define an end date for the expense report, enter
the date in the End Date area.

Note: Ifyou do not specify an end date, all expense entries for
the selected categories will appear — up to the date of the last
HotSync with PalmPilot.
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5. Click the Options button. The Expense Report Options dialog
appears, as shown in the following diagram:

enter name and other information

A E
Department. Cancel

Name:

 

 Phone N 0. Help 

Pleiect.
Bill To:

Template: WP
SAMPLE2.LT
SAMPLESXLT
SAMPLE4.><LT

    
  

choose expense template

6. Enter name, department and other information as necessary
for your expense report.

7. Click the Templates menu, and click to choose an expense
template. Samples of the available expense templates appear
in Appendix B: Expense Templates.

Note: Ifyou want to create your own custom expense template
and have it appear in the Templates menu, refer to Appendix
C: Creating a Custom Expense Report.

8. Click the OK button. You are returned to the Expense Report
Options dialog.

9. Click the Create button. Your expense data is opened in a
Microsoft Excel spreadsheet, and filled in the appropriate rows
and columns for the template you selected in step #7 as shown
in the following diagram:
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A E c D F H J L N P R T v I x Y j1 7
2 Travel Expense Report Erwlaveename Emplaveenwher3
E
7 , , , , ,
B Date 2/5/95 2110/95; ‘ 2/15195‘ 2/17195‘ ‘ TOTAL
5 Hum _ = TOTALm
11 LUDGWG , . . . . . . . . . _
12 Hotel 97 sq 597 so
13 Laundry V V V V V V V ‘ —
1‘ 7‘95 WWL W
15 Luflumulmal ‘ 1075a pm
17 MEALS ,
1E Ereaktast 127d
15 Lunch V 75m V2n Dmner 249a
21 Mealslutal WVFEhrDD'Ia —
23 ElUSlNVESS
 
 

24 Eusmessmeals
25 Cunterenue
26 Entertammem
27 Eusmesslmal

 
 
 
 (u

25 TRANSPORTATLUN3|] Amara
31 Aulu Rental
32 Auto Mamueas
33 LucalTrans

lTullsJFarkmg
36 M1les@ SUZBfmileV37 Trans mm

 
 
 
 
 
 
 
  

 
 

 

  
 

At this point, your expense data appears in the familiar Microsoft
Excel spreadsheet form. You may enter additional information in
any cell, make other changes to the formatting of the spreadsheet,
save the file in any directory, and print the file in the normal
manner.

Expense Templates

Four different expense templates are provided with PalmPilot
Desktop. Choose the template that is most convenient for your
needs. Illustrations of the expense templates appears in Appendix
B: Expense Templates.

If you want to create your own custom expense template, refer to
Appendix C: Creating a Custom Expense Report
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Dale Submnad
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Preview Pagei of2 

4. Click the Print button that appears in the Microsoft Excel
window to print your expense report.
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Chapter 8

Additional Features

Your PalmPilot1M connected organizer contains
additional features that make it faster, easier and
more convenient to use. 

Find Command

The Find command is available in any PalmPilot application, and
will locate any text that you specify. The text you enter for your
search can be whole words, or the beginning letters of a word.
The Find command automatically searches all the data stored on
your PalmPilot organizer, and lists which applications contain the
text.

For example, suppose that you want to find a particular name, but
aren’t sure where you stored it. The Find command immediately
lists all instances of that name, and enables you to jump directly to
the location of the name.

To use the Find command:

1. From any application running on your PalmPilot, tap
9 the Find button. The Find dialog appears.

2. Enter the text that you want to find in your PalmPilot.

3. Tap the OK button. Your PalmPilot finds all instances of the
text that you specified, and lists them in a dialog, as shown in
the following diagram:
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Matches for “Davidson”
Memos

Re-model Project Notes
I 1.922 Meeting MinutesAddresses

Datebook
Lunch: Bill Dav... 12K4K9512:DU pmTo Do Items 

As PalmPilot searches for the text, you can tap the Stop button
at any time. You may want to do this if you have a large
number of matching entries entered on your PalmPilot, and
the one you want is already displayed. To continue the search,
tap the Find More button.

4. Tap the text of the record that you want to review. The file or
record that you selected, and its corresponding PalmPilot
application appear on the screen.

Note: Ifyou select text in a PalmPilot application (so it is
highlighted in black) before you tap the Find button, the selected
text automatically appears in the Find dialog.

The Find command is not case-sensitive. In other words,

searching for the name “davidson” will also find “Davidson.” The
Find command will also search the contents of notes.

Phone Lookup

In addition to the Find feature for locating text in your PalmPilot,
you can search for and display phone numbers with the Phone
Lookup menu command. Once you have found a phone number,
you can paste it directly into a PalmPilot application.

For example, if you want to include a phone number in a memo,
you could use the Phone Lookup feature to find the phone
number, and then transfer it directly into the memo.

To use the Phone Lookup command:

1. Open the record where you want to insert a phone number.
This can be an event in the Date Book, a To Do List Item, or a

memo in the Memo Pad application.

page 118 PalmPilot Handbook
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Tap the Menus button. The menus for your application appear
at the top of the screen.

Tap the Options menu, and tap the Phone Lookup command.
The Phone Number Lookup screen appears, as shown in the
following diagram: 

' 415917-3356
=1lilEi-E 21;:
510-226-1515

Vital)r 415-917—3356
KUCOIO, Greg 408-555-1212
Luna, David 510-226-1515
Littleton, Jutk 415>91?-3356
Mann. Scott 408-555-1212
Nelson, Scott 510-226-1515
0ppenh....(harlie 403-555-1212
Palmer. Hrnie 510-226-1515

Look up:,!$.9[l..............-¢

 
   
 

From the list of phone numbers, tap to select the phone
number you want to use. The phone number will appear
highlighted.

Note.“ If you have a large number of phone numbers stored in
your PalmPilot, you can use the Look Up feature at the bottom

of the screen. Enter the first letter of the name you want to
look up, and the list automatically scrolls to the first name that
starts with that letter. You can continue to add letters to

narrow your Look Up search.

Tap the Add button. The Phone Number Lookup screen
closes, and the name and phone number you selected are
automatically pasted into the record.

Note: You can also use the Graffiti® command-stroke, /L, to

activate the Phone Lookup feature. The Phone Lookup feature is
not available in the Address Book and Expense applications.

Phone Lookup Tips

You can use the Phone Lookup feature during the course of
text entry. For example, suppose you want to insert the full
name and phone number for someone with the last name
“Williams.” In this case, you could write the Graffiti characters

for “Wi,” and then the Phone Lookup command stroke “/L.”

Assuming you only have one Address Book entry that begins
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Note that pressing the Memory Store button has no effect on the
current calculation (or series of calculations); it merely places the
value into memory until it is recalled. The Memory feature makes
it easy to perform a series of calculations based on some specific
number that can be recalled whenever you’re working with the
Calculator.

Memory Recall

The Memory Recall button summons the value from memory, and
inserts it in the current calculation.

Memory Clear

The Memory Clear button removes any value that is stored in the
memory of the Calculator.

Calculator Menu Commands

The Calculator supports the Copy and Paste commands, which
enable you to copy a calculated value and paste it in another
application on your PalmPilot.

When you choose the Copy command, the numerical value is
copied to the clipboard ofyour PalmPilot.

If you copy a number from another application (e.g., the Memo
Pad), the Paste command enters the number into the Calculator.
You cannot Paste text into the Calculator.

Recent Calculations

The Recent Calculations command enables you to review the last
series of calculations, and is particularly useful for confirming a
series of “chain” calculations.

To display the recent calculations:

1. Tap the menu icon, and choose the Options menu.

2. Tap Recent Calculations. The Recent Calculations screen
appears, as shown in the following diagram:
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Recent Calculations
5.
5.

25.
II*0

ll
I23.

Il'NfiII56.
21964286 

3. When you have finished reviewing the dialog, tap the OK
button to close the Recent Calculations dialog, and return to
the Calculator.

Memory Application

The Memory application appears in the Application picker, and
displays the memory available in your PalmPilot, and how the
memory is currently being used.

T0 use the Memory application:

1. Start the Application picker.

® 2. Tap the Memory icon. The Memory screen appears,
Memory as shown in the following diagram:

M
Memory llsed: 6K of 480K
:I

flddress: IK
Bate Book: IK
Memo Pad: 2K

System: 3K
To Ila list: IK

 

Delete apps Records E 
 

The Memory screen initially shows the size of the applications
loaded in your PalmPilot. Tap the Records button to show the
number of records stored in each application.

Note: Some memory is always used by PalmPilot organizer’s

internal operating system. The Memory screen shows how much
memory is available.
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Deleting Applications

The Memory application is also used to delete applications that
you have installed in your PalmPilot.

To delete an application that you have
installed:

1. Tap the Delete apps button. A list of the additional
applications appears.

In the list of applications, tap to select the application that you
want to delete. The application will be highlighted (in black).

Tap the Delete button. An alert appears, prompting you to
confirm that you want to delete the application.

