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About This Book

Welcome to Palm™ Desktop software. This handbook describes all
you need to know about how to use Palm Desktop software with your
Palm Computing® handheld. It walks you through using the features
of the four modules in the application, finding information, working
with lists, printing from the application, and transferring data
between Palm Desktop software and your handheld.

This handbook is designed to help you get up and running quickly
with Palm Desktop software. The beginning chapter introduces the
application. The second chapter contains a tutorial that exercises the
features of Palm Desktop software.

After you become familiar with the basic functionality, you can use
the rest of this handbook as a reference for less common tasks, and
also as a source of information if you have problems operating Palm
Desktop software. In addition to this handbook, Palm Desktop
software contains online help that is available from the main menu bar
and from the help button on each dialog box.

About This Book Page 1



Page 2 About This Book



Chapter 1

Introducing Palm™ Desktop
Software

This chapter will get you started with Palm™ Desktop software, and
introduce you to some of its features.

Palm Desktop software has four modules: calendars, contacts, notes,
and tasks. You can add information to any module at any time. You
can also connect, or attach, any item to any other, so you can jump
right to the information you need. You can check your schedule and
search for information directly from the menu bar, without even
starting the main application.

The information from each of these modules is synchronized with the
information in the basic applications on your Palm Computing®
handheld when you perform a HotSync® operation.

About the modules

Calendars

The calendar manages your appointments and events. You can choose
among three calendar views:

= Daily Calendar
s Weekly Calendar
= Monthly Calendar
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Daily Calendar Dai|y
Monday January 20, 2002 [«*] Calendar
Tasks
&
A [0 Make a list of supplies (Jan 152 17|
[ Clean desk!
9 Take car for new tires
10
7] = =————————— leeklylalendar =——————
Salef
January 2002 =1+ [«]2]
iz Monday 21 Tuesday 22 ‘Wednesday 23 Thursday 24 Friday
Noon 9
1 Al
10
2 Staff meeting
P
11—
3 Sales review
rneeting
12
Week|y aan Lunch with
Kathy
Calendar q
EO=—————— Monthly Lalendar =———————|
January 2002 [«[*]
Sunday Monday Tuesday wednesday Thur=sday Friday Saturday
29 50 51 1 [2 3 4
Baberyy Products Convention | 10 41 Staff
10 M New | TEEH03
Bl [} 7 a8 9 10 11
10 A1t 10 A1 Staff
with Dotz re: reeting Month ly
Calendar
12 13 14 [15 18 17 18
Mational Bread Week l 10 1 Staff &Pk anather E
meeting resohation Tist =
P | 2
19 21 22 23 24 25
11 A1 Saks ® Call Lei Z P Mew 12Ptlarch 10 A1 Staff Ski triE
Feview products with Kathy reeting
&g a Tist & CallkKathy , ® Prepae For
26 27 28 29 30 31 1
ﬂd trip l Custorner Satisfaction Telephone Surwvey I 10 1 Staff
| | reeting

You can attach contacts, notes, and tasks to any calendar item. You can
set appointments to appear once, or repeat over an interval you set.
You can create event banners to show special days, such as
anniversaries, birthdays, and vacations. An event banner can span one
day or several.

Example

You’ve created an appointment for an upcoming meeting. You can
specify how far in advance of the meeting you want an onscreen
reminder to display. (Palm Desktop software does not need to be
running for this reminder to display.) For regularly scheduled
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meetings you can create a repeating appointment, so you need only
type the item once. The rest of the appointments are created based on
the repeat interval you specify.

Appointment

Appointment |Meet1’ng with Denise Garcia |

[<] Repeat Appointment

T Eset alarm [15 Minutes Prior ¥ |

Categories|[ Suppliers | | R |

2] (pelete... ] [(Add Another |

Contacts

The contacts module keeps track of contacts’ names, addresses,
company information, telephone numbers, birthdays, electronic mail
addresses, and so on. You can attach an appointment, event banner,
note, or task to any contact card.

EI=————— (ontact =—————
[2)E o2 (413)
Mr_ Dennis Copley Ph.D. Phones
“Bud” Work (913) 555-3234
Senior Research Scientist
International Bakery [Home (105 S20-Eoek
Reseatch and Development Fax  (913)555-4587
Home Address Work Address
428 Needharn Dr. 1120 West Park Road
“wichita, KS 67290 Eldg. A&
Ush “wichita, KS 67290
Ush
Other Information
Email copley @intlbakery corn Birthday MNov &
Categories Employees
[ Marked Modified : Jan 20, 2002

Example

To remind yourself to call a friend next week, click the paper clip pop-
up menu @ and attach this new task to your friend’s contact card. As

the day you want to make the call approaches, an onscreen reminder
will display.
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You can copy a hame and address to the Clipboard, then paste that
information in another document, like an e-mail message or letter.
You can also dial a telephone number through a modem connected to

your computer.

Notes

Create notes dur

ing telephone calls, meetings, or whenever you need

to create a memo for yourself. You can attach a note to any calendar

item, contact, or
you can keep an
items on top.

task. You can also add the date and time to a note so
ongoing “log” of information, with the more recent

fi————— Nte —————
. . E 1 Title |Note on phone call with Sonia Long Ez‘
Cl ICk tlmes':amp Date [January 3, 2002 Time [2:45 PM Fof 7
bUttOI’]... - Categories| ‘wark -] [ ~]
,..tO place the —Jan &, 2002 Z:Z4 PM: Sonia called with prices for the new flavorings. We rmay need to rethink some ﬁ

current date and
time on the first
line of the note

of thern, but for the most part | think we can incorporate them and not affect our costs too much.
Jan 4, 2002 11:34 AM: Called Sonia with more ideaz. She wasn't in, zo | 1eft a voice mail.

Jan Z, 2002 2 :46 PM: Called Sonia about spices and flavors for the new brread line. Sonia prefers
seeds - caraway, anize and poppy , for example - to flavorings within the dough, az they rmay affect itz
rizing properties. She and | will meet with her suppliers to come up with some more ideas on flavaring
wariations we can try.

]

Example

While telephoning a business contact, you type a note detailing the
important points of the call. Click the timestamp button, and the

current date and

time appear on the first line of your note.
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Tasks

The task module keeps track of your tasks, or “to-do” items. You can
give a task a title, a date of completion, a priority, and set the task to
repeat over any duration you wish. Tasks appear in the calendars, and
you can attach a task to any contact or note.

Task

Vr Task |Prepare For Meeting with Carline

priority O compreted
o (< Schedule Task s o [ Repeat TASK -y
Date [ Last Friday of Every Month |
(€ carry Over After Due Until l:l :

< Remind days before |
Categories [ ‘work -] | -]
(e (pammmemer)

Example

You need to gather materials for a report due the last Friday of each
month. You’d also like a reminder the previous Monday that it’s time
to start preparing the report. You can create a task for this, and set the
task to repeat on the last Friday of each month. You can also set the
reminder for five days before, on the previous Monday, to remind you
that it’s time to start working on the report.

Starting Palm Desktop software

Palm Desktop software stores your information in one file. You can
close, print, and delete this file as you would any other. When you
start Palm Desktop software, it automatically opens the last file you
worked with. The name of the file appears in the title bar of each Palm
Desktop window.

You do not need to save changes to your file—saving happens
automatically.

To start Palm Desktop software for the first time, open the Palm
folder, then double-click the Palm Desktop icon.
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Using Palm Desktop software with your
handheld

Palm Desktop software shares information with four of the built-in
applications on your handheld: Address Book, Date Book, To Do List,
and Memo Pad. The information is exchanged when you perform a
HotSync operation.

The modules in Palm Desktop software provide more features than
the applications on your handheld. For information about how your
information is transferred to your handheld after a HotSync
operation, see the chapters in this handbook that describe each
module in Palm Desktop software.

When you installed Palm Desktop software, you entered a user name.
This name is the connection between your handheld and your
Macintosh:

= The name is assigned to your handheld the first time you perform
a HotSync operation.

= A folder is created with the name in the Users folder inside the
Palm folder. For example, if you entered “Jane Garcia” as your user
name, a folder is created with that name and placed in the Users
folder.

O=———rFram—HH
= Ei Users -
= ﬁ Jane Garcia

[ canduit Data
3 (] Conduit Settings
3 (] Files to Install =
[ Hotsunc Log
[([w] M7

= A data file for Palm Desktop software is created in the new folder.
The data file is named “User Data.”

When you perform a HotSync operation, the HotSync Manager reads
the user name from the handheld, then synchronizes the data in the
folder of the same name.
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Creating and opening files

When you first install Palm Desktop software, it creates a new data file
in the folder with the user name you specified during the installation.
Each time you perform a HotSync operation with your handheld, this
same data file is used to synchronize data.

We recommend that you use only the data file to synchronize with
your handheld. Create other files only to backup data or to hold
information for another user on the same Macintosh.

Opening existing files

Palm Desktop software automatically opens the last file you worked
with. To open another file, choose Close File from the File menu, then
choose Open from the File menu and double-click the file you want.

You can also double-click the specific file you want directly from the
Finder.

The name of the file appears in the title bar of each Palm Desktop
window.

The name of the current data file
appears in the title bar of each window

[0 =——————=Daily Calendar - Bakery=—"—~"r——H B

Tuesday January 1, 2002
Tasks

I FS
P H
>

Saving files

fiLreq

Although your changes are saved as you work, you can save a copy of
a file to use as a backup. Choose Save a Copy from the File menu. In
the Save a Copy dialog box, rename the copy if you want and then
click Save.

If you are working with a new file, choose Save As from the File menu.
Type a name for the file.
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Closing windows and files

You can only have one file open at a time. To close a file, choose Close
File from the File menu. If you close a new file, you are prompted to
save it first.

To close a Palm Desktop window, click the window’s close box EZ=
or choose Close Window from the File menu.

To exit Palm Desktop software, choose Quit from the File menu.

Changing your mind

If you make a mistake or change your mind while you are working,
you can undo the latest change. To undo your most recent action,
choose Undo from the Edit menu.

Using templates

If you have a number of similar appointments, event banners,
contacts, notes, or tasks to type, templates can help make your work
easier.

A template resembles a new item, except it already has some
information typed. When you create a template, you choose what pre-
typed information, and how much, is in it.

For example, if you have several new contacts to create, and they all
work in the same location, you can create a template that includes
company name, address, and other information common to the new
contacts.

You can create a template either from an existing appointment, event
banner, contact, note, or task—or from a new one. Once a template has
been created, itappears in the Create menu, and you can use it to make
new appointments, event banners, contacts, notes, and tasks. You then
type only whatever remaining information the new item requires.
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Creating templates from existing items

You can create templates from existing appointments, event banners,
contacts, notes, or tasks. Select the item, then choose New Template
from the Create menu. Give the template a name, and assign it a
keyboard shortcut if you like. Then click OK.

Name Template

Name the template

|Internationa| Bakery template I Type a name for

the template

2] = v]| [cancel || ok ]

Click the pop-up menu to assign the
template a keyboard shortcut (optional)

The new template is available in the Create menu. Choose it, and a
dialog box for a new item of its type appears with the template
information filled in.