Tap the Yes button to delete the application. The application
list reappears, showing that the application has been deleted.

When you are finished, tap the Done button to return to the
Memory application.

Note: You cannot delete the Date Book, Address Book, To Do List,

Memo Pad, or Calculator applications from your PalmPilot. These
applications are permanently stored in the memory of the
PalmPilot.

Security System

Your PalmPilot is equipped with a Security application, so that
unauthorized users will not be able to view the records that you
wish to protect. The Security application provides two levels of
security:

Hide Private records. Any or all of the record entries can be
set as “Private.” The Security application can be set to hide
these private records so they cannot be viewed unless the
correct password is entered.

Note that you can hide private records with or without a
password set. Without a password, private records are hidden
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until you set the Security application to show them. With a
password set, the password is required to view private records.

I PalmPilot Lock. You can also set the Security application to
turn off and lock the PalmPilot. In this case, the PalmPilot will

not operate until the correct password has been entered.

To start the Security application:

1. Tap the Applications button. The Application picker appears.

Q 2. Tap the Security icon. The Security screen appears.
Securityr

Assigning a Password

To assign a password:

1. With the Security application running, tap the password (if no
password is assigned, tap the word “Unassigned”). The
password dialog appears, as shown in the following diagram: 

Password

Se(ret Recordsm Enter a password:
Password: EU I ..................................................................

\I ‘5 _tap here If you set a password, youmust enter it to show secret
Password Features: records.

 
 

Forgotten Password
Turn Off 8: Lock Device    
 

2. Enter the password that you want for your PalmPilot.

3. Tap the OK button. A dialog appears, prompting you to verify
the password.

4. Enter the same password a second time, and tap the OK
button.

At this point, you have assigned the password that will be used to
activate the Security features of your PalmPilot. The Security
screen changes to show that a password is assigned.
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Hiding Private Records

You can hide the records and entries that you have marked as
private. If you have assigned a password, it will be required to
show records and entries you have marked as private.

To hide Private records:

1. Tap the Hide button. The Hide Records dialog appears, as
shown in the following diagram:
 

Hide Records 8

® Records marked
Secret Re(ords:

 
 private” in details
* tap here dialogs will be hiddenIfa password is set, youmust enter it to show

private records.

Password:

Password Features:
Forgotten Password

Turn Off 8: Lock Device    
 

2. Tap the Hide button. The Hide Records dialog closes. All
records and entries marked as Private will not appear in any
application on your PalmPilot. Note that the records and
entries are not deleted by the Hide button; they are merely
hidden.

Showing Private Records

When you have hidden Private records and entries, you can use
the Security application to once again display the Private records.

To show Private records:

1. With Hide Private Records activated, tap the Show button. If
you have assigned a password the Show Private Records
dialog appears, as shown in the following diagram:

m _ tap here
Secret Records: Show

Passwo

 

 Show Private Records

 
Enter your password to showse(ret records:

Password Features:
Forgotten Password

Turn Off 2. Lock Device    
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2. Enter your password.

3. Tap the Show button. The Show Private Records dialog
closes. All records and entries marked as Private will be

visible in their respective PalmPilot applications.

Changing or Deleting a Password

Once you have defined a password for your PalmPilot, you can
change or delete it at any time. You must enter the current
password before it can be changed or deleted.

To change or delete yourpassword:

1. With a password assigned, tap the Assigned button. The
Password dialog appears, as shown in the following diagram:
 

5m:Rmom:Password:  Password
Enter your turrent password:

 _tap here Password Features:
Forgotten Password

Turn on a: Lurk Device   
 

2. Enter the current password.

3. Tap the OK button. The Password dialog changes to prompt
you for a new password, as shown in the following diagram:

Password
Enter new password or tap
“Delete” to remove your
current password: 

4. Enter the new password, and tap the OK button. Ifyou want
to delete the password, tap the Delete button.

Forgotten Password

If you forget the password that you have assigned, you can choose
to have the password deleted from your PalmPilot. Deleting a
forgotten password will also delete all records and files marked as
Private.
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Important: If you synchronize the data between your PalmPilot
and your desktop computer before deleting a forgotten password,
your private records will be restored the next time you perform a

HotSync1M operation. The password will not be restored.

To delete a forgotten password:

1. Tap the Forgotten Password button. Ifyou have a password
assigned, the Delete Password dialog appears.

2. Tap the Yes button to delete the password, as well as all
records and entries marked “Private.”

PalmPiIot Lock

You can also use the password to lock the PalmPilot, so the
password is required before the unit will operate.

To lock the PalmPiIot with a password:

1. Use the HotSync application to synchronize the data between
your PalmPilot unit and your desktop computer. Refer to the
PalmPiIot Desktop Handbook for information about how to use
the HotSync application.
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2. Tap the Turn Off & Lock Device button. Ifyou have a
password assigned, the System Lockout dialog appears, as
shown in the following diagram:
 

m— 59m... Lockout
@ This feature turns off 

Secret Re(o the device and prevent;
others from using it
Without the password. 

Pnsswn

Entering the passwordPnnnnnnd quturzs: urned all will
unlndut.

q_tap here
    

3. Tap the Off & Lock button. The power for your PalmPilot
turns off.

4. The next time you start your PalmPilot, you will be prompted
for the password. There will be no access to any of your
PalmPilot organizer’s records or applications until the correct
password has been entered.

Important: If you lock the PalmPilot as described in the previous
procedure, you will need to enter the exact password to reactivate
the PalmPilot. Should you forget the password, you will have to
use the PalmPilot organizer’s reset button to resume using the
unit. Performing a hard reset with the reset button will delete all
the records and entries in your PalmPilot; however, all
synchronized data will be restored at the next HotSync. For
information about how to use the reset button, refer to Chapter 12:
Reference.

Graffiti® ShortCuts

Graffiti’s ShortCuts make entering commonly-used words or
phrases quick and easy. ShortCuts is similar to the Glossary or
Autotext features of some word processors.

You can assign up to 45 characters to a ShortCut. For example,
you might create a ShortCut with your name, or headers for a
memo.
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135

3. Tap the Yes button to delete your ShortCut.

Menu Commands

Menu commands for your PalmPilot applications have Graffiti
“command stroke” equivalents, similar to command keys on
desktop computers. Each command shows its corresponding
command letter on the right side of the menu, as shown in the
following diagram:

 Undo
(at {X
(onlyI {C
Paste {P
Select FIII

Keyboard
Graffiti

  
  
 

 

Menu commands Command letters

 

With the command stroke and the corresponding command letter,
you can immediately activate the menu command without having
to access the menu. For example, the previous diagram shows the
Edit menu. As shown in the menu, the Select All command can be

activated by drawing the Command stroke, followed by the lettern u
S.

To use menu commands:

1. Draw the Command stroke.
 

Comman /
d    

2. The Command indicator appears just above the Graffiti writing
area, as shown in the following diagram:

Command:

 

Chapter 9: Installing PalmPilotT" Desktop Software page 133

135



�������� 	�
�	�

�������

�

�� ���������������������������������������� �����!�"#��$!!�"%&$#�'�"���$�# ��()*+,��-���.$!!�"%�!$%��� ��������/$���00�$1�!����&��'$ ��$"% ���2$#�!# ���!!�%�����&�'���������������������������$�������������!�"#��$!!�"%�-���!�"#��$!!�"%�� ��"�$3�%�'��"�&$#�'����������$!!�"%���������2$#�%$�"$��������$���0�����4�"# �5#��$"�$������  ����!�"# �'��"�&$#�# ������.$!!�"%� ��$3���"%��$!!�"%������� �67�88����9�7
��:;"��%%���$"��$���1�� &!5$� <�=��//�����"��#%� � 0������ ��$3� �������"�5��# �%��$�"���>����'����"���1�<�$��������1��/���% �$/�&$#�?��!?��$���00������$" �@ABBCDE FGHAIJKLMN�OPQRLQ�QSTUVKLMN�OPQRLQ�WNXVYQNMSLPR�XSNWZ[\ZZQNRR�]LL̂�L_ẀabNcV�dSNWZ[\ZZQNRR�]LL̂�L_ẀaefN_�\ZZQNRR�gNOLQZ[\ZZQNRR�]LL̂�L_Ẁa
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Chapter 9

Installing PalmPilot‘" Desktop Software

This chapter explains how to install the PalmPilot Desktop
software on your personal computer (PC). It also explains some of
the features and capabilities of the PalmPilot Desktop software.

PalmPilot Desktop is supplied with comprehensive online
documentation. Once you have installed the software, refer to the
Help menu for complete information about how to use PalmPilot
Desktop.

About PalmPilot Desktop

PalmPilot Desktop provides features and capabilities for the

PalmPilot1M connected organizer that let you:

I Work with your PalmPilot applications on your PC. PalmPilot

Desktop duplicates the Date Book, Address Book, To Do List

and Memo Pad applications of your PalmPilot, so you can

view, enter and modify any data stored on your PalmPilot

organizer.

I Back up the data stored on your PalmPilot organizer with

HotSync1M synchronization technology and synchronize the data
with PalmPilot Desktop. HotSync is a one-step procedure that

ensures your data is always safe and up to date. For information

about how to use the HotSync feature, refer to Chapter 10:

HotSync” Technology.

I Import and export data, so you can use existing database files
as the basis of Address Book or Memo Pad entries.
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those programs and continue. Read the warning message in
the window and click the Next button.

7. Follow the remainder of the installation instructions that appear
on the screen.
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Chapter 10

HotSync‘" Technology

This chapter explains how to synchronize data

between PalmPilot1M Desktop software and one or
more PalmPilot connected organizers. To do so, the

PalmPilot Desktop and PalmPilot are connected

directly or with a modem. Two-way synchronization

is achieved by use of HotSync1M technology.

 
HotSync will:

I Synchronize the PalmPilot records with the records on the PC
Desktop and vice versa.

I Enable a centralized computer to manage individual or
multiple PalmPilot organizers.

The HotSync Process and the HotSync Manager

HotSync is the process of automatically synchronizing data
between the PalmPilot and PalmPilot Desktop. Changes you make
on the PalmPilot or PalmPilot Desktop will be reflected on both
platforms after a HotSync. HotSync only synchronizes the needed
portions of files, thus reducing HotSync time.

The HotSync Manager oversees the process, which can be
accomplished directly with the PalmPilot organizer’s Cradle or with
a modem. The HotSync Manager runs in the background,
monitoring a communications port on the PC, “listening” for a
HotSync command from a PalmPilot. The HotSync Manager will
conduct synchronizations, even when PalmPilot Desktop is not
running.

Conducting a Local HotSync

During the first HotSync, accounts must be established on both the
PalmPilot Desktop and the PalmPilot unit. Subsequently, the

Chapter 11: Installing Applications page 141
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Serial port

 
 

 
       

Note: Ifyou are unsure about the exact location of the serial port
on the desktop computer, refer to the user’s manual supplied with
the computer.

2. Launch PalmPilot Desktop.

3. From the HotSync menu, choose Setup. When the Setup
dialog appears, click the Local tab to display the settings:

3

General Local Modern]
 

S arial Poll: '
   SPEEd- As Fast As Passlble '

  
Cancel Help  

4. Check the selected Serial Port and make sure it corresponds
to the port number that is connected to the PalmPilot Cradle.

Note: This port must not be shared with an internal modem or
other device. If you have trouble determining the correct
serial port, refer to the section entitled “Troubleshooting” that
appears in Chapter 12: Reference.

5. Choose a Speed. The default is As Fast As Possible, which will
allow the PalmPilot Desktop and PalmPilot to find and use the
fastest speed. We suggest you initially try the As Fast As
Possible rate, and adjust downward if you experience
problems.

6. Click OK to close the Setup dialog and activate your settings.

Chapter 11: Installing Applications page 143
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HotSync then performs a transfer of data for all five applications:
the Date Book, Address Book, To Do List, Memo Pad and the

Expense application.

A HotSync Progress window appears on the PalmPilot Desktop,
as shown below. A similar screen displays the HotSync progress
on the PalmPilot.

HotSync Progress E 
Status: HolSyncing

User: De Sant

EEG

 

When the HotSync is complete, PalmPilot Desktop displays a
final HotSync message.

Selecting HotSync Options

As mentioned in the HotSync introduction above, it is possible to
set the conditions when you want HotSync Manager to run.

To set the HotSync Options:

1. From the HotSync menu of PalmPilot Desktop v2.0, choose
Setup. (For PalmPilot Desktop v1.0, choose Options from the
Tools menu.) The Setup dialog appears, as shown below:

General lLocal I Modeml
HulSync Manager

5 All 
5" Available only when EalmPilot Desktop is running
5" flanual [you start HotSync Manager yoursell]

  
Cancel Help  
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2. From the General tab, select whether you want HotSync to:

I Always be available (to monitor the communication port for
PalmPilot synchronization requests), or

I Available only when the PalmPilot Desktop is operating, or

I Run manually, which means you have to start the HotSync
Manager yourself.

If you’re not sure which of these options to use, use the
Always available (default) setting.

3. Click OK. The Setup dialog closes.

Customizing the HotSync Feature

A “conduit” determines how records are handled during HotSync.
A conduit exists for each application. This section describes how
you can customize whether conduits are invoked, and what the
conduits do.

PalmPilot Desktop assumes that you want all files synchronized
between the PalmPilot and the PalmPilot Desktop. In general, you
should leave the settings to synchronize all files. The only reason
you might want to change these settings is to overwrite data on one
platform over another, or to not synchronize a particular type of file
because you don’t use it.

In addition to the Date Book, Address Book, To Do List Memo Pad

and Expense application conduits, PalmPilot Desktop includes
System and Install conduits. The System conduit backs up the

system information stored in your PalmPilot, including Graffiti®
software ShortCuts. The Install conduit is used to install PalmPilot

applications. There should not be a need to disable the Install
conduit.

page 146 PalmPilot Handbook
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To customize HotSync operations:

1. Choose Custom from the HotSync menu. The Custom dialog
appears, as shown in the following diagram:

 

 
 

  
 

  

fl

Jlm L
Conduit Action
Date Book Synchronize the files
Address Book Synchronize the files
To Do List Synchronize the tiles Ehange. .
Memo Pad Synchronize the files
Mall Synchronize the tlles Qelault
Expense Synchronize the files Helplhstall Enabled _
System PalmPIlot overwrltes Desktop 
 

2. At the top of the Custom dialog, choose the appropriate user
name from the list.

3. Highlight an application, and click Change. The Change
HotSync Action dialog appears, as shown below:

 
 

  

fl

HotSync Action for To Do List _
UK

D.E (:- 3y CancelHelp

E I” Desktop overwrites PalmF'ilot
I— Set As Default

El” I“ PalmF'ilot overwrites Desktop

F Do Nothlng
 

4. Make selections to set in which direction you want HotSync to
write data. Within this dialog, you can also opt not to transfer
data for a particular application by clicking Do Nothing.

Note: Changing the HotSync setting from the default only
affects the next HotSync. Thereafter, the HotSync Actions
revert to their default settings.

5. If you want the selection to serve as a persistent choice, click the
Set As Default box. Thereafter, you can just click the Default
button in the Custom dialog to revert to the default settings.
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6. Repeat steps #2 through #4 to change conduit behavior for
other applications, or for a different user name.

7. Click OK. The Change HotSync Action dialog closes.

User Profile

You can use HotSync to load data into a PalmPilot — without
having that data associated with a user name. This makes it
possible to pre-configure a number of PalmPilot organizers with
specific information (such as a company phone list) before they
are distributed to their actual users. This feature is only available
for PalmPilot Desktop v2.0 (for Windows 95 or Windows NT 4.0).

Important: The User Profile feature is designed only for the first
time HotSync, before a User ID has been associated with a
particular PalmPilot.

To create a User Profile:

1. Choose Users from the Tools menu. The Users dialog
appears.

2. Click the Profiles button. The Profiles dialog appears. The
Profiles dialog appears, as shown in the following diagram:

Select a prohle
 

 

  
 

3. Click the New button. The New Profile dialog appears, as
shown in the following diagram:

5
Enter a new profile name:
[—

Cancel
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4. Assign a name for the Profile, and click the OK button. Repeat
steps #3 and #4 for each Profile that you want to create.

5. Click the OK button to close the Profiles dialog and return to
PalmPilot Desktop. The name that you specified in step #5
appears in the User drop-down list of the PalmPilot Desktop
toolbar, as shown in the following diagram:
 

 
,1? User. .. at .

 
Mary
Tech 5 uooor| [DlUlliB]
Edit Users...   

6. Choose the Profile from the User drop-down list, and create
the data for the Profile (e.g. company phone list, etc.).

To use a Profile for the first-time HotSync

1. Install the new PalmPilot in the Cradle, and press the HotSync
button. Because the PalmPilot is not associated with a

particular user, the Users dialog appears.

2. Click the Profiles button. The Profiles dialog appears.

3. Choose the Profile that you want to load into the PalmPilot,
and click the OK button. An alert appears, as shown in the
following diagram:

’ lostallino a profile will overwrite all data currently
a on the PalmPilot.

Are you sure you want to do this?

l— Don‘t ask this question again

1; to  

4. Click the Yes button. All of the Profile data is transferred to
the PalmPilot.

The next time you perform a HotSync operation, PalmPilot
Desktop will prompt you for a User name to be associated with the
PalmPilot.
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Conducting a HotSync via Modem

HotSync enables you to synchronize the PalmPilot when you are
away from your PC by using a modem HotSync operation.

Note: You must conduct a local HotSync using the PalmPilot
organizer’s Cradle connected to the serial (COM) port ofyour PC
before attempting a modem HotSync operation.