Locate Help

Appointment... =g 3A

Task... =S #T

Contact... =S#C

Note... =S #N

Event Banner... =S #B

International Bakery template T—— The temp|ate appears
Attach to , in the Create menu
New Template...

Delete Templates...

Creating templates from new items

You can create templates from new appointments, event banners,
contacts, notes, or tasks. Choose Appointment, Task, Contact, Note, or
Event Banner from the Create menu. Type the information you want
the template to have. Choose New Template from the Create menu.
Give the template a name, and assign it a keyboard shortcut if you
like. Then click OK.

The new template appears in the Create menu. You can continue to
create other new items with the information contained in the new
template.
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Removing templates

If you no longer need a template you can remove it. If you need to
correct the information on a template, create a new one, then remove
the old one.

To remove a template, choose Delete Templates from the Create
menu. Select the template you want to remove, then click Delete. Click
Done when you’ve finished deleting templates.

Using the toolbar

You can click the buttons on the toolbar instead of choosing menu
commands to execute common actions.

By default, the toolbar displays each button’s function as you float the
pointer over the button. If you have a small monitor, you can collapse
the toolbar, which hides button names. To do this, click the Collapse
Toolbar button at the left side of the toolbar.

Create Contact Create Note Print Find
Create Task ‘ Create Event Banner ‘ ‘ Delete
| | |
coliepse — 3] [t ] (e[ @] (R[N (B[ [
| — |

I 1 | |
View Contact List | View Note List |Go ToDate| View Calendar

View Task List ~ Create Appointment  Go To Today

In the General preferences panel, you can choose to have the toolbar
docked or floating. (You can also choose to have no toolbar.) If the
toolbar is docked, it will remain locked at the top of the screen.

If you have set the toolbar to float, you can drag it anywhere on the
screen. You can also click its zoom box to show only the title bar. Click
the zoom box again to reveal the full toolbar.

Click zoom box...

...to collapse a floating
toolbar to just the title bar
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Setting preferences

To set preferences, choose Preferences from the Edit menu.

Setting general preferences

Use the General preferences panel to specify settings for deletion
warnings, sound effects volume, the toolbar, date format, auto-
attachments, and new task priority.

Click General Select if you use a color printer
| |
oo Freferentes ———o——— Selectfor
warnings
& General before items
E Give warnings on deletion are deleted
—— E Print in color
Sound effects volume Lo > ChOOSG a
Tootbar [_Dosked =} volume for
Date farmat (January 24, 2002) — SOUnd effects
Auto-attachments (_) Do not auto-attach contacts Choose Whether
8 gtta?h all matchin.g contacts the toolbar |S
onfirm all matehing contacts .
(") Confirm only multiple matching contacts docked, floatmg‘
Mewr tazk priority or hldden
Choose long or
= (ancer J [_ok__) | short date
displays

Choose default priority for new tasks

For information on setting auto-attachment preferences, see “Setting
attachment preferences” in Chapter 9.

2

From the Help menu, choose “Search Index for” and type:
= preferences, general

Chapter 1 Page 13



Setting font preferences

You can set different font types and font sizes for the contact list, task
list, note list, note body, and the calendars. Choose Preferences from
the Edit menu.

Click Fonts
|
Preferences
Fonts
Choose the
Contacts | | ComtactList Font siee 3] [2] font type and
Task List Fant siz= 2 |[7] font size for
Mots List Font siz= 2 |[7] items from
piating MNote Body Font Size IZI Izl the pop-up
Daily Calendar Font Size IZI Izl menus
Calendars ‘Weekly Calendar Font Size IZI Izl
_ﬂ Maonthly Calendar Font Size IZI Izl
Fonts
2 [ Cancel ] [[ 0K }]

Setting Decor preferences

Decors are a collection of backgrounds that you can use to customize
the onscreen appearance of your calendars, contact cards, note cards,
and lists. To set a decor, choose Preferences from the Edit menu.

Click Decor Choose a Decor from the list
=————— Preferences
\‘ k| Decor
Cave Dude E=————— lleekl
Decor Diamond Flate =L 4
Emerald City May 2002
T Gr.’ag Stripes
Kid Stuff 1 ‘Wednesday 2 Thursda
Linen 8
General Midnight Mouveau At
Plain Gray
Red Hot Chilies 9
Roge Garden
Sun Stone 10
Contacts Tropical Blue

Bagic Executive : Efficient, straightforward, no-
Apply NONSEnze.
(Default)

Drialing

2

Click to see how your choice looks with the current file
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Click the Apply button to see how the Decor will look with your file.
Click OK when you’re done.

Calendar with the Red Hot Chilies Decor

§D§ Monthly Calendar =—"——————P15

W e WA
daittary, Y 7 - g
2
Sund # Tuesf Aﬂsdag ThuEsday % Safidagfd =
3 4 b |
i w Products Corrvention | 10 41 Staff
reetin
10 A1 9 4%
5 6 7 il 9 10 11 2
10 A1 Meet Meet with new restaurant owners I 10 41 Staff 5 E
with Dotz re: reeting
i 12 13 14 15 16 17 18 |
Mational Bread Week l 10 1 Staff ® Make
3 4S5 10 AM meeting another I
=
19 20 21 22 23 24 25 N =
i 11 A1 Saks & Make 2 list Z P Mew 12Ptlarch 10 A1 Staff Ski triE E
Feview of supplies products with Kathy reeting 4
26 27 28 29 30 31
Ski trip l Custorner Satisfaction Telephone Surwvey I 10 1 Staff b
i . meeting
= — s & — 5 & — 5 _J=

Note Decors appear onscreen only; they do not affect printing.

Adjusting memory

Your computer sets aside a certain amount of memory for each
application. When you start Palm Desktop software, memory is
reserved for its use. You can change the amount of memory reserved.

You may want to increase the amount of memory set aside if you run
out of memory while using the application. Palm Desktop software
uses the most memory when converting and importing files.
Increasing the preferred memory size to 3000K should eliminate any
memory problems if 3000K of free memory is available. If you use a
Power Macintosh and have virtual memory off, Palm Desktop
software requires more memory.

To change the memory allocation:

1. If Palm Desktop software is open, quit the application.

2. Open the Palm folder and click the Palm Desktop icon once.
Note If you click the application icon twice, you start the

application. If that happens, choose Quit from the File
menu and try again.
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3. Choose Get Info from the File menu.
You see the Palm Desktop Info window.
4. Double-click the Preferred Size box.
You see the size highlighted in the box.
5. Type a number, such as 3000, to change the memory size.

6. Close the Palm Desktop Info window.

The next time you start Palm Desktop software, the amount of
memory you specified is available for the application.

For more information on managing Macintosh memory, refer to the
documentation that came with your Macintosh.
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Chapter 2

Tutorial

With Palm™ Desktop software and your Palm Computing®
handheld, you can bring order to your life by keeping track of names,
addresses, telephone numbers, email addresses, appointments, notes,
to-do lists, and much more wherever you go.

If you like to roll up your sleeves and learn by doing, this tutorial is for
you! After you finish it, you will have a solid understanding of how
Palm Desktop software works.

After you have installed Palm Desktop software, you need to open the
tutorial file.

1. Find the file called Bakery in the Tutorial folder, which is in the
Palm folder.

2. Double-click the file’s icon. E]
The file opens.

Next, you need to go to the place in the file where the calendar
information is.

1. Click the Go To Date button on the toolbar, at the top of the
screen.

2. Type 1/1/02 in the box.
3. Click OK.

You’re ready to go!

In this tutorial, you are the owner and manager of International
Bakery, Ltd., a small specialty bakery that bakes goods with an
international flavor. You sell these goods to delicatessens, cafés, and
homes. You carry your Palm Computing handheld on calls to these
customers and to suppliers. Your business is growing nicely, and you
need to keep track of information about your customers, suppliers,
personal life, and family, so nothing gets overlooked.

Now, let’s put the software to work!
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Creating a contact

The moment you finish installing the software the telephone rings,
and it’s a new customer. She’s heard all about your breads, and wants
to carry them in her new deli. The first thing to do is create a contact
card for her.

1. Click the Create Contact button on the toolbar.
A new contact card appears where you can type the customer’s
information.

2. Notice the Name section of the card is expanded to make typing
easier. Also, the First field is selected.

3. Type the first name: Susan.

4. Tab to the Last field, and type the last name: Kenwood.

You can move from field to field by pressing Tab (or press Tab with
the Shift key held down to go backwards). Press Enter or Return
repeatedly to open and close successive sections. The first press
expands the section for easy typing, and the second press collapses it
for easy reading. A third press opens the next section. If you prefer,
you can simply click the field you want to type in. The section expands
and the field highlights, ready for you to type.

Finish typing the information so the contact card looks like the one
here. For telephone numbers, you need only type the digits—the
parentheses and hyphens are added automatically. Press the Enter
key when you’re through, but don’t close the contact card yet.

EI=————— (ontact =—————

[2)E tour2s (413]
Susan Kenwood Phones
Dwner Work (304) 555-99¢6 |
The Classy Cafe o (oo | Parentheses and _hyphens are

entered automatically.
Work Address Home Address
456 West Ave. 637 Southwest Main
Cheylan, WY 22222 “wichita, KS 67290
Ush Ush
Other Information
Lowves our caraway rye bread!
Birthday May 26

Categories Custorners

[ Marked Modified : Jan 10, 2002
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Assigning a category

After you’re done with the contact card information, you’ll want to
assign a category to this contact. Categories are an easy way to group
the contacts, appointments, event banners, notes, and tasks. For
example, you can assign the category “Office” to the contact listings
for your coworkers, as well as appointments, notes, tasks, or event
banners relating to them.

You can assigh up to two categories to each item: a primary category,
and a secondary category. The primary category is the pop-up menu
on the left, while the secondary category is the one on the right. You
can use primary and secondary categories however you choose.

O0=—————(mntact=—"c—"———-8

(2] =1 240724 [#] 2]

Susan Kenwood Phones
$h‘“’“g . Work (304) S55-9966
ElEEy Eak Home (60%) 555-3322

Work Address Home Address
466 West Ave. 637 Southwest Main
Cheylan, WY 22222 “wichita, KS 67250
Ush Ush

=

Comments (K caraway rye bread!

=) Email = Birthday [May 26 Age
‘Web Site = Custom 1 =
Customn 2 El Customn 2 El

Categories [ Customers ][ hd

Primary category Secondary category

You can assign a color to each category, making it easy to color-code
information. For example, you can have items with the category
“Office” appear in blue, and items with the category “Friends/
Family” appear in green. The color of an item is based on its primary
category. If you have a color printer and have selected the correct print
options, color-coded items will print in color, too.

Note Only the primary category for an item is transferred to your
handheld when you perform a HotSync® operation.

Chapter 2 Page 19



Eight categories are already created, and you can add, remove, or
change these categories any time.

» Hone

Business
Customers
Friends/Family
Persanal

Phane Call
Suppliers
Travel

wWork

Edit Categories...

Note There are some additional categories in the Bakery file to help
with the tutorial.

1. Clickin the Other Information section of Susan Kenwood’s contact
card to expand it.

2. Choose Customers from the left, or primary, Categories pop-up
menu.

O0=——————tmtacrt=—"e0——"———"—""H

(2] =1 240724 [#] 2]

Susan Kenwood Phones
$h‘“’“g . Work (304) S55-9966
ElEEy Eak Home (60%) 555-3322

Work Address Home Address
466 West Ave. 637 Southwest Main
Cheylan, WY 22222 “wichita, KS 67250
Ush Ush

= Cornments (K Fy d!