To perform a HotSync operation via modem, the PalmPilot,
PalmPilot Desktop, and both modems must be configured properly.
You will also need:

I Modem connected to your computer

I Modem connected to your PalmPilot

I Special modem cable to connect the PalmPilot organizer’s
serial connector to the modem. (The Cradle is not used for a

modem HotSync operation.) This special cable may be

ordered by contacting the number listed in Appendix A:

Technical Support, Service and Repair.

PalmPiIot Configuration

To conduct a HotSync operation Via a modem:

1. Turn on the PalmPilot and tap the Applications button.

9 2. Tap HotSync.H 5

at m 3. Tap the Enter Phone # button under the Modem
Sync icon. The Phone Setup dialog appears on the
PalmPilot screen, as shown below:

El Disable cull waitin
El Use (ulling curd: 

Note: Ifyou have Network HotSync1M software installed on your
PalmPilot organizer, the Remote Setup screen will appear. Refer
to the Network HotSync Handbook for more information.
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10.

11.

12.

13.

14.

Enter the telephone number to access the modem connected
to your computer.

If you need a prefix, such as “9,” to access an outside line, tap
the Dial Prefix check box. Enter any needed dial prefix. You
may also enter a comma in the field to introduce a “pause” in
the dialing sequence. (Uncheck the outside-line prefix box
when calling outside an oflice phone system.)

If the phone line you’re using for the PalmPilot has “call
waiting,” tap the check box to disable the call waiting feature
for the duration of the modem HotSync.

The default is “1170,” (the comma at the end introduces a

pause). You can also use another common code “*70,” to
disable call waiting. Enter a different code if necessary.

Note: Ifyou want to use a calling card to place the call, click
the check box. Enter the calling card number in the field.

Tap OK. This returns you to the HotSync dialog.

Tap the Modem Setup button. The Modem Preferences
screen appears.

Click Tone or Rotary to match the your telephone system.

Select the modem type that best describes the modem
connected to your PalmPilot. The modem type specifies the
modem startup string that appears in the String field. Ifyou’re
not sure ofyour modem type, or your modem doesn’t match
any that appear in the list, choose Hayes Basic.

Select the modem speed with which the modems should
communicate.

Select the speaker volume that you want for the modem.

Select the data flow control (Flow Ctl) that you want for the
modem connection. Choose Standard, On (Xon) or Off (Xoff).

You can also enter the exact string for your particular modem.
Refer to the modem manual and enter the command string the
modem manufacturer recommends.

Tap Done. This closes the Modem Setup box.
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Conduit Setup

The Conduit Setup feature only applies ifyou are conducting a
modem HotSync, running PalmPilot Desktop v2.0, and HotSync
Manager 2.0 (with a modem connected to the PalmPilot). It is
designed to minimize the data synchronization time required to
complete the HotSync operation. The Conduit Setup dialog
enables you to define which files and/or applications are
synchronized during a modem HotSync operation.

To change the settings in the Conduit Setup

for a modem HotSync:

1. On the PalmPilot, tap the Applications icon. The Application
picker appears.

9 2. Tap the HotSync icon. The HotSync screen
HotSync appears'

3. Tap the Menu icon, and choose Conduit Setup from the
Options menu. The Conduit Setup dialog appears, as shown in
the following diagram:

Conduit Setup
Select the conduits to run
during Modem HotSync (for
PulmPilot Desktop 2.0 only).
Enddress
like":
ECommTest
Eome Book
EHotSyncE'Muil
EMemo Pad 

4. Tap the check boxes to de-select the files and/or applications
that you do notwant backed up during a modem HotSync. The
default setting is that all files are backed up during a modem
HotSync. Applications (such as games) that are not designed
to be backed up or do not have a database will not be backed up
— even if the item is checked in the Conduit Setup dialog.

A scroll bar appears at the right side of the screen, enabling
you to scroll down to see all the file and application selections
for the Conduit Setup dialog.

5. Tap the OK button to close the Conduit Setup dialog and
activate your settings for the next modem HotSync operation.
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PaImPiIot Desktop Configuration

1. Choose Setup from the HotSync menu of PalmPilot Desktop
v2.0. (For PalmPilot v1.0, choose Options from the Tools menu.)

2. Click the Modem tab. There are four settings to make. The
modem Setup dialog is shown below:
Setup

Local | Modern |

Serial PM W'
Speed A5 FESIAS Pugsublg v

Modem U S Robotics Spurislev V

Setup String AT&FM1LD&A1EE1EH1EM4&

 

3. Choose the communications port for the modem. Ifyou are
unsure, look at the back of the PC, and then, using the drop-
down list, choose the corresponding number for the port to
which the modem is connected.

4. Choose a Speed. The default rate is As Fast as Possible, which
will allow the modems to find and use the fastest-transfer rate.

We suggest you initially try the As Fast as Possible rate, and
adjust downward ifyou experience problems. Refer to the
face plate or modem manual ifyou do not know its top speed.

5. Choose the modem type or manufacturer. Refer to your
modem manual or face plate for its type or settings. Ifyou’re
not sure ofyour modem type, or your modem doesn’t match
any that appear in the list, choose Hayes Basic.

6. The Setup String that applies to the modem type or
manufacturer will change to reflect the modem type you
selected in step #5. If necessary, you can enter the exact
string for your particular modem. In this case, refer to your
modem manual and enter the setup string recommended by
the modem manufacturer.

7. Click OK. The Setup dialog closes.
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Performing HotSync via a Modern:
1. On PalmPilot Desktop, confirm that:

I Modem is connected and turned on, and

I HotSync Manager is running, and

I Modem is selected from the HotSync menu, and
I

No communications application is running on a COM port.

Note: Make sure the PC is disconnected from all online

services, such as America Online (AOL), CompuServe, or the
like. This helps to avoid conflicts with the COM port.

Connect the special modem cable from the PalmPilot
organizer’s serial connector to the modem. The other end
goes into your modem.

Warning: Do not attempt to use other kinds of cables, even if they
appear to be similar.

On your PalmPilot,
1.

2.

Turn on the PalmPilot.

Tap Applications on the PalmPilot screen, and then tap the
HotSync application.

Tap the Modem Sync button. The HotSync screen changes to
show that it’s dialing the modem.

HotSync begins. The HotSync process dials the PalmPilot
Desktop modem, and performs a synchronization of all five
applications: the Date Book, Address Book, To Do List, Memo
Pad and Expense application. For PalmPilot Desktop v2.0,
applications selected under Conduit Setup will be
synchronized.

The HotSync progress is displayed on the PalmPilot, and a similar
progress window appears on the PalmPilot Desktop. When
finished, the PalmPilot displays a final HotSync message.

If you have any problems conducting a successful HotSync, refer
to “Troubleshooting” in Chapter 12: Reference.

page 154 PalmPilot Handbook
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Chapter 11

Installing Applications on your PalmPilot‘"

Connected Organizer

Your PalmPilot is supplied with the Date Book, Address Book, To
Do List, Memo Pad, Expense and Calculator applications installed
and ready to use.

You can also install additional applications on your PalmPilot, such
as games and other PalmPilot compatible software. The PalmPilot
Install Tool application is designed to make it quick and easy to

install software on your PalmPilot during a HotSync1M operation.

Note: Any game or application that you install on your PalmPilot
resides in RAM memory, and can be deleted manually. A hard
reset on the PalmPilot will automatically delete these applications.

Using the PalmPilot Install Tool

To install software on your PalmPiIot:

1.; 1. Open the PalmPilot Desktop program group, and
""_ select the PalmPilot Install Tool. The PalmPilot

figmfgl Install Tool dialog appears, as shown in the
following diagram:

 

PalmPilnI Install Tnnl

 

FileName Browse. I

UsarName.W

 
2. In the User Name drop-down menu, choose the User Name

that corresponds to your PalmPilot.
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Chapter 12

Reference

This chapter includes troubleshooting information, explanations of

possible error messages, and how to reset your PalmPilot1M
connected organizer. This chapter also includes information about
how to reach 3Com in case you need assistance with your
PalmPilot.

Important: For other troubleshooting tips not included in this
handbook, refer to either the readme.txt file or the Heleotes file
located in the PalmPilot Desktop directory. These files are also
located on the installation CD-ROM (and diskettes).

Troubleshooting

If you should encounter a problem with PalmPilot, look to this
section for the description that most closely matches the
symptoms you observe, and try the suggestions listed.

Installation Troubleshooting

Do not place your PalmPilot in the Cradle during the installation of
the PalmPilot Desktop software. If PalmPilot is in the Cradle, the
installation program may incorrectly detect that a modem is
attached to one ofyour available serial ports.

HotSync Troubleshooting

HotSync is described in detail in Chapter 10: HotSync” Technology.
If you are having trouble with HotSync, refer to the online help
available in the PalmPilot Desktop software (on your PC).

General Troubleshooting

PalmPilot does not turn on:

I Adjust the contrast control.

Appendixes page 157
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Organizer for information about how to write Grafliti character
strokes.

I Make the Graffiti® character strokes in the Graffiti writing
area — not on the display part of the screen.

I Make sure you are making the strokes for letters in the left-
hand side, and the strokes for numbers in the right-hand side
of the Graffiti writing area.