=) Email = Birthday [May 26 Age

‘Web Site = Custom 1 =
Customn 2 El Customn 2 El

Categories [ Customers ][ hd

3. You can choose another category from the right, or secondary
Categories pop-up menu. Otherwise, leave it blank.

If you like, fill in some of the other fields on Susan’s contact card.
When you’re done, press Enter to collapse the open section. Then click
the contact card’s close box in the upper left corner to put it away.
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Displaying list views

The contact card gives you a good way to view and change one
person’s information at a time. But you’ve got a lot of people in your
Bakery file! To scan them, or jump quickly to another person’s card,
you will need to view your contacts as a list.

1. Click the View Contact List button on the toolbar.
You see the contacts listed in rows and columns.

Eie"—r————"—""" (ontact List D——"———————
Wiew| Al Contacts 24 of 24 Contacts :

= Full Name [¥] Title [¥] Cornpany [x] Division [¥] Primary Address (7]
[ Kim Chen Euyer The Candlelight Restaura... E539 Eighth dvve. Foster City , 443
[ Mr. Denniz Copley P... | Serio-ResearchSei.. | International Bakery Fesearch and Developrrent | 438 Meedham Dr. Wichita
[ Sarmuel Corning Adrriistrative Assi.. | International Bakery Main Office SO0 Burrneister R, Atlanta, S0
[ Yern Critzer Head Baker International Bakery Eaking 00 Eattle R, Manchester, MH
[ Pamela Dreyfus Baking Aszsiztant | International Bakery Eaking E30 Fiekding P1. Arres, 14

2. Choose a contact in the list, and double-click it to open the contact
card.

3. Click the contact card’s close box in the upper left corner to put it
away.

4. Click several contacts in the list as you hold down the Shift key.
m [ Kim Chen Buyer The Candlelight Restaura... EEE3 Eighth dove. Foster Cihy, C
[77] Mr. Denniz Copley P... | Serio-ResearchSei.. | International Bakery Fesearch and Developrrent | 438 Meedham Dr. Wichita,
m [ Sarnuel Carning Adrriistrative Assi.. International Bakery FMain Office 500 Burmneister Rd. Atlanta, ST
[77] Yern Critzer Head Baker International Bakery Eaking 00 Battle R, Manchester, HHO
m [ Pamela Dreyfus Baking Assistant  International Bakery Eaking 550 Fiekding P, dmes, 14 SOEET
[T Mancy Eizon Fresident International Bakery Main office A0 Cornprton 1. Lansing, M1 42
5. Click a contact toward the top of the screen. All the previously
selected contacts are now unselected. Press and hold the 3 key.
Now click a contact five or six lines below the first one you clicked.
The two contacts you clicked, plus all contacts in between, become
selected.
[ Kim Chen Euyer The Candlelight Restaura... BT Eighth Ave. Foster Cihy , C
m [T Mr.Dennis Copley P...  SeriorResearchSei..  International Bakery Fesearch and Developrrent 438 Meedham Dr. wichita,
[ Sarnuel Carning Adrriistrative Assi.. International Bakery ain Office 500 Burmneister Rd. Atlanta, ST
[77] Yern Critzer Head Baker International Bakery Eaking 00 Battle R, Manchester, HHC

6. Todeselectall contacts, scroll down to the bottom of the list, where
there are no contacts. Click there. All contacts are deselected.

There are three separate list view windows: one for contacts, one for
notes, and one for tasks. All three work the same way. You can enlarge
any list view window—or scroll up, down, left, or right—to see all of
your data.
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You can attach, delete, and duplicate multiple items quickly in list
view by selecting more than one item at a time.

Leave the contact list open—we’ll use it in the next section.

Sorting contacts

Right now, your contact list is sorted by name. Some operations may
be easier if it were sorted by company.

1. Find the Company column in the Contact list. Scroll left or right if
you need to.

2. Click the word Company at the top of the column. (Don’t click the
triangle next to it.)

This re-sorts the list so all contacts are sorted by company. Notice that
the word Company is underlined. This indicates that it is the field by
which the information is sorted.

Company (x]
HBC Legal Services
e fcoounting Setvice, e,
You decide it would be more convenient if the information were
sorted by company, and then by name within each company.
1. Choose Sort from the View menu.

2. Inthe Sort dialog box, Company appears in the Primary pop-up
menu.

3. Choose Full Name from the Secondary pop-up menu.
4. Click OK.

Sort

Primary [ Company |

Secondary [ Full Name -]

[ show All Fields

el [ Cancel ][[ 0K ]]

Notice the dotted underline beneath the Full Name, indicating that it
is the secondary sort column. There is also a solid underline beneath
Company, showing that it is the primary sort column.

Yiew| All Contacts w 24 of 24 Contacts
[ Full Mame =] Title [] Company (7]
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We’ll continue using the contact list in the next section, so let’s leave it
open.

Viewing selected contacts

You want to take a quick look at your customers’ contact cards. But
there are many more contacts in your file than just those for your
customers! You want to show the contact listings for only your
customers—while hiding the others.

You can set the Categories field so you see only customers. This
setting is called a filter.

1. If the contact list is not already open, click the View Contact List

button on the toolbar.

2. Click the triangle = next to the word Categories at the top of the
categories column.

3. Choose Customers from the pop-up menu.

The list now shows only your customers.

fI—————————————— (ontact list ———————————|
Wiew |_Untitled 2 of 25 Contacts Show All
@ rune Company 5] Prowe 1E] _ Prone2®)  Cotegries ) Ems
[T Bab Mguyen Eakery Middlernen, Inc. WE0NSE-E2SE | Hi(BIETE-T911 | Custormers <
[7] Janet Swanzon Deli Delights (06 TS Custorners
[T Mary Jo Licklighter Drelightful Driner WSS TIEEEEe | HiB1 77T | Customers
[77] Kim Chen Thee Candlefiht Restaurant (A0 FI0900 | H:(S0E) T54ETS | Customers
[7] Susan Kenwoaod The Classy Cafe wiEM I | Hi(E0E) T35 | Customers
[7] Lei Richley “whokeword Wholesakes, e, WolHE TR | Hi(B16) T95-3658 | Customers
[T Jererny Lin WolSOE TIEETS | Ho(40E) T95-0900 | Customers
[T} Jennifer Morris WTITISE4688 | HIEE) T332 | Customers

Let’s show the rest of the contacts again.

1. Click the triangle Xl next to the word Categories at the top of the
categories column.

2. Choose No Filter from the pop-up menu.

The entire set of contacts is visible again. If you prefer, you can also
show the hidden contacts by clicking the Show All button in the upper
right corner of the list window. (If you’re already viewing all the
contacts this button is not available.)

You can close any open windows by clicking the window’s close box
in the upper left corner.
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Finding a contact

Later in the day, you want to call Susan Kenwood, and you need her
telephone number.

1.

Click the Find button @ on the toolbar.

Click the Contacts button inside the Find dialog box. Make
sure Display Results in List Window is deselected.

Type Kenwood in the text box.

Her entry appears in the dialog box—probably before you even
finished typing her last name.

Find

Search In

Contacts Tasks Notes Calendar Entire File

. Display Results
Starts With O i List Window

Susan Kenwood (The Classy Cafe) m

=

[ More Choices ] [ Cancel ]l Display l

4. Double-click Susan Kenwood’s name in the Find dialog box, and

you see her contact card.

After you’ve find Susan Kenwood’s contact card, you can click the
telephone icon ® next to her telephone number dial her phone
number automatically, if you have the correct modem and
telephone connections.

Phones
Work (304) 555-9966
Horme (603) 555-3322

5. Close the contact card.

You can also find other information in a similar way, whether it's a
task, note, or a calendar item such as an appointment or event banner.

If you don’t know where to look for the information, click Entire File

to list every place the information appears.
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Synchronizing contacts with the Address Book
on your handheld

After you add or change contacts, you can make sure your handheld
has the same information by performing a HotSync operation. The
HotSync operation exchanges new material between Palm Desktop
software and your handheld and updates all changes made in either
location. For example, the contact record you created for Susan
Kenwood would appear on your handheld in the Address Book
application after a HotSync operation.

This tutorial doesn’t step through a HotSync operation. Instead you
can learn about HotSync operations using your own data by reading
“About HotSync operations” in Chapter 12.

Creating an appointment

Next, you need to schedule an appointment you’ve made with the
representative from your bakery supplies wholesaler. You’re going to
discuss new spices for your international line of breads. The
appointment is tomorrow, from 9 AM to 10 AM.

1. Click the View Calendar button on the toolbar.

If you don’t see the Daily Calendar, click the Daily tab on the right
side of the window.

2. Click the Go To Date button on the toolbar.

3. Inthe Go To Date dialog box, click the arrows [##] either backward
or forward until you see January 2002.

4. Inthe Go To Date dialog box, choose any day in January 2002 for
the appointment, click it, then click OK.

You’ll see that date in the Daily Calendar view.

5. Scroll up or down until you see 9 AM in the appointments
window, on the left side of the daily calendar view.

6. Move the pointer to the appointments window. The pointer
becomes a crosshair.
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7. Place the crosshair on the line representing 9 AM, then click and
drag down until the box reaches 10.

A one-hour appointment is created, from 9 AM until 10 AM.

8. Type Meeting with Denise Garcia inside the new appointment
box.

s
9 WMeeting “with Denize Garcia

10 ~

9. Click outside of the appointment box to deselect it.

The Auto-Attachments dialog box appears. There is a contact card
for Denise Garcia, and you can attach it to this appointment.

Auto-Attachments

Check contacts to attach
+ Denise Garcia (Bakery Supplies, |+

5]
2]

10. Click Attach.

We’'ll discuss attachments in more detail later, in the “About
attachments” section.

To change the start or end time of an appointment, click the
appointment to select it. Drag the upper arrow up or down to change
the appointment’s start time. Drag the lower arrow up or down to
change the appointment’s ending time.

g 25
nl [Meeting with Denize Garcia E

10 = Drag up or down
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If you prefer, you can also change the appointment start or end time
by double-clicking the appointment, then changing the time in the
Appointment dialog box.

Click outside of the appointment to deselect it. It looks like this.

9| Meeting with Denise Garcia i The paper C“p pop_up menu
shows that this appointment
has an attachment.

Leave the Daily Calendar open for the next section.

Moving an appointment

Unfortunately, Denise Garcia just called you to say she has an
appointment conflict. She asks that the meeting you’ve scheduled be
changed to 10 AM. You need to move the appointment in your
calendar.

1. Move the pointer over the appointment.

2. Drag the appointment downward so the top of the appointment
lines up with 10 AM.

9

Meeting with Denise Garcia

10

The appointment now starts at 10 AM and ends at 11 AM.

You can also change the time in the Appointment dialog box, if you
prefer.

1. Click the appointment once, so it becomes selected.

25
[Meeting with Denize Garcia E

il

10 ~

2. Double-click the appointment box anywhere except directly over
the appointment text.

25
[Meeting with Denize Garcia E

il

10 ~

Chapter 2 Page 27



3. When the Appointment dialog box opens, change the beginning

time from 9 AM to 10 AM. You can type 10.