I Make sure that Grafliti is not shifted into extended or

punctuation modes. Refer to the section entitled “Extended
Grafliti Characters” that appears in Chapter 2: Working with

the PalmPiIot7M Connected Organizer for information about
shifting into and out of punctuation modes.

Tapping the screen buttons or icons does not activate the

corresponding feature:

I Recalibrate the digitizer. In the Preferences application,
choose Digitizer from the pick list and follow the directions on
the screen.

When I tap the Menus icon, nothing happens:

I Not all applications and/or views have menus. Try changing
to a different application.

A message appears stating that PalmPilot’s memory is full:

I Delete unused memos and records. If necessary, you can save
these records to your desktop computer using the Save
Backup Copy option that appears in the Delete dialogs.

I Purge the Date Book and To Do List applications. This
deletes To Do items that have been completed, and past Date
Book events from your PalmPilot organizer’s memory. Note
that memory may not be recovered until your next HotSync
operation.

I If you have installed additional applications on your PalmPilot,
remove them to recover memory.
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PalmPiIot7M Connected Organizer for information about how to
use the settings in the Preferences application.

Records seem to be missing in various applications:

I Check the Categories pick list (upper right corner of the
screen). Choose “All” to display all of the records for the
application.

I Check the Security application and make sure that the Private
Records setting is set to “Show” private records.

Memo Pad application:

I If you cannot manually arrange the order of the memos in the
List View, check the Memo Preferences setting. Make sure
that Sort by is set to Manual.

I If you choose to view your memos alphabetically on PalmPilot
Desktop v2.0 (for Windows 95 and Windows NT 4.0) and then
perform a HotSync, the arrangement of the memos on the
PalmPilot will still be in the order defined in the Memo

Preferences setting. In other words, the settings for the order
that you use with PalmPilot Desktop are not transferred to the
PalmPilot.

I Macintosh users only: Ifyou perform a HotSync operation with
your PalmPilot Personal or Professional Edition and want your
memos to appear by order of entry on your Macintosh computer,
you must select Manual as the “Sort by” option on the PalmPilot.

If the “Sort by” option on your PalmPilot Personal or
Professional Edition is set to Alphabetic, memos will appear
sorted alphabetically on your Macintosh, and you will not be
able to revert to the original sort order.

The setting for the memo sort order that you select with your
Macintosh is not transferred to the PalmPilot Personal or
Professional Edition.

Date Book application:

I In the Week View, you cannot select overlapping events that
have the same start time. If you have two or more events with
the same start time, choose the Day View for the particular
day to see the overlapping events.
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Use any of the buttons or onscreen controls to continue using your
PalmPilot.

Hard Reset

A hard reset also tells PalmPilot to start over again. With a hard
reset, all records and entries stored in your PalmPilot are erased.
Herefore, neverperform a hard reset unless a soft reset does not solve
yourproblem.

Note that any data previously synchronized with your desktop
computer will be restored at the next HotSync.

To perform a hard reset:

1. Hold down the green power button on the front panel of the
PalmPilot organizer.

2. While holding down the power button, use the tip of an
unfolded paper clip (or similar object Without a sharp tip) to
gently press the reset button.

3. A message prompt appears on the PalmPilot organizer’s
screen, warning that you are about to erase all the data stored
on your PalmPilot:

I Press the up scroll button on the PalmPilot organizer’s front
panel to complete the hard reset. The Digitizer screen
appears, the same as starting PalmPilot for the first time.

I Or, press any other button to perform a soft reset.

Note: With a hard reset, the current date and time are retained.

Format preferences and other settings are restored to their factory
default settings.

Appendix A: Technical Support, Service and Repair

If you have a problem using PalmPilot, make sure you have
reviewed the Troubleshooting section of this chapter, as well as
the README file and Heleotes included on the PalmPilot
Desktop installation CD or diskettes. The README and
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United Kingdom
220 Wharfdale Rd.

Winnersh, Wokingham
Berkshire
RG41 5TP - UK
+44 01189 228 0
+44 01189 696 666 FAX

0800 22 52 52 Infoline

United States

1565 Charleston Rd.

Mountain View, CA 94043
USA

(415) 237-6000
(415) 691-0927 FAX

Spain
c/Gobelas, 25-27
E—28023 Madrid
SPAIN

+34 (9)1 509 69 00
+34 (9)1 307 67 18 FAX

Benelux

Planetenbaan 118
NL—3606 AK Maarssen
NETHERLANDS

+31 (0)346 586 211
+31 (0)346 586 222 FAX
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Appendix B: Expense Templates

This appendix provides illustrations of the four expense templates

that are provided with PalmPilot1M Desktop software. You may use
or modify any of these templates when creating expense reports
with data from the Expense application.

Sample 1

fiSAMPLEn BEE

 
 

Travel Expense Reimbursement Claim Form
Employee Name: Office Use Only

Audlted:
Date Submitted: llHlS? Approved:

Processed:

Voucher Date Foreign Eschange us Dollar Elpense Description or Espense Claim
Number Curr. Amount Flate Amount Type 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

     
   

Page Total

Signature:
(REMD/

Approval
(FMANW PfRJWZ w P?

Ewraam: AVEWIWRPProcessed{Mic Them Sim/711m:All? Elmer}!

fljfiWm—l Lug
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Sample 2

 

 
Travel Espense Report

Laundry
Tips
Lodging total

Breakfast
Lunch
Dinnei
Meals total

Business meals
Confeience
Entertainment
Business total

THANSF’DHTATiDN
Alrlale
Auto Flental
Auto MaintJGas
Local Tians.
TollsiF'aiking
Miles @ $0.23 Emile
Tlans total

  
MiSC

Gifts
Telephone
Dflice supplies
PostageEthel
Misc. total 

TOTAL
Less company paid
Less cash advance

Due employee
Due company

 
flfifl >|[\SampleZ/—Jfl—l 3J3
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Sample 3

U Sample xll HIE E_r

 
     “HES? 
 
  
 

ITINERARY    
Airfare
 

Auto lcnlal
 

Hotcl
 

Local trano.
 
Mlleagc @
5029' per mile

Tcleplionc Compyn dEmployee paid
Laundry Compyny dEmployee paidErcalrraot d

Employee paid
Lynon p_Plov

Company paidEmployee paid
Company paid .Employee paid
Company paid .Employee pai
Company paid .Employee paid
Company paid .Employee paid
Company paid .: Employee paid

 
 
 
 

  Dinner . 
Busineoo meal:
at cnlclnlnmem  Conference

 
 

Footage 
Auto
maintcnancc
Uthcl

can:run:.. ecuee-l-.l
  

 
  Total Auto Mile:  

 
Total Company paid

1oral Employee paidless trwel adyanoo:
 

  
   

nae Employee 

 
  nue Company  

     
BUSINESS MEALS AND ENTERTADINIENT EXPENDITURES 

Participant's Name. Comping Place. Location a type or Business Purpose DI
59 and Business Relationship Entertainment I Cunfelence Entertainment MiscellaneousSI]
SI
62
63

 
 
 
 
 

         S-I

Mflfl N \Samplefl
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Sample 4

 

        
  
 

 
 
   

   
 

    

 
  

  

 

 
  

 
  
 
 
 
 
 
 
    

 
 
 
 
 
 
 
 
   

 
  

             
 
 
 
  
 
 
 
 
 
 
 
 

     
       

 
  

A E C [I E F l3 H I .I K L NI N El P I] s T u v v x . A
WEEKLY EXPENSE l—

I NO. 111904 EI
2 l

:I_ EMF'LDYEE NAME EMP ND EXT PRDJEDT DEPT WEEK ENDING R HIV~ [2-3; :rfijez't \-4 Fndau E Din =Aw
5—- MAIL CHECK TO: ADDRESS QOLO FOR PICK -UP | Travel Auummaum. NumberI; M TA7_ PURPOSE OF TRIP 1. Total Expenses From PaIl A

a 3 2. DirechharOele PalmIII A DAY AND DATE s $ $ $ A s s TOTALS R 3 Helmhursahle EXDEnsEH-ElL CITlES OR TOwNS FROM PEIsOnalEc S I. Casnaduance OICaIruOuer
Iz VlSITED TO CU Charued E Detersi Lucaliuns1:: MILES@29.U per mile BALANCE COmDanu r4731H DOLLARS DUE Emulouee [3-41
15 AIR FARE AIRLINE TICKET REFUNDICREOIT
Is AUTO RENTAL [Unused tickets auachedT US $0 0017 TOLLS a PARKING FDREIGN CURRENCY EXCHANGE
Ia AIR RAIL EUS FARE I United States tUSs=LUDD
Ia TAXI LIMOUSINE 2 Flance TUS$=5A3D

LDDBlNE HDTEL MDTEL 3 BEImanII mean sun
I IIeland TU5$=DHD

SllB-TEITALS 5 England meanings
TELEPHONE 6 Japan IUS$=VU$ADD

24 0 PERSONAL MEALS S SIGNATURES25 EANOUET MEALS EmplOyee Dale
26 BUSINESS MEALS I
27 H ENTERTAINMENT G
2:: E DTHER EXPENSES N SupEIuIsOIIManager Dale

R OTHER EXPENSESin$ A
3‘ TOTALS T

E U ZnOManagEIfiFquUiIed] Dale
PLACEILOCATIDN DATE ausmzss pumps: AMOUNT

1H
35 R FInancE Date36 E
37 M
:III A A DEPT ACCT PRDJECTIWD AMOUNT —:Ia '1
MI I
II 542
4::
H
15 TOTAL AMOUNT v
flfifimm JfiJ 3J7 

Appendix C: Creating a Custom Expense Report

This section explains how to modify existing Expense application
templates, and how to create your own custom expense report
templates for use with the Expense application.