Appointment

Appoi ntment| Meeting with Denise Garcia

: r~ []Repeat Appointment

. Date [January 14, 2002 EI]

T Eset alarm [15 Minutes Prior ¥ |

Categories [ Suppliers ] |

hd|

2] (pelete...| [Add Another |

4. Click the box for the ending time. It automatically changes to 11

AM.

Don’t click OK to close the dialog box just yet. The next thing we’re
going to do is confirm that we have set a reminder, or alarm, for this

appointment.

Setting alarms

You’re not sure you’ll remember that the appointment with Denise
Garcia has been changed, so you want a reminder shortly before it is
to occur. You can set an alarm for this appointment. An alarm is a
dialog box that appears on your screen to remind you of an
appointment. When you synchronize data with your handheld, the

alarm will be set to go off on your handheld, too.
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Alarms are set by default to go off 15 minutes prior to an appointment.
You want to set this alarm to go off at the original time of the
appointment (9 AM).

1. Inthe Appointment dialog box, make sure the Set Alarm checkbox
is selected.

Appointment

Appoi ntment| Meeting with Denise Garcia

: r~ []Repeat Appointment

© Date [January 14, 002 |1+

Time [10:004M | to | 11:004M

B Eset atarm (=] T
Hours Prior

Categories [ Suppliers ] [ hdl

(Delete... ] [ Add Another | ( cancel | 0K

2. Type 60 over the existing number in the box.
3. Leave Minutes Prior selected in the pop-up menu.
4. Click OK.

A dialog box will appear at 9 AM (according to your computer’s
system clock) like this:

@ You have an upcoming appointment.

The appointment is from 10:00 AM to
11:00 AM “Meeting with Denise Garcia.”

O ones

If you want another reminder, type when you want that reminder to
appear, then click Snooze.

Although reminders are very handy, you do not need to have a
reminder set if you do not want one. In the Appointment dialog box,
deselect the Set Alarm checkbox. You will not get a reminder for that
appointment.

Try setting up your own reminder:

1. Check your computer’s current date and time settings. (If you're
not sure how to do this, or you need to correct them, consult your
computer operating system’s user guide.)
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2. Click the Create Appointment button on the toolbar to create
a new appointment.

3. Make the appointment for today’s actual date.

4. Check the current time, then set the start time of the appointment
for fifteen minutes from now. (The end time can be whatever you
like.)

5. Set an alarm to warn you ten minutes in advance.
6. Click OK.
Within five minutes you should see a reminder on your screen.

When you’re through experimenting with reminders, you can close
any open windows if you like.

Showing the three calendar views

The Calendar has three views: daily, weekly, and monthly. First, let’s
try the three ways to choose one of these calendar views. Then we’ll
examine the differences among them.

To switch among the three calendar views:

1. Click the View Calendar button on the toolbar repeatedly,
until you have seen each calendar view.

2. Click the tabs on the right side of the calendar until you have seen
each calendar view.

3. Choose Calendar from the View menu, and then choose one of the
three calendar views from the submenu. (You can also use the
keyboard shortcuts that are listed in the menu.)

Contact List
Task List GET
Note List GEN
Calendar » Daily

Weekly L }* Keyboard
sort... #J| Monthly +EM shortcuts

Columns...

+Show Appointments
This Week—Uncompleted |« Show Tasks
Today—Uncompleted |
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The three calendar views offer you different ways of looking at your
schedule.

= The daily view shows one day’s appointments, tasks, and event
banners. On the left, you see appointments and any event banners.
The window scrolls to reflect the time of day. On the right, you see
the day’s task (to-do) list.

Daily Calendar
EO=——————— Daily Calendar
Monday, January 20, 2002

Tasks

Take car for new tires
[[] Prepare For Sales review meeting
[] Clean desk!

&

1 Sales rewview meeting

<
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= The weekly view shows appointments, event banners, and tasks
for anumber of days you choose, from one to seven. Appointments
and event banners are listed on top, while tasks are listed beneath
each day. You can click the + and - buttons to change the number
of days displayed—from one day to as many as seven.

Weekly Calendar

=0 Weekly Calendar
January 2002 == (]3]
20 Monday 21 Tuesday 22 ‘Wednesday 23 Thursday 24 Friday

10
Ak

Staff meeting

1 Sales review
meeting

12

Noon

Lunch with
Kathy

New products E‘

meeting

Tasks | [i[5] ] Take car for |[05] [ Call Lei
new tires

E [[] Prepare For
Salkes rewview

[05] [ PrepareFor e
products rmeeting

[l can Kathy,
confirm Tunch

E [l Prepare For |41
Staff meeting E

[

&
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= The monthly view shows the current month’s appointments, event
banners, and tasks.

Monthly Calendar
=0 Monthly Calendar
January 2002 [«[*]
Sunday Monday Tuesday wednesday Thur=sday Friday Saturday
29 30 31 1 2 3 4
® Make another | 100AM MNew ear 10 AM Staff
rezolution Tist Planring rmeeting reeting
) [} 7 a8 9 10 11
10 A Mest with Meet with new restaurant owners | 10 AR Staff
Doriz re: zales reeting
g
12 13 14 I 16 17 18 =
9 A4M Sarzh -to |10 AM Meeting Bakery Products Convention | 10 &M Staff 4
Dr. Ashby 'z writh Derrise Garvda reeting =
19 20 21 22 23 24 25
11 AM Sales ® Call Lei IPMMMNew prodacts |12 P Lunch 10 AM Staff Ski triE
review meeting reeting with Kathy reeting
® Take car for ®FrepaeForMew | ® Call Kathy, ® Prepare For
new tires products rmeeting confirm lunch Staff meeting
26 27 28 29 30 31 1
Ski trip l Customer Satizfaction Telephone Survey | 10 AM Staff
- meeting

Leave one of the calendars onscreen for the next section.

Creating an event banner

National Bread Week is coming up! You must note this on your
calendar with an event banner.

1. Go to the monthly calendar view for January 2002.

2. Click the Create Event Banner button on the toolbar.
3. For the event banner’s name, type National Bread Week

Event

Event Banner | Hational Eread 'Week

Duration Dag(s)

DRepeat Annually

Categories | Business

[Delete... | [ Add Another |

4. Type 1/19/02

in the Date box. (This is the banner’s start date.)
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5. Type 7 in the Duration box so the event banner spans an entire
week.

6. Choose Business from the primary Categories pop-up menu onthe
left.

7. Click OK.
An event banner appears on the calendar.

19 [20 [21 [22 [23 24 [25
Mational Bread Week l
11 AM Sales ® Call Lei IPMMMNew prodacts |12 P Lunch 10 AM Staff Ski triE
review meeting reeting with Kathy reeting
# Take car for Fow e # Call Kathy # Prenare Far

Notice that the event banner can stretch over more than one day.
(You can also have an event banner that only stretches across one
day.) You can reposition the event banner or change its duration.

8. Click the event banner and drag it to another week.

12 13 14 [ 16 17 18

% &M Sarah ~to (10 &M Meeting 10 AM Staff
k Br. Ashby's with Derise Garcia meeting
19 20 21 22 23 24 25
Mational Bread Week I

11 AM Sales ® Call Lei IPMMMNew prodacts |12 P Lunch 10 AM Staff Ski triE
review meeting reeting with Kathy reeting
# Take car for Fow e # Call Kathy # Prenare Far

The event banner now spans that week.

9. Double-click the banner. When the Event Banner dialog box opens,
change the duration to five days. Click OK. Notice that the event
banner has been shortened by two days.

10. Double-click the event banner again, and change the duration back
to seven days. Click OK. The banner once again spans the entire
week.

Close the calendar window if you like.

Synchronizing appointments with the Date
Book on your handheld

A HotSync operation exchanges new appointments between Palm
Desktop software and your handheld and updates all changes to
appointments made in either location. For example, the appointment
you made for 10 AM with Denise Garcia would appear on your
handheld in the Date Book application after a HotSync operation.
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This tutorial doesn’t step through a HotSync operation. Instead you
can learn about HotSync operations using your own data by reading
“About HotSync operations” in Chapter 12.

Creating a task

Your appointment with your bakery wholesaler is the day after
tomorrow. Before the appointment, you need to make a list of the
spices and bakery supplies that you need. You want to remind
yourself to complete this task before the appointment.

1. Click the Create Task button on the toolbar.
2. Inthe Task text box, type Make a list of supplies

Task

Vr Task|Makea]istofsupplies

Ef‘ hedule Task D Repeat Task

pate [January 15, 200z |[E-

(€ carry Over After Due
< Remind l:l days before

Categories [ Business ] |

2] (pelete...] [ Add Another | ( cancel | 0K

Leave the Priority at Medium.
Make sure the Schedule Task checkbox is selected.
Type 1/15/02 in the Date field.

Leave Carry Over After Due selected.

N o gk~ w

Select the Remind checkbox and type 1 in the days before box that
appears.

This reminder occurs only on Palm Desktop software; the
handheld doesn’t support alarms on to do list items.

8. Choose Business from the primary (left) Categories pop-up menu.

9. Click OK.
You now have a task, with a reminder that appears in the calendars

the day before the task is due. After you click OK, the task list appears
S0 you can see your other tasks, as well.
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A HotSync operation also exchanges new tasks between Palm
Desktop software and your handheld and updates any changes to
tasks or to do list items made in either location.

Close the task list by clicking the close box in the upper left corner of
the window.

Creating a note
Now it’s time to make the list of supplies needed.

1. Click the Create Note button on the toolbar.
2. Type a title for the note: Supplies needed

EiI=——————— Note =———"————[35
E o Title |Supp1ies needed EZ‘
Date [January 15, 2002 Time [1:21 PM Sof5
Categories | Businezz | [ b |
20 sacks of flour 5
S containers of zalt [
10 packages of yeast
S containers of sugar
2 containers of cinnarnon
1 container of poppy seeds
1 container of caraway seeds
1 container of anise seeds
1 container of dried rosemary
il
]

3. Type 1/15/02 for the date. You can leave the time as is.
4. Choose Business from the primary (left) Categories pop-up menu.

Press Return and type the supplies you need:

20 sacks of flour

5 containers of salt

10 packages of yeast

5 containers of sugar

2 containers of cinnamon

1 container of poppy seeds

1 container of caraway seeds
1 container of anise seeds

1 container dried rosemary

6. Close the Note window. This saves the note and puts it away.
If you want to refer to this note or change it, click the View Note
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List button on the toolbar and double-click the note from the

list.
ER] Note List EE
Yiew| All Notes = 5 of 5 Notes :
Title (3] Date (x] Eody [x] Categories [¥]
#nother resolution list January 1, 2002 a1, 20021202 41: e Getrore e Personal ﬁ
Motes for 110402 Staff Meeti.. January 9, 2002 “we'te doing ety well, and things ook .. | Business, Empl...
I Supplies needed January 15, 2002 Jan 15, 2002 1 22 Pr: 20 sacksof .. Business
Tire notes January 16, 2002 The ca's tires are wirm ot and need to . Ferzonal
Pohe Regarding Mew products. . January 22, 2002 S far, the nenw products Jook very good . Busgineszz

A HotSync operation also exchanges new notes between Palm

Desktop software and your handheld and updates any changes to
notes or memos made in either location.