Note: This section assumes that you are an experienced Microsoft
Excel user, or are experienced with a similar spreadsheet
application. If you are not experienced with Microsoft Excel, it is
recommended that you consult your company’s Information
Services department or another experienced user.
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About Mapping Tables

Before creating or modifying an Expense template, it’s important

to understand the function of PalmPilot1M Desktop’s Expense
application. In simple terms, the Expense application is designed

to move Expense data from your PalmPilot1M connected organizer
into a Microsoft Excel spreadsheet.

Each Expense item stored in the PalmPilot represents a group of
related data. The following data can be associated with an expense
item:

I Category I Payment Currency
I Date I Vendor

I Expense Type I City
I Amount I Attendees

I Payment Method I Note

When you perform a HotSync1M operation between your PalmPilot
organizer and the PalmPilot Desktop on your PC, the Expense
data is stored on your PC (in a file named expense.txt). When you
activate the Expense application on Pilot Desktop, an Excel Macro
starts, and populates an expense template with your data based on
the rules specified in a spreadsheet file named Maptable.xls.

The Maptable.xls file is an editable spreadsheet that functions as a
“mapping table.” The function of the mapping table is to guide the
Excel Macro in extracting the Expense data. The mapping table
tells the Excel Macro how large the spreadsheet is, and provides
the data cell layout of the Excel template used for the Expense
Report.

The sample templates provided with the Expense application are
stored in the folder named “templates.” (If using Windows 3.1x,
this subdirectory will be named “template. ”) This folder
(subdirectory) is in the same folder as the PalmPilot Desktop
application.
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to “Munchies” — and then all items entered on the PalmPilot

as “Snack” will be mapped to the cell(s) labeled “Munchies.”

Important: Do not insert rows or columns in the sample
template. Doing so will change the way your Expense data is
mapped to the template and cause errors. If you want to move
the cells to a different location, add or delete rows or columns

of cells, you will have to make changes to the Maptable.xls file.

4. Choose Save As from the File menu. The Save As dialog
appears.

5. Click the Save as type drop-down list, and choose Template
(*.xlt).

6. Navigate to the “template” folder (in the PalmPilot Desktop
directory). If you do not need to make changes to the
Maptable.xls file, save the template file with its original file
name (e.g. Sample2.xlt).

If you will need to make changes to the Maptable.xls file, give
your modified template a unique name. Be sure to use the .xlt
file suffix, which defines that the file is a Microsoft Excel

template.

7. Click the Save button. Your modified template is saved and
available for future use.

At this point, your modified Expense template is saved, and will
appear in the Templates drop-down list of the Expense Report
Options dialog. However, ifyou must make a corresponding
modification to the Maptable.xls file, you must do this before you
can use the modified template with your Expense data.

To modify the Maptable.xls file for your new template, refer to the
section entitled “Programming the Mapping Table” that appears
later in this appendix. Read all ofthe sections ofthis appendix before
making changes to the Maptable.xls tile.
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Determining the Layout of the Expense Report

This section describes the layout considerations for the Expense
Report, and explains the terms used for creating the report.

Labels

There are two kinds of labels that you need to define for your
report: day/date, or expense type. Each kind of label can either be
a Fixed or Variable label. A Fixed label means that the label

always appears as a header at the beginning of a row or column. If
a label is not Fixed, it is variable.

For example, a list table of expenses could have variable labels in
the rows for day/date, and variable labels in the columns for
expense type. In this case, neither day/date or expense type
information would be “fixed” (as a header). Instead, the date and

expense type information would be filled into the cells of the
spreadsheet as appropriate.

Examples of both Fixed and Variable labels appear in the sample
expense templates.

Sections

A Section is an area of the report that has common formatting. It
is common for an Expense report to have more than one Section.
For example, the sample Expense Report named SAMPLE3.XLT
contains several Sections, as highlighted in the following diagram:

Mai c  
    
    

  
  

,4,“ _ Sutton 1("NW“)

7 Sutton 2
WW} 

 
 

sullen 3               

Because your Expense data is mapped to row and column areas of
your final report, different Sections require different definitions for
the data mapping. To create additional Sections with different

page 174 PalmPilot Handbook

176



���������� �	
���
�

������������������������������������������������������� �����������!���"����������#����!��$%��$��& ������������"���� �������%��������������������������"�� ���'������%$("��������������������������"�����������)������������*��%�����������+������������������������������������������ ������������!���"��,�������$-��& ���+��������������������������������������� �����������!��$��& ������������� ���+����!����""���������� �����������������)"����� �����.���������������*����� ����+/����������!����"���� ��%����������$��	012��
�1345�64�738�9�������:��357("������������� �;�����������<%�����%����������������������������+�� �������"��������������!��$��=�+�;����!�"��������������������#����!��$%���"����� ������������������������������<%������>���������������"����������?��� ��� ���������������"������������$@ABCDBE�FGA�CDHHDIJKL�MACDBA�NDO�MALJK�PQORFDE�EPSSJKL�FPMHATU V�������������"��������������%������������$��'���;����� ��>�+����W������=������������������� ��X ��������������"�� ��V���X������������$��& ���+�������!����������Y���Z������������� ����?���"�� ��X������)�*�����+�������� �����!����"���� ���������+�������������$U [��� ����������������������"��� �������X�������$��'�X������������������"������+�� ����������+������������"���������$��'�����+�, �� ��� ���-����Z��������������Z������������������ �X���������������+��Z�+�� �������������� ������������!��$\�����������<%������>�������������������������!����"X�������������� ����������������!������������������X������$U [��� ����������������������"��� ��������"�]�!����� �������������� �X������$��<�� �X���������������� �;������Z�����"�̂�%�����_����!���]�!���"�����+�$��]�Z�+�������� �X���������������� �;�����Z�����"�̂�%������_����!���]�!���"����������$

177

mapping, you create corresponding additional lines to the mapping
table file named Maptable.xls. The procedure for this is explained
in later sections of this Appendix.

If a section contains cells for prepaid (company paid) expenses,
you will need to create an additional line in the mapping table for
“prepaid.” This will count as an additional section in the mapping
table. The only data that will be different in the prepaid section
(from the non-prepaid section) is the row/column numbers for the
expense type.

Analyzing your Custom Expense Report

If you already have a custom Excel expense report, you can use it
with a modified mapping table. However, before you can create a
Maptable.xls file that corresponds to your custom Expense Report,
you must first analyze the characteristics of your report.

Perform the following before you begin a

custom mapping table:

I Print a copy ofyour custom expense report. Activate the Row
and Column Headings option in the Sheet settings of the Page
Setup command. This will enable you to quickly determine
the size of the Section(s), as well as the numbers for the start
rows and columns.

I On the printed copy, identify the data Sections. A Section is an
area of data with common row and column formatting. A
yellow “highlighter” marking pen can make it easy to see the
Sections as you work with programming the mapping table.

Your custom Expense Report can contain any number of
Sections, and the same data can be repeated in any Section.

I On the printed copy, identify the type of Labels that apply to
each Section. Each Section can only have one kind of Fixed or
Variable Label for rows. Likewise, each Section can only have
one kind of Fixed or Variable Label for columns.
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Place a copy ofyour custom Expense Report in the folder
named “template” (in the PalmPilot Desktop directory).
Change the file name so it has the file extension .xlt (which
defines it as a Microsoft Excel Template). Make a note of the
exact file name so it can be defined in the mapping table file.

Programming the Mapping Table

Once you have analyzed the components of your custom Expense
Report, you can program the mapping table to fill the report with
data from the PalmPilot.

To program a new custom mapping table:
1. In Microsoft Excel, open a copy of the file named

Maptable.xls. This file is located in the same folder
(subdirectory) as the PalmPilot Desktop 2.0 application. Make
a backup copy ofthis file before you make your modifications.

Mapping a new template. Scroll to where you find the name
of the original template that you chose for your modifications.
The name of the template will appear in column B of the
Maptable.xls file, next to the cell highlighted in green that
reads “Template Name:”. Ifyou did not modify an existing
template, move to any table in the Maptable.xls file.

Select all the rows associated with the template name. To
select the rows, click and drag on the row numbers (left side),
so they appear highlighted as shown in the following diagram:
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Select rows here

‘i Maptable.xls ma}:
A E c n E F41
 

  
    
 

1n
All rows associated
with Template are
selected (highlighted)

 
Variable Label h -

      

 
Template Name SAMPLE3.XLT  

Fixed Label Variable Label by
DayiDate Expense Type DayiDale Expense Type26 Main X

27 Main (Prepaid) XH Husines Meals 3. Entertainment
29 Mileage Lug
warm

 
 
 
 
 X

X

       

4. Choose Copy from the Edit menu.

5. Scroll down to a blank area of the Maptable.xls file (below the
rows used for SAMPLE4.XLT), and click on a row number to
select a blank row.

6. Choose Paste from the Edit menu. A copy of the rows you
selected in step #3 is pasted into the Maptable.xls file.

7. Name the table. In the cell immediately to the right of the
cell entitled Template Name, enter the exact file name of your
custom Expense Report template.

8. Define the number of Sections. Each row in a table defines

how the PalmPilot data will be placed in a Section ofyour
custom Expense Report. Note that the prepaid portion of a
section has its own row, and is counted as a separate section
for map table purposes even though it is not a separate section
in your template.

Template Name: SAMPLE3.XLT

Fixed Label

 

 
 
 

ROW 
 

 

  

Main

Main (Prepaid)
28 Businen Meal: E. Entertainment
29 Mile: 2 Lo

 

  
 
 

PTable with
four Sections
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You may add or delete rows as necessary so that the total
number of rows corresponds to the number of Sections in your
custom Expense Report. To clear all of the existing settings in
a row, click to select the row and press Ctrl-Delete. Name
each row to correspond to a Section of your custom Expense
Report.

9. Determine the Label settings. The orientation of the data
fields (Row, Column) appear in the yellow section of the table,
as shown in the following diagram: 

2 3 I1 5 6 T 8 9
SAMPLELXLT
 
 

ROW COLUMN 
Fixed Label Variable Label by Fixed Label Variable Label by

Dayf'Date Expense Tlpe Danyate Expense Txpe Dayf'Date Expense Txpe Day-'Date Expense TypeX X

 
           
Determine whether the Rows will contain expense or date
information, and place an “x” in the appropriate box. When
you do this, you also define whether the label is Fixed or
Variable. You can only place one x in the Row section
(columns 2-5).

Determine whether the Columns will contain expense or date
information, and place an “x” in the appropriate box. When
you do this, you also define whether the label is Fixed or
Variable. You can only place one x in the Column section
(columns 6-9).

10. Define the dimensions of the Section. The dimensions of

the Section appear in the green columns (10-13), as shown in
the following diagram:

10 11 12 13 

 

it of Rows-ii of Columns-Start Row' Start Column-
28 9 12 1
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The # of Rows represents the total number of rows in the
Section, excluding any header or total rows. In other words,
this includes only the number of rows in the Section where
PalmPilot data will be placed.

The # of Columns represents the total number of columns in
the Section, excluding any header or total columns. In other
words, this includes only the number of columns in the
Section where PalmPilot data will be placed.

Start Row is the number of the first row of the Section that
will be filled with PalmPilot data.

Start Column is the number of the first column of the Section
that will be filled with PalmPilot data.

11. Define the Dates and Intervals. The dates and intervals

between dates appears in the light blue columns (14-17), as
shown in the following diagram: 

111 15 16 1?
Date Intervals

Between

Date Dates Start day Day2 D

 

       
In the Date cell, enter the row or column number where all

the date information will be placed.

In the Dates cell, enter the number of blank columns (or

rows) separating the date fields. If there are no blank columns
(or rows) between date entries, leave this number set to zero.

In the Start Day cell, enter the day of the week which starts
the expense reporting period. Enter a three character
abbreviation for the day (e.g. Sun, Mon, Tue, etc.).

In the Day cell, enter the row or column number where all the
day information will be placed. If the dates are in a row, enter
the row number. If the dates are in a column, enter the
column number.

12. Define whether the Section is in list format. This setting
appears in the light purple columns (18-19), as shown in the
following diagram:
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18 19 

 

Listing Format-Expense TypeYES 3
     
If the Section will present the data in a list format, enter the
word YES. Otherwise, enter the word NO. The following
diagram shows data presented in a list format:

10 Voucher Date Expense Description of Expense Claim
11 Number Type
12
13
111
15

 
 
       
Only if your section is in list format: In the Expense Type
cell, enter the number of the row or column where the

expense description will be placed. Expense amounts can be
entered in several different columns or rows if required by
your template. Expense type labels must all appear in the same
column.

13. Enter the row or column numbers for the expense types
that appear in the Section. These settings appear in the
aqua columns (20-48), partially shown in the following
diagram:

20 21 22 23 24 25

Expense Types

 

 
Airfare Breakfast Bus Business Meals Car Rental Dinner

4 :1 4 4 4 4
        
For these settings, simply enter the row or column number for
the expense types that you want to appear in the Section. Note
that the same row or column number can be used more than

once. An example of this would be meals that encompass
breakfast, lunch, dinner, and snacks. In the previous example,
all expense items would be populated into row/column 4 of
the custom Expense Report.

14. Complete the table. All of the remaining columns (49-57) in
the table are used to define the column or row number that

corresponds to the description.
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15. Marking a Section for prepaid expenses (yellow
column). If a row in the map table is for prepaid (company
paid) expenses, type a YES in the cell on that Section’s row.
Type NO in all the cells of this column that do not pertain to

  
 
 
 

prepaid expenses.

25 PrePaid
26 Section1 NO

2? Section 1 (Prepaid) YES
28 Section 2 NO     

16. Repeat steps #9 through #15 for each Section that you have
defined for your custom Expense Report.

17. Mapping Expense Report Options dialog (magenta
section). The Expense Report Options dialog has five fields
where you can fill in data for the header on your expense
report. Use this section to specify the row and column on your
template where this information will be mapped. 

Employee Name Department Phone or Extension ProieotHeader1Row Header1Col HeaderZRow HeaderZCol HeaderBRow HeadeIBCol HeaderdR
2 5 2 9

 

         

Because header data is not related to any particular Section,
you only have to fill in one row. If the item does not appear on
your template, leave these cells blank.

Using Applications Other Than Microsoft Excel

You can use applications other than Microsoft Excel (such as
Lotus 1-2-3 or Quattro Pro) to open and manipulate the Expense
data on your PC. The data file is named “expense.txt,” and is
stored in the folder named “expense” within the folder containing
the PalmPilot user data.

Expense data in the expense.txt file is in tab-delimited format.

Expense File Details

The expense.txt file contains four groups of data. It will be easier
to see these four distinct groups of data ifyou open the file with a
spreadsheet application.
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I Trips. Shows the number of Expense application categories,
and lists each one followed by an “end” statement.

I Currency. Shows how many currencies were used for the
Expense data, and lists the countries that correspond to that
currency.

I Trip. Shows the number of expenses by category, and lists
the expenses for each category.

I Expenses. Shows the total number of expenses, and lists
them chronologically.
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LIMITED WARRANTY; LIMITATION OF LIABILITY: All
warranties and limitations of liability applicable to the Software are
as stated on the Limited Warranty Card or in the product manual
accompanying the Software. Such warranties and limitations of
liability are incorporated herein in their entirety by this reference.

SEVERABILITY: In the event any provision of this License
Agreement is found to be invalid, illegal or unenforceable, the
validity, legality and enforceability of any of the remaining
provisions shall not in any way be affected or impaired and a valid,
legal and enforceable provision of similar intent and economic
impact shall be substituted therefor.

ENTIRE AGREEMENT: This License Agreement sets forth the
entire understanding and agreement between you and 3Com,
supersedes all prior agreements, whether written or oral, with
respect to the Software, and may be amended only in a writing
signed by both parties.

Palm Computing, Inc., a subsidiary of 3Com Corporation
1565 Charleston Road

Mountain View, California 94043
(650) 237-6000

Appendixes page 185
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Limited Warranty

HARDWARE: Palm Computing, Inc., a subsidiary of 3Com
Corporation (collectively, “3Com”), warrants to the original
purchaser (“Customer”) that this product will be free from defects
in workmanship and materials, under normal use, for one year from
the date of original purchase from 3Com or its authorized retailer.
If this product does not operate as warranted above during the
applicable warranty period, 3Com may, at its option and expense,
replace the defective product or part with a comparable product or
part, repair the defective product or part, or, if neither replacement
nor repair is reasonably available, refund to Customer the purchase
price for the defective product or part. Proof of date of original
purchase will be required. Replacement products or parts may be
new or reconditioned. 3Com will warrant replaced or repaired
products or parts and hardware upgrades to which Customer is
entitled by agreement between Customer and 3Com for a period of
ninety (90) days from shipment of such product, part or upgrade,
or through the end of the original warranty, whichever is longer.
All products or parts that are replaced become the property of
3Com.

Accessory products, as listed in the applicable 3Com catalog, are not
covered under this Limited Warranty except for the PalmPilot
cradle, the PalmPilot modem, PalmPilot cables, and memory
upgrades. 3Com shall not be responsible for Customer’s software,
firmware, information, or memory data contained in, stored on, or
integrated with any products returned to 3Com for repair, whether
under warranty or not.