After you’re through, close the note list. If the task list is open, close it

as well.

About attachments

With attachments, you can connect any appointment, event banner,
contact, note, or task to another, so related information is always
available. Create attachments by clicking an icon called the gripper

and dragging it with your pointer.

The gripper is a gray handle with vertical bars [l that appears on
appointments, event banners, contact cards, and note cards. It also
appears next to contacts, notes, and tasks when you select them in a
contact list, note list, or task list. Note that the gripper can look slightly
different, and be different sizes, depending on where it’s being used.

You can attach an appointment, event banner, contact, note, or task to
any other by dragging the gripper from the first item to the second.

For example, if you have created an appointment—and you also have
acontact card for the person you have the appointment with—you can
attach the appointment to the contact by dragging the appointment
(by its gripper) to the contact. You could also do the reverse: drag the
contact to the appointment. Once you do that, the items are attached,
and you can quickly jump from one to the other to gather related or

background information.
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Note Attachments do not transfer to your handheld. When you
perform a HotSync operation with records that contain
attachments, each record is transferred to the handheld, but
the relationship between the records is not transferred.

Creating attachments

Let’s create an attachment so you can see how they work.

You have an appointment with Denise Garcia, the representative from
your bakery supplies wholesaler. You have already placed this
appointment on the calendar. When you did that, you were prompted
to attach Denise Garcia’s contact card and the new appointment.

Now let’s attach the note you just created—the one listing the supplies
you need—uwith the appointment you have with Denise Garcia.

1. Click the View Calendar button on the toolbar until you see
the Weekly Calendar.

2. Find the appointment that says Meeting with Denise Garcia. It’s in
January 2002, in the morning. (The day it appears on your calendar
canvary.)

EiI=———————lllex
January 2002

13 Monday 14 Tuesday 15
Mational Bread Week

Sarah -to Dr.
#zhby 'z

Meeting with [17]
Denis:sl}siia

3. Click the View Note List button on the toolbar.
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4. Shrink the size of the Note List window and the Weekly Calendar
window so you can see the note list and the appointment at the

same time.
Weekly Calendar
January 2002 Bolon]
=
13 Monday 14 Tuesday 15 ‘Wednesday 16 Thursday 17 Friday 1_';
=
R
Ak (]
o
| o
L]
Sarah -to Dr. =
Ashby 's o
10
b Meeting with [17] Staff meeting I
Denise Garcia
=
11 2
= | &
9 &
Tasks [ ake a Tist of [ Make a list of |
supplies (Due: supplies
Jdan 150

Note List

View| A ¥ I 5 of 5 Notes :

Title (3] Date (x]

#nother resolution list January 1, 2002 a1, 20 ﬁ

Supplies needed January 15, 2002 Jan 15, 21

Tire notes January 16, 2002 The ca's 1

Mohe Regarding Mew products ... | January 22, 2002 Sofar, the

Grocetry lizt January 24, 2002 SknrikE] |
ik
e

5. Scroll through the note list until you see Supplies needed. Click
this line once so it is selected.

6. Move the pointer over the gripper icon [l so the pointer turns into

a hand.
Note List =————|
vew 5T 5 o7 5 Notes (shox an)
Title (3] Date (x]

Another resolution list January 1, 2002 Jan 1, 20047
Supplies needed January 15, 2002 Jan 15, 2
Tire notes January 16, 2002 The ca's 1
Mohe Regarding Mew products ... | January 22, 2002 Sofar, the

Chapter 2

Page 39



7. Drag the gripper from the Supplies needed note to the
appointment that says Meeting with Denise Garcia. As you drag,
you’ll see a small cross next to the closed hand, and a box appear

around the appointment.

January 2002 Balnn!
=
13 Monday 14 Tuesday 15 ‘Wednesday 16 Thursday 17 Friday 1_';
=
& Mational Bread wWeek
Ak
o
9 H
Sarah ~to D =
Azhbiy s =
10 Tl
Ak Meeting with Staff meeting
Denise Garcia
" il | z
\( : =
=
=
e [ Lt s lickot. Make a Tist
apphes (Cue: of supplies
an 15)
o Note List El
view[ 5~ 5 or S Notes (gnox an)
Title [¥]) Date [¥]
#nother resolution Tist January 1, 2002 e, 201
MI Supplies needed January 15, 2002 Jan 15 29
Tire notes January 16, 2002 The ca's 1
Mohe Regarding Mew products .. January 22, 2002 Sofar, the
Grocery lizt January 24, 2002 Sk ik
<[] [T

8. Thecrossturnsinto a paper clip once Denise Garcia’s appointment
is selected. Release the mouse button.

The note is now attached to the appointment.

9. Look at the note in the Note List, and notice it has a paper clip pop-
up menu next to it. This shows the note has an attachment.

EO=————————— Nuote List

iew| A1l Motes 5 of 5 Notes
Title (3] Date (x]
. #nother rezolution Tist January 1, 2002 a1, 2002
Paper C||p —-|;1u| §:| Supplies needed January 15, 2002 e 15, 200
pop_up menu Tire notes. January 16, 2002 The ca's fire:
Mote Regarding Mew products ... | January 22, 2002 Sofar, thene
Grocery lizt January 24, 2002 StanmikEgg
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10. Click and hold the paper clip pop-up menu to reveal the
attachments menu. Choose the appointment title.

SI=———————————————— Note List =~
Yiew | All Notes = 5 of 5 Notes

Title (3] Date (x] E

#nother resolution list January 1, 2002 a1, 2002 12

Attached &ppointments Meeting with Denise Garcia (Jan 147 |

January 16, 2002 Theca'stiesa

gtttacmTo 4 .. | January 22, 2002 S far, the new|

Etach.., January 24, 2002 S ik

The calendar appears, showing you the appointment.

11. Click the paper clip pop-up menu in the appointment.

SO=————————— Illeekly Calendar
January 2002

13 Monday 14 Tuesday 15 ‘Wednesday 16 Thursday
Mational Bread Week

gl —

Sarah -to Dr.

Ashby ‘s

10 . -

Al Meeting with Suppl
[enize Garcia Denise Garcia

11 =

{Jan 15}
akery Supplies, Inc.}

attach To »
Detach...

Tasks [ Make a list of

supplies

[ Make 3 Tist of
supplies (Due:
Jan 15)

Notice the appointment now has two attachments: the note you just
attached, and Denise Garcia’s contact card, which was automatically
attached when you created the appointment. You can jump to either
the note or contact card if you like.

You can create as many different attachments as you like to cross-
reference whatever appointments, event banners, contacts, notes, or
tasks you choose.

There are special sound effects for attaching one type of item to
another. You can adjust the volume of these sound effects in the
General area of the Preferences dialog box. (Choose Preferences from
the Edit menu to open the dialog box, then click General.)

After you’re through, close each window by clicking the close box in
the upper left corner.
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Using the Attach Existing Item feature

If you prefer, you can use another method to create attachments.

1. Click to select any appointment or event banner—or click any
contact, note, or task from the contact list, note list, or task list.

2. Choose Attach To from the Create menu, and then choose Existing
Item.

3. Follow the instructions in the Attach Existing Item dialog box.
Click the gripper in the dialog box and drag the selected item to
another item.

Printing labels

It’s time to do some advertising. You want to send flyers to a list of
customers already in your Bakery file, and you need to create mailing
labels for them. For this tutorial, we’ll printatest run on regular paper,
rather than actual labels.

1. Click the View Contact List button on the toolbar.

2. With the contact list showing, click the Print button |
toolbar.

3. The first time you print, you see a box asking if you use a day
planner. To set up your day planner, choose your brand of day
planner in the upper pop-up menu. In the lower pop-up menu
choose the day planner binder size you use.

If you do not use a day planner, leave the upper pop-up menu
showing None. (You can always change these settings later.)

Paper Planner Interview

If you use a paper-based day planner along with your Palm™ handheld, Palm
Desktop can preset its printed layouts for your binder.

‘Which brand of day planner do you use? | Naone il |

‘Which binder size do you use? | - |

7

4. Click OK.
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5. When the Print dialog box opens, make sure the Contacts button is
selected.

Print

¥hat to print (< Automatic Preview

Z41abels on 1 sheet of Tabel paper
s
i

Contacts Tasks Notes Calendar

Print As| IMailing Labels -
¥hich Contacts| Al 24 Contacts -

¥hich Address| Primary -

Label Form| AveryS160/5260 -
Address Layout| Formal/Business w

Start printing on label l:l

6. Choose Mailing Labels from the Print As pop-up menu.

The other pop-up menus contain settings for mailing labels. For
this exercise, leave these settings as they are. The Preview area
shows you a sample of what your label page will look like.

7. Click Print.

8. When the Print dialog box appears, type 1 in the From and To
boxes to print only the first page of labels.

Printer: “LaserlWriter” 533 I[ Print I
Eopies:EI Pages: Al @ From: |1 To: |1 [ Cancel ]

~Paper Source

@A O First rom: [Cassette v

9. Make sure your printer is connected and switched on, and then
click Print.

One page of “labels” prints on your printer’s regular paper. If you like,
print another page with different options to see what you get.
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Using Instant Palm™ Desktop

After you install Palm Desktop software, the Instant Palm™ Desktop
menu appears near the right corner of the screen, and is available at all
times, whether or not Palm Desktop software is open.

Instant Palm Desktop menu icon

f é File Edit Uiew Label Special

1saam L1 @) )

—

Macintosh

If you don’t see the Instant Palm Desktop menu icon near the right
corner of your screen, you must reinstall Palm Desktop software.

You can use the Instant Palm Desktop menu to open Palm Desktop
software, to open HotSync Manager, to find contacts, and to view
today’s appointments, event banners, and tasks. You can also use it to
create new appointments, contacts, event banners, notes, and tasks.

To create an item from the Instant Palm Desktop menu, do the

following:

1. If Palm Desktop software is currently open, choose Quit from the

File menu.

You see the Instant Palm Desktop icon in the upper right corner of

the screen.

2. Choose an option from the menu. (The choices on your menu may

look different from those below.)

Open Palm™ Desktop
HotSync® Manager
Find Contact...
Create

Events & Appointments
National Bread Week

10 AM Meeting with Denise Garcia

Tasks
Make a list of supplies

Contacts
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For quick access, you can display the names and telephone numbers
of contacts you call frequently in the Instant Palm Desktop menu, as
well.

1. Choose Find Contact from the Instant Palm Desktop menu.

Open Palm™ Desktop
HotSync® Manager
Find Contact...
Create »

National Bread Week
10 AM Meeting with Denise Garcia

Make a list of supplies

2. When the Find dialog box appears, type denise garcia . (Case
doesn’t matter.)

Find Contact

Starts With |denise garcia

Denise Garcia (Bakery Supplies, Inc.) |t

When her name appears in the list, click it once to select it.
4. Click the Add to Menu button.

5. Select acheckbox for each telephone number you wantincluded in
the Instant Palm Desktop menu. (To remove telephone numbers
from the Instant Palm Desktop menu, you deselect these
checkboxes.)

Check the phone number(s)to appear
in the Instant Palm Desktop menu.

Work: (814) 555-7777
Home: (408) 555-5684
Fax: (315) 555-0011

Select to add to
Instant Palm Desktop menu.

OoOon
-

Cancel I 0K I
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6. Click OK.

You’ll now see Denise Garciain the Instant Palm Desktop menu under
Contacts.

Open Palm™ Desktop

HotSync® Manager

Find Contact...

Create »

Events & Appointments
National Bread Week
10 AM Meeting with Denise Garcia

Tasks
Make a list of supplies

Contacts
Denise Garcia W: (814) 555-?7?7

You can also add contact telephone numbers to the Instant Palm
Desktop menu by viewing the contact card in Palm Desktop software,
then clicking the Phones section. Select the telephone numbers you
want displayed in the Instant Palm Desktop menu. Deselect the
telephone numbers to remove them from the Instant Palm Desktop
menu.

()
Work x| [e1arss5-7777
Home ¥ | [(402) 555-5624
Fax > | [z15) 555-0011
=i

Select to add to
Instant Palm Desktop menu.

000 D

111 E

Backing up your data

Your data is valuable. Always back it up regularly so you'll be
protected in the event of equipment failure, inadvertent file deletion,
or other mishap.

To back up your Palm Desktop software data, make a copy of your
data file. Choose Save as Copy from the File menu, then type a new
name such as “Copy of User Data 3 Jan” in the Save as Copy dialog
box.
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Applying Decors
Decors are a fun way to personalize your Palm Desktop software
onscreen appearance with colors and textures.

1. Open a Palm Desktop file by double-clicking its icon. You can also
choose Open Palm Desktop from the Instant Palm Desktop menu.

2. Choose Preferences from the Edit menu.
3. Click the Decor button.

Preferences
i+ Decor

Cave Dude E="i———"————— leekl
Driarmond Plate =L 4
Emerald City January 2002
Gray Stripes
Kid Stuff 1 ‘Wednesday 2 Thursda
Linen 8
Midnight Nouveau AP
Plain Gray
Red Hot Chilies 9
Rose Garden
Sun Stone 10
Tropical Blue

Bagic Executive : Efficient, straightforward, no-

Apply NONSEnze.
(Default)

4. Choose any of the Decors from the scrolling list.
5. Click Apply to see your file redecorated with that Decor.
You can change the Decor at any time. Decors change onscreen

appearance only. They do not change the way your information looks
when it prints.
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Where to go from here?

Congratulations! You’ve finished the tutorial. You’ve seen the many
ways Palm Desktop software can make your life a little bit easier.

= If you’re ready to synchronize the information in Palm Desktop
software and your handheld, see “About HotSync operations” in
Chapter 12.

= If you have any questions the tutorial didn’t answer, scan the
Contents for this handbook. It’s a quick way to find the
information you need. Or check the Index if you know exactly
what you’re looking for.

Palm Desktop software also features Macintosh Balloon Help, as well
as an extensive onscreen help system which includes a full index, Tips
section, bookmarks, and more. It’s available onscreen whenever you

need it—just choose an option from the Help or menus. You can

also click the in any dialog box to go directly to a relevant help
topic.
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Chapter 3

Working with Contacts

This chapter explains the basics of working with contact information
and address lists.

About contacts

Palm™ Desktop software helps you manage information about your
business associates, friends, family, and other people you contact. You
can enter names, addresses, telephone numbers, e-mail addresses,
birthdays, World Wide Web home page addresses, comments, and
more. Contacts can be organized by category, sorted, printed, and
searched by any criteria. You can also dial the telephone and
automatically copy address information into letters.

Contacts you enter in Palm Desktop software appear in the Address
Book application on your handheld after a HotSync® operation.

Viewing contacts

You can view your contacts by:

= Contact card, for viewing one contact at a time. You can also
change existing contact information when viewing the contact card

= Contact list, for viewing contact information many records at one
time

To see a list of your contacts, choose Contact List from the View menu,
or click the View Contact List button on the toolbar.

For more information on list views, see Chapter 7.

Adding and changing contacts

To create a contact card, choose Contact from the Create menu, or click
the Create Contact button on the toolbar. You see a new contact card
with the Name section expanded and the first name field highlighted.
As you type information, press Tab to move from field to field (or
Shift-Tab to move backwards). Press Enter or Return to move from
section to section.
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EE=——-—— contact

B First Last [ 26 of 26 [4] 3]
. Prefisx X suffix 57 ] [— Type contact
ickname [ . . )
e[ = information in a
Campany = contact card
Division a
Work Address Home Address
Other Information
[ Marked Modified : Jan 15, 2002

2

From the Help menu, choose “Search Index for” and type:
= contacts

Changing contact information

You can change existing contact information by locating the contactin
the contact list and double-clicking on the contact you want to change.

S@=——————— Contact List

Wiew | Al Contacts - 24 of 24 Contacts Show ATl
= Full Name [>] Primary Address [¥] Fhane 1 []
[ Kimn Chen 6223 Eighth Awve. Foster City, CA 98765 USA H: 405/555-0... 43
m [ Dennis Copley | 4338 Meedham Dr. ‘wichita, KS 67390 USA W 913 /555-3..
[ Samuel Corning 500 Burmeizter Rd. Hilton Head, SC 29876 USA | B03/355-7211

Double-click a contact in
the list to edit it

You can also use the Find feature to locate the contact you want. For
more information, see Chapter 8.

The contact card is divided into sections for easy viewing and editing.
Click a section to expand it so you can work more easily. If you click a
specific field, that field is highlighted when the section expands. When
you click outside of the expanded portion of the section, it collapses.
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Contact

&)=

“Bud”
Senior Research Scientist
International Bakery

Dr. Dennis Copley Ph |

Rezearch and Developrent

2 of 25 EEI

D. Phones

work (913) 555-3234
Homne (913) 555-5752
Fax  (913)555-4597

York Address

1120 %est Park Road
——Building &

“Wichita, K5 673590

Usé

Other Information
Email copley @intlba

| Home Address

[I=———— Contact

W&l

Dr. Dennis Copley Ph.D.
“Bud”

Senior Research Scientist
International Bakery
Rezearch and Dewveloprent

20f 25 EE'

Phones

work (913) 555-3234
Home (913) 555-8752
Fax (913) 555-4587

I}

Categories Emploge

‘Wark " I [E]

Street |1 120 ‘west Park Road

Home Address

438 Needharn Drive
[ Marked [Building A Wichita, KS 67590
City [wichita = statelks  [x@ | UsA
. zip [6 7530 Country [US 4 =
Click to expand ——
H Other Information

and edlt Ernail copley @intlbakery .com Birthday Mow &
information

Categories Employees

[ Marked Modified: Jan 15, 2002

If you include a country in a contact’s address, the completed contact
card, and any printouts, are automatically formatted for that country’s
address style. You can edit these international address styles in
Contacts preferences.

When you add or change contact information, the modification date is
displayed in the lower-right corner of the contact card. Changes you
make to contacts in the contact list are updated on your handheld after
a HotSync operation.

The Other Information section includes fields for Comments, Email,
Web Site, Birthday, Age, and Categories, and a number of custom
fields (you set the number of custom fields in the Contacts preferences
dialog box). See “Transferring contacts to your handheld” later in this
chapter for information about how the fields in the Other Information
section transfer to your handheld.

From the Help menu, choose “Search Index for” and type:
= custom fields
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The Comments field is an excellent place to note brief information that
is unique to a particular contact. If you have information that is likely
to apply to many of your contacts—for example, a spouse or partner,
children, favorite colors—consider creating a custom field for that
information. You can store more extensive information in a note that
is attached to the contact. For more information, see Chapter 4 and
Chapter 9.

When you expand the Phones section, you’ll see checkboxes to the
right of each telephone number. Select one of these checkboxes, and
that telephone number appears in the Instant Palm™ Desktop menu
S0 you can access the number whether or not Palm Desktop software
is running. Deselect the checkbox to remove the telephone number
from that menu. For more information, see “Working with contacts”
in Chapter 13.

()

First |Dennis Last |Copleg
Name section: for name, Prefix [br. = suffix[Pre. =
title, and company | | Miskname [Bud
inf tion Title [Senior Research Scientist =
Inrorma Conpany |Internationa1 Bakery a
Diwizion |Research and Developrnent a
Phones section: for = . o
telephone and fax [work > |[Gzioes2zes [ | [
numbers. Click box to | |[(Hme _ ~ |31z 555-8v52 -
show number in Instant Fax llem sssaser [ [
Palm Desktop menu >l -
= work 'I
Address SECtIOI’] for Street |1 120 ‘West Park Road
. Pr— [Building &
address information o T
zip [e7290 Country [US 4 =
g &
Address SECtIOH for Street |[428 Meedharn Drive
. — T
address information N T
zip [67290 Country [US 4 =
Other Information B Comments
SeCtlor;'_:r?;ifkonerEeS?:Z' @ Ernail copley@intlbakery .com a Birthday [Nov & Age
. ! ' | | B web Site @ custam 1 =
birthday, category, and tustonz [ = cestomz[ =
information you choose Categories [ Employess =11 =
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Using and changing entry lists

Some contact card fields provide a pop-up list from which you can
choose an entry instead of having to type one. Those fields have a
triangle (X next to them. Click the triangle and choose one of the
entries from the pop-up menu.

When you type in a field that has an entry list, whatever you type is
added to the pop-up menu. (You can turn this feature off. See “Setting
contact preferences” in this chapter.)

Pocatello
Providence

San Diego

m]
= San Francizco
Street 1120 West Park gantJOFSQ
— anta Fe
Euilding A Tampa
City [wichita
Zip [67290 i

Choose an entry from
the pop-up menu

Add to Menu
Edit Menu...

From the Help menu, choose “Search Index for” and type:
= entry lists

Using auto-completion

If you’re typing in a field with an entry list, matching entries are
displayed as you type. You then either press Tab or click outside of the
field to accept the auto-completed entry, or keep typing if the entry is
not what you want.

Using auto-capitalization

You can have any word you type automatically capitalized. If this
preference setting is on, the first letter of each word you type is
automatically capitalized after you press Tab or click out of that field.
For the Name field and both Address fields, you can set this option in
the Contacts preferences dialog. For the Email and Custom fields, set
this option by clicking the triangle [x] next to the field and choosing
Field Options.
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Formatting telephone numbers

Telephone numbers are automatically formatted. After you type the
numbers and press Tab or click outside the field, the numbers are
formatted with the telephone number format you have specified in the
Contacts preferences dialog box.

You can specify the default area code in the Contacts preferences
dialog box. When you do that, the area code is inserted when you type
a telephone number without one. Type the seven-digit telephone
number, then press Tab or click out of the field. The local area code
appears and the telephone number is formatted.

Note Telephone numbers do not format automatically unless you
specify a default area code in Contacts preferences.

Setting custom field options

In the Other Information section at the bottom of the contact card, you
can customize the Email, Web Site, and Custom fields. To make it
easier to use these fields, you can change their names by clicking the
triangle =] and choosing Field Options from the pop-up menu.

)

Comments

[E] Emait = Bir thday inge
Weh Site = Custorn 1 =

Custom 2 [ Customn 2 E | =

Categories - I
Add to Menu

Edit Menu...