SOFTWARE: 3Com warrants to Customer that the software

programs licensed from it will perform in substantial conformance
to the program specifications therefor for a period of ninety (90)
days from the date of original purchase from 3Com or its authorized
retailer. 3Com warrants the media containing software against
failure during the warranty period. Proof of date of purchase will
be required. No updates are provided. The sole obligation of 3Com
with respect to this express warranty shall be (at the discretion of
3Com) to refund the purchase price paid by Customer for any
defective software products, or to replace any defective media with
software which substantially conforms to applicable 3Com
published specifications. 3Com makes no warranty or
representation that its software products will meet your
requirements or will work in combination with any hardware or
applications software products provided by third parties, that the
operation of the software products will be uninterrupted or error
free, or that all defects in the software products will be corrected.
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Canadian RFI Statement

This Class B digital apparatus meets all requirements of the

Canadian Interference—Causing Equipment Regulations.

Cet appareil numérique de la classe B respecte toutes les

exigences du Réglement sur le matériel brouilleur du
Canada.

page 190 PalmPilot Handbook

192



����� ����	
�


������
������	��������������	���������	������������	 !����������	 "��������	�����	����������	�������	 ��������	�����	�#����	$�	��%&���	 "����'&	�������	�(%��'	��%%���� )&*���	�'%$���	�#
���%�������	� 
���%	+�'���	!,
&&����������������	$���	��$'�����	)����'�����	!!�����	$���	-���������	.��%/��%/����	!!(�0&����	(�.������	��0�	!!,����������	!-(%�%�	&��	# %�%���	!!#

%��'�	,�������	����������,#���'����	!)"��������	),��	��	����	  
��������	!")
'��12..	3����	!)4�������*�	)5	�����������	�&��	������	)!����������'��1�..	�����	!)$������	����	-$������	��.�	 ������������	�����*�����	6������	,�'����	/��.�������!(&��	)"5	)!76���'�����	!!������	!! �����	�����	!! %�%���	!! 
193

Index

A

Address Book

activating 65

address entry
details 7 1

categories 70

creating entry 66

deleting entries 75

editing entry 68

list by company 70

lookup entries 69
menu commands

72

phone numbers 68
Alarm

setting 57
Alarm Sounds 13

Applications
address book 65

buttons 2

calculator 1 16

date book 45

deleting from
PalmPilot 1 19

expense 95

finding text 1 13

installing 149

memo pad 87

memory 1 1 8

Index

menus 35

record categories
38

security 120

starting 23
to do list 77

Attendees 102

Auto-Off Delay 12

B

Backlight 2, 6

activating 6

pen stroke 21
Batteries

auto-off delay 12

battery door 4

battery life 7
installation 5

Brightness Control 3
Button Preferences

19

pen 20, 21

C

Calculator 1 1 6

clear 1 1 7

clear entry 1 1 7

memory 1 1 7
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menu commands

1 1 8

recent calculations

1 1 8

using screen 1 16

Capital Letters 29

Categories 38
address book

entries 70

defining new 40

expense 100
memos 9 1

merging 42

renaming 42

using in lists 39
Command Stroke

128

Contrast Control 3

Copy
command 37

Currency 101

choosing default
105

defining custom
105

Cut

command 37

D

Date

choosing in date
book 50
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setting 12
to do item 80

Date Book

activating 45
alarm 57

choosing date 50

deleting events 63
event conflicts 54

event date 57

event details 56

event duration 47,
56

event start time

47, 56

go to date 5 1
menu commands

60

month view 55

repeat event 58

scheduling event
46

time display 46
untimed event 48

week view 52

Disk Fulfillment 158

Distance

expense item 103

E

Edit Menu 36

Event
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changing to
untimed 50

choosing date 57
conflicts 54

date book

scheduling 46

deleting 63
details 56

in week view 53

repeat 5 8

setting alarm 57
start and duration

47

untimed 48

Expense

activating 96
attendees 102

creating item 98

custom currency

105

custom report 164

default currency
105

details 100

item currency 101
item date 99

menu commands

104

payment method
101

printing reports
1 1 1

Index

Quickfill 105

receipt details 100

show options 103

templates 160

type 101
vendor 102

viewing data 107

F

FCC Statement 180

Find 1 13

Finding
address book

entries 69

Format Preferences

14

country default 15
time format 15

G

Games 150

General Preferences

1 1

alarm sounds 13

auto-off delay 12

setting date 12

setting time 1 1

system sounds 13
Go To

date 5 1

Graffiti 25
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accent characters

32

alphabet 28

capital letters 29
command 37

concepts 25

editing shortcut
127

navigation strokes
129

numbers 29

online help 37

punctuation marks
30

shortcuts 124

symbols 3 1

tips 27, 33

writing area 2

writing characters
26

Graffiti Help

pen stroke 2 1

H

Hard Reset

procedure 156
reset button 4

Help

on-line tips 38

HotSync

page 194

communications

port 137

conduit setup 146

customizing 141

HotSync Manager
135

local HotSync 135

local speed 137

modem speed 147

options 139

user profile 142
Via modem 144

Installing

applications 149

games 150

K

Keyboard 33
command 37

pen stroke 21, 34

screen options 34

L

Look Up
address book

entries 69
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M

Memo

arranging in list 90

creating new 88

deleting 93
font size 89

reviewing memos
89

scrolling in 90
Memo Pad

activating 87

arranging memos
9O

creating memo 88

deleting memos 93
menu commands

9 1

Memory

application 1 18
calculator 1 17

purge date book

61,104

purge to do list 84
Menus

activating 35
address book

specific 72

calculator specific
1 1 8

choosing 36
command

equivalents 127

Index

date book specific
60

edit menu 36

expense specific
104

memo pad specific
9 1

to do list specific
83

Modem

HotSync 144
Modem Preferences

16

Month

date book view 55

N

New

address book

entry 66

categories 40
date book event

46

expense item 98
Graffiti shortcut

126

memo pad memo
88

to do item 78

Note 43

Numbers

writing 29
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O

On—Line Tips 38

On—Screen Keyboard
33

menu command 37

screen options 34

Owner Preferences

1 7

p

PalmPilot

application buttons
2

applications 22

assigning

password 120

backlight 2, 6

battery door 4

battery installation
5

changing password
122

common data 142

contrast control 3

controls 1

forgotten

password 123

HotSync cable 136

page 196

PalmPilot, cont’d

HotSync Via
modem 144

install tool 149

installing

applications
149

locking with

password 123

memory door 4
menus 35

on-line tips 38
on-screen

keyboard 33

power button 2

private records 44

reset button 4, 156

resetting 156

safety tips 6
screen 2

scroll buttons 2

search for text 1 13

serial port 4

setup for HotSync
1 3 6

sound settings 13

starting 9

starting

applications 23

stylus 3

technical support
1 5 7
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troubleshooting
1 5 1

warranty 176

writing text 24

writing tips 27

PalmPilot Desktop

customizing

HotSync 140
features 13 1

HotSync conduit

setup 146

HotSync options
139

install tool 149

obtaining 3.5"
disks 158

removing 155
software

installation 132

synchronization
135

system

requirements

132

Password

assigning 120

changing 122

forgotten

password 123

locking PalmPilot
123

Index

troubleshooting
1 5 3

with owner

preferences 18
Paste

command 37

Payment

expense item 101
Pen

in button

preferences 20,
2 1

Phone Lookup 1 14
Phone Numbers

choosing type 68
in address list 72

Power Button 2

Power Off

pen stroke 21
Preferences

button 19

format 14

general 1 1
modem 16

owner 17

Printing

expense reports

1 1 1

Priority
to do item 79

Private
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assigning

password 120

hiding records 121

showing records
122

Private Records 44

Profiles 142

Punctuation Marks

writing 30

Purge
date book events

61,104

to do items 84

Q

Quickfill 105

R

Records

attaching notes 43

categories in lists
39

choosing categories
38

hiding private 120

private 44

Repeat Event 58

Reset Button 4, 156

S

Scroll Buttons 2
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Search

for text 1 1 3

phone lookup 1 14

Security 120

assigning

password 120

changing password
1 2 2

forgotten

password 123

hiding records 12 1

locking PalmPilot
1 2 3

private records 44

showing records
1 2 2

troubleshooting
1 5 3

Select All

command 37

Serial Port 4

ShortCuts 124

deleting 127

editing 127

pre-defined 125
Soft Reset

procedure 156
reset button 4

Software

obtaining 3.5"
disks 158
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Software

Installation 132

Starting

Applications 23

Stylus 3

System

Requirements

132

System Sounds 13

T

Technical Support
157

Templates

expense report

107

for expense report
160

Text Entry
accent characters

32

capital letters 29
Graffiti ShortCuts

124

numbers 29

on—screen

keyboard 33

punctuation marks
30

symbols 3 1
with PalmPilot 24

writing tips 27

Index

Time

alarm setting 57
format 15

setting 1 1
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