Choose Field
Options to change
Custom Field Options ——x the field name
Field Name[Custom 2 {——fi— Type the new field name here
Capitalization — Choose how you want entries capitalized

[ Automatically add new items to menu — Select to automatically add entries you
type to the pop-up menu

L select to display a button for access
to attached documents, e-mail, or

[ AppleScript Button

script File[ ClarisWorks Lett... v |

Button lcon| (=) Email hd | the World Wide Web
2 [ Cancel ] [[ 0K ]]

If you are an AppleScriptdeveloper, you can create an AppleScriptfile
and attach it to a custom field, then activate that script with a button.
First create the AppleScript file, then place it in the Scripts folder, in
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the Palm folder. After that’s done, select the AppleScript Button
checkbox in the Custom Field Options dialog box, choose the
AppleScript file from the Script File pop-up menu, then choose a
button from the Button Icon pop-up menu. The button appears next to
the custom field. Click it, and the AppleScript activates.

You can change the items that appear in a custom field pop-up menu
by choosing Edit Menu. Use it to add, change, or remove menu items
from the pop-up menu. The Edit Menu dialog box appears.

Edit Menu
Edit the menu items.
Custom 2 ] Click to delete a selected item from
the pop-up menu
Click to change a selected menu item
Click to add a new menu item to the
pop-up menu
[ I Done I
2

Using the Email and Web Site fields

You can send electronic mail and browse World Wide Web pages
automatically by using the Email and Web Site fields together with
Claris Emailer and a Web browser.

Note You must have Claris Emailer to use the Email button. You
must have Netscape Navigator or Microsoft Internet Explorer
to use the Web Site button.

Type a contact’s electronic mail and Web site information in the Email
and Web Site fields. Then click the button to the left of either field.

= The Email button launches Claris Emailer, creates a new e-mail
message, and inserts the contact’s e-mail address for you.

= The Web Site button launches Navigator or Internet Explorer,
inserts the contact’s Web site address, and takes you to the
contact’s Web site.

= Cornments

Click to send an ——
e-mail message Eemait  [copley@inttbakerycom [T Birthday Move | age[

[BH web Site  [www intbakerycom 7] Custom1[  [=]
Click to see the —— custom2 ] —

Contactvs Web Slte Categories Emelogees 'l | 'l
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Using Birthday Minder

You can keep track of birthdays using Contacts. In the Other
Information section of the contact card, type the contact’s birthday in
the Birthday field. When you press Tab or click out of the field, an
event banner is created for that person on his or her birthday.

You can type just the birth month and day if you prefer. If you type
the birth year as well, the contact’s age displays in the card. You can
also type the birthday month and day, then enter the age in the Age
field—the birth year is inserted in the Birthday field.

The Birthday and Age fields transfer to the note for the corresponding
Address Book item on your handheld.

From the Help menu, choose “Search Index for” and type:
= birthdays

Copying contact information

You can copy information from the contact card and paste it into a
note, task, or another application. Choose Copy Special from the Edit
menu to copy the contact’s full name, address, company—or a
combination of these. You can choose between copying the primary
address, stored in the address section on the left side of the contact
card, or the secondary address, stored in the address section on the
right side of the card.

Can’t Undo ®Z
Cut 3#H
Copy #C
Paste 0
Select All £

op pecia Name, Company & Address (Primary)
Name, Company & Address (Secondary)

Edit Contact...
Duplicate Contact 3D Name & Address (Primarg]

Delete Contact ¥E| Name & Address (Secondary)
Mark All Full Name

Unmark Al

Categories »

Preferences...
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If you want to copy the information in one field only, click that field to
select it, make sure the text in the field is highlighted, then choose
Copy from the Edit menu.

Transferring contacts to your handheld

Contacts are transferred to the Address Book application on your
handheld when you perform a HotSync operation. This operation also
moves new items from the Address Book into the desktop Contact list,
and synchronizes changes made in either the handheld or the
Macintosh.

The following list shows the details of the data transfer for contacts
between your Macintosh and your handheld:

Palm Desktop
software items  Transfer to Address Book on handheld as

Last name Last name

First name First name

Prefix, Suffix, Do not transfer to the handheld

Nickname

Title Title

Company Company

Division Does not transfer to the handheld

Phone 1 and Work phone with extension in the same field
extension (First phone field)

The default label of the first phone field is
“Work.” If you change the label of the field,
Phone 1 will continue to be transferred to the
first phone field in the handheld.

Phone 2 and Home phone with extension in the same field
extension (Second phone field)

Phone 3 and Fax phone with extension in the same field
extension (Third phone field)

Phone 4 and Other phone with extension in the same field
extension (Fourth phone field)
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Palm Desktop
software items

Phone number
formats

Email
Comments

Street, City,
State, Zip,
Country

Secondary
address

Contact
categories

Birthday
Age
Web Site

Custom fields 1
to 4

Custom fields 5
to9

Attachments to
contacts, such
as notes,
appointments,
or tasks

File
attachments to
contacts, such
as letters

Transfer to Address Book on handheld as

As entered

E-mail (Fifth phone field)
Address Book note, comment section

Street, City, State, Zip, Country

Address Book note, secondary address section

Category

The first category you assign to a contact is
transferred to the handheld. The second
category does not transfer. See “Transferring
categories to your handheld” in Chapter 8.

Address Book note
Address Book note
Address Book note

Custom 1 to Custom 4

Do not transfer to the handheld

Relationships do not transfer to the handheld

The contact and each attached item transfer to
the handheld to their corresponding
applications. The relationship between the items
does not transfer.

Do not transfer to the handheld
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Marking contacts for printing

In some cases you may want to print only some of the contacts in your
list. For example, you might want to address envelopes only to your
coworkers, or print labels only for your friends and family.

You can mark contacts in the contact list. Choose Contact List from the
View menu, or click the View Contact List button on the toolbar.
Within the contact list, select the checkbox to the left of each contact
you want to mark.

EO=——————————— C(ontacttLlist =———————[9I=
Wiew [ ANl Contacts hal 24 of 24 Contacts Show Al
= Full Mame [*] Primary #ddress [¥] Phone 1 [x]
Click the bOX ———T"] kim chen 6839 Eighth dve. Foster City, CA 98765 USA H:408/555-0... | |{r
to mark th|s m [ Dennis Copley 425 Needham Dr. wichita, K5 67890 USA W: 913/555-3. =
[ Sarmuel Corning 500 Burmeister Rd. Hilton Head, SC 29876 US4 | 803/555-7911

contact

If you want to quickly mark or unmark all of your contacts, choose
Mark All or Unmark All from the Edit menu.

You can also mark contacts individually by clicking the box in the
corner of the contact card.

Other Information
Ernail copley @intlbakery corn

ClICk the bOX to Categories Employees
mark this contact —— [/ Marked

To print the marked contacts, choose Print from the File menu. From
“Which Contacts” pop-up menu in the Print dialog box, choose
“Marked contacts.” For more information on printing contacts, see
Chapter 11.

You can also mark contacts for sorting and filtering the contact list. For
more information, see Chapter 7.

Attaching a letter to a contact

A contact’s name and address can be automatically copied into a
ClarisWorks, AppleWorks, or MacWrite Pro template letter.

Note You must have Clarisworks 4.0 or greater, or MacWrite Pro
1.5v3 installed on your system. Also, the Letter Templates
folder must be in the Palm folder.
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Note The letter you create using this process is not transferred to
your handheld in a HotSync operation.

Adding an address to a letter template

Open a contact card, click the address you want to use for your letter,
then click the button directly above the address.

o Contact
i~ 20725 [4]3]
Dr. Dennis Copley Ph.D. Phones
;B”‘_ﬂ" . S [&] work (913) 555-3234
enior Rezearch Scientiz
International Bakery 3‘ Home (512) 355-8752 EI
Research and Development [ Fax (913 555-4587
ek =] = Click the button next
Home Address y
Street :1 120 West Park Raad o e Bt to one of the contact’s
Euilding & wichita, KS 672590
: addresses
City [wichita = statelks @ | Y54
Zip [67890 Country US4 =
Other Information
Email copley @intlbakery corn Birthday MNowv &
Categories Emplogess
Marked Modified : Jan 15, 2002

The first time you use this feature, a message appears suggesting you

personalize the letter template. Click OK, then click Personalize in the
Attach Letter dialog box.

Attach Letter

Select a letter template and click Attach.
To customize a template with your return Choose AppleWorks,
address, click Personalize. ClariswWorks, or

Word Processor| [3 ClarisWorks |— — MacWrite Pro
Standard proposal |t
Welcome letter Choose the template

you want to use

= .
| Click to put your
el [ Personalize ] [ Cancel ] [[ Attach ]] address in the letter

The letter template opens in your word processor. It contains
instructions for personalizing it.

When you have finished personalizing the letter template, return to
the Attach Letter dialog box. Choose your word processor from the
Word Processor pop-up menu, then select a template. Click Attach.
The word processor launches, the letter template opens, the contact’s
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name and address are inserted, and the word processor’s Save As
dialog box opens. Choose a name for the letter and click OK to save it.

An attachment from the letter to the contact is created. Click the
contact’s paper clip pop-up menu @ and select the letter to open it in
your word processor, edit the address as necessary, and print it.

Deleting contacts

You can delete a contact at any time. To delete a contact, open the
contact card you want to delete, or select it from the contact list. Then
choose Delete Contact from the Edit menu, or click the Delete button
on the toolbar.

The next time you perform a HotSync operation, contacts you have
deleted from Palm Desktop software are also deleted from your
handheld.

For more information about archiving items you delete from your
handheld, see “Archiving data you delete from your handheld” in
Chapter 12.

Dialing telephone numbers

You can dial the telephone automatically if there is a modem
connected to your computer. You can also dial a telephone number by
playing the dialing tones through your computer’s speaker.

To dial a contact’s telephone number, make sure your modem is
connected to your computer and its power is switched on. Your
modem should be connected to the same line as the telephone you
want to use.

On a contact card, click the telephone button next to the telephone
number you want to dial.

Phones
work 913/555-3234
|

Click to dial the telephone number

If you have “Confirm number before dialing” selected in Dialing
preferences, a dialog box opens asking you to confirm that you want
to dial the telephone number. Otherwise, the telephone dials
immediately.
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Dial Through Modem

Confirm the phone number and click Dial to call
Dennis Copley.

2 [ Prelfs... ] [Release ] [ Cancel ][[ Dilal ]]

|
Click to set Dialing preferences

Correct the telephone
number if necessary

|
Click to dial the telephone

If you change your mind about calling, you can click Cancel to stop

dialing and release the modem.

Dial Through Modem

Dialing Dennis Copley.

Phone Number 1 (913) 555-3234

2 [ Release ] [ Cancel ] [ Dial ]

Click Cancel to stop dialing

When dialing is complete, pick up the telephone handset, then click
the Release button to release the modem so you can talk through the

handset.

Dial Through Modem

Dialing complete.
Pick up the handset, then click Release.

Phone Number 1 (913) 555-3234

2 [[ Release ]][ Cancel ] [ Dial ]

Lift handset, then click
Release to release the modem

You can specify the local area code in Dialing preferences so an area
code is added when necessary. This is especially useful if you travel

with your computer.

Dialing international numbers

In the Phones section of the contact card, place a plus sign (+) before
international telephone numbers. The international dialing prefix
(specified in Dialing preferences) is used when dialing the telephone

number.
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Setting dialing preferences

You can set telephone dialing preferences by choosing Preferences
from the Edit menu and clicking the Dialing button.

Click Dialing  Type the area code Choose dialing through

where you are now the modem or speaker
| |
Preferences 5————————
——— Click to configure
Dialing | the modem
Drial through Modern x I Configure...
Current area code I:l Select to see the
E Confirm nurmber before dialing Conf"‘m D|a| |ng
Access codes & calling cards dlalog bOX
D Precede all calls Set OUtSIde |II"Ie
E Long diztance prefix 1 —'—-[ preflxl If any
D International prefix — Set |0ng d|StanCe
D Long distance suffix preflxl If any
=
Select or deselect as Set long distance suffix, if any
necessary if you travel

with your computer  Set international prefix, if necessary

The “Precede all calls” field can contain any number you must dial,
such as 9 for an outside line, an access number for a long-distance
carrier, or a calling-card number. The Long distance prefix field can
contain any number you must dial to make a long distance call, such
as 1.

2

From the Help menu, choose “Search Index for” and type:
= preferences, dialing

Configuring your modem for dialing

You can configure your modem by clicking the Configure button in
the Dialing preferences panel. Proper modem setup depends on your
modem and the telephone service you have. For information on the
correct modem settings, see the user guide provided with your
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modem. For more information on tone or pulse dialing, consult your

local telephone office.

Modem Configuration

Drial using @ Tone O Fulse
Modern initialization string
Dialing suffix string l:l
Hangup =string
Baud
Data bits
Handzhaking

— Ask your local telephone office

for information on tone or pulse
dialing

Consult your modem user guide
for proper configuration
information

Setting contact preferences

You can set preferences for contact cards by choosing Preferences
from the Edit menu and clicking the Contacts button.

— Click the Contacts button

= Select
references
preferences
|~ | Contacts for Name,
B Auto-capitalization B Auto-cormpletion Address and
Custom Fields [5 | = [ Add new items= ta menus +—4— Phone fields
Phone [ [ RHE_FHaR i] Default area code

Default labels Phane 1
Phone 3

Phane 4 Changelabels
Address 1 forphone and
Address 2 address fields

International address formats

Street Line 1

Switzerland [T | Street Line 2
Cotrg — Choose
US (Detete) formats for
(| Default address format [ US4 s I address fields
[ Cancel ] H OK ]l

You can change international address formats, or add new ones. To
change an address format, select the country and click Edit. To add a
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new address format for a country, click Add. The Address Layout
dialog box appears.

Add or change the country
name |as necessary
Address Layout =———————

Choose which oy
address element :
you want in this || et ][] =11 2] -]
position Strestlne 2 [ 1]l [ ]! ~]
Ifyouwanta_MI SR | =1 ]! 2
character (Cowntry 1 ]| A2 | 2| ! 52|
between address I [ 1]l I ]
elements, type it _
in the box o2

2 ommae

From the Help menu, choose “Search Index for” and type:
= preferences, contacts
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Chapter 4

Working with Notes

This chapter explains the basics of working with notes.

About notes

You can use notes to jot down any type of text, for example, your
ideas, meeting agendas, and phone call notes.

Notes appear in the Memo Pad application on your handheld after
you perform a HotSync® operation.

Creating notes

Create a note when you want to store information that needs to be
tracked, followed up on, or kept in a central location, such as:

= Family medical histories

= Meeting action items

= Serial numbers and registration numbers
= Directions to places you visit infrequently

Since a note can contain up to 64K of information, notes are better for
long entries than the Comments field in a contact card. The capacity of
the Comments field is 256 characters.

Memos on your handheld are limited to 4K bytes of information;
therefore, notes transferred from Palm™ Desktop software are
truncated to 4K.
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Choose Create Note from the Create menu or click the Create Note
button on the toolbar. The note card appears.

Use the paper clip pop-up menu to
attach or detach the note to or The date and time

Use the gripper to froma contact, appointment, task, are automatically
quickly attach the event banner, or another note Type atitle filled in

i | | |
note toanotheritem  eEm—eee-___ . ==—otr—-——m1
|

To keep a log, click — [@3]  Title otes for 1/10/02 Staff Meeting |
the times:tamp Date [January 9, 2002 Time [2:36 FM 2of6
button to add the _ Categories | Business > ] [Employses - | —
Current date and e 'te doing very well, and things look good. Some points: 5

time tO eaCh @ 'We nead to improve our order fulfillment. There are still too many errors.
@ 'We are Fesponsive when errars are made, however.

additional entl’y yOU ® Our pricing pogition is good.

make @ Our new products are well-received.
@ 'We nead to keep deweloping new bakery goods.
Type the body of the — & would like ta see aur energy costs redused (more fusl-efficient avens?)

note in thIS area ® Ernployee attendance remains very good.

Choose one or two categories —
from the Categories pop-up menus

2

From the Help menu, choose “Search Index for” and type:
= notes

Viewing notes
To see notes in a list, choose Note List from the View menu or click the

View Note List button on the toolbar. You can view notes one at a time
by double-clicking a selected note in the note list.

Notes in list view

Note List
Wiew| AllNotes & of & Notes
Title [x] Date (7] Body [¥] Categories [x]
#nother resolution list January 1, 1997 a1, 1997 1202 A1 eGetmore e | Personal ﬁ
@3 Motes for 1 /10497 StaffMee.. | January 9, 1997 “We'te doing ey well, and things ook goa.. | Busiess, Ernployess
Eakery supplies needed January 15, 1997 S 15,1997 1 Z2PM: M sacksof flo.. | Business
Tire notes January 16, 1997 The ca's tires ane worn oot andneed tob .. | Personal
Mote Regarding Mevw products ... | January 22, 1997 S far, e rews products ook very good. |... | Business
Grocery izt January 24, 1937 SanmikEgglatrreaBroceoiPastaF oo . | Personal 6

The paper clip pop-up menu indicates this
note is attached to another item
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For more information about working with notes in list view, for
example, sorting them, see Chapter 7.

From the Help menu, choose “Search Index for” and type:
= viewing lists

Browsing notes

To browse through a series of note cards, click the buttons in the
note card or press Command-Left Arrow to go to the previous note
and Command-Right Arrow to go to the next note. The arrows are
dimmed when you reach the first card or last card.

)@+ Click to move to the
2075 next note card

To browse the note list, press Up Arrow or Down Arrow or use the
scroll bars.

If you have many notes, you may find it useful to browse your note
list by first sorting or filtering the notes.

Selecting notes

To change, delete, or duplicate a note, first select it in the note list.

To select Do this

All notes Choose Select All from the Edit menu
One note Click the note

Many notes Press Shift and click the notes

A group of notes Click the first note and then Command-

click the last note
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Changing notes

After you create a note you can change:

= The title, date, and time fields and in the body of the note
= The categories assigned to the note

= Any attachments

Whenever you change a note, the Modified field is updated. The
Modified field is preset to be hidden and is available only in the note
list. If you want to display the Modified field, choose Columns from
the View menu. In the Columns dialog box, click next to Modified and
then click OK. You see a new column heading at the far right side of
the list.

See “Setting font preferences” in Chapter 1 to change the font type and
font size used in notes.

For information about changing attachments to notes, see Chapter 9.

Attaching notes

To quickly attach a note, position the pointer on the gripper of the
note. Drag the note to a contact, task, appointment, event banner, or
another note. You can also make an attachment by dragging the note’s
gripper to the Create Contact, Create Task, Create Note, Create
Appointment, or Create Event Banner button on the toolbar. Another
way to attach notes is to use the Attach Existing Item palette. For more
information see, “Attaching existing items to other existing items” in

Chapter 9.

From the Help menu, choose “Search Index for” and type:
= nhotes, attaching

Note Attached notes are transferred to the Memo Pad application
on the handheld, but the relationship between a note and the
item it was attached to does not transfer.
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Deleting notes

You can delete a note card by:
= Clicking the Delete button on the toolbar
s Choosing Delete Note from the Edit menu

You can delete a selected note in the note list by:
»  Pressing the Delete key

» Clicking the Delete button on the toolbar

s Choosing Delete Note from the Edit menu

The next time you perform a HotSync operation, the note is deleted
from your handheld. Deleted notes can’t be recovered.

For more information about archiving items you delete from your
handheld, see “Archiving data you delete from your handheld” in
Chapter 12.

Finding notes

You can search through your notes for a word or phrase in any field
in a note. You can choose to display the results of your search in a list.
For more information about using the find feature, see Chapter 8.

Choose Find from the Locate menu or click the Find button on the
toolbar. The Find dialog box appears.

Click to display search results in a list

Find FS"—————
Click the Notes button s
earch In
ﬁ
Type the Word or Contacts Tazks MNotes Calendar Entire File
phrase you want to 1 )
find || comies[ied | O e
Click to select more |
criteria for searching [ More choices | [ cancel ]l Find l

. | .
Click to start searching

If you didn’t select “Display Results in List Window” in the Find
dialog box, choose Find Again from the Locate menu to go to the next
found note.
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Transferring notes to your handheld

Notes are transferred to the Memo Pad application on your handheld
when you perform a HotSync operation. This operation also moves
new items from the Memo Pad application on your handheld into the
note module on Palm Desktop software, and synchronizes changes
made on either the handheld or Macintosh.

The following list shows the details of the notes data transfer between
your Macintosh and your handheld:

Palm Desktop
software items  Transfer to Memo Pad on handheld as

Note title The first line of the memo

The firstline of a memo created on your handheld
becomes the Note title on Palm Desktop software.

Note date and Do not transfer to the handheld

time When a memo is created on the handheld, the

note date and time from Palm Desktop software
are filled with the time of the transfer to the
Macintosh.

Note categories  Category

The first category you assign to a note is
transferred to the handheld. The second category
does not transfer. See “Transferring categories to
your handheld” in Chapter 8.

Note body Memo body

The first 4K bytes of the note appear in the memo
on the handheld.

Note If you make changes to this truncated
memo, the changed text (truncated) will
overwrite the original (untruncated) note after a
HotSync operation.

Attachmentsto  Relationship does not transfer
notes, such as

The note and each item attached to it transfer to
contacts or tasks

the handheld. The relationship between the items
does not transfer.
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Palm Desktop
software items  Transfer to Memo Pad on handheld as

File attachments Do not transfer to the handheld
to notes
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Chapter 5

Working with Calendars

This chapter explains the basics of working with the calendars.

About the calendars

Calendars give you a way of seeing all the things you have scheduled
to do. You can easily move around in the calendars to see different
days, weeks, or months. In the calendars you can:

= Add, change, and move appointments
= Change appointment durations

= Add, change, and move event banners
= Add, change, and move tasks

= Setreminders

= Mark completed tasks

= Create attachments

Calendar appointments, event banners, and reminders appear in the
Date Book application on your handheld after you perform a
HotSync® operation.

Viewing the calendars

The Calendar view can display a daily, weekly, and monthly calendar.
You can quickly switch between the different calendar views by
clicking one of the tabs at the right edge of the calendar window or
repeatedly clicking the View Calendar button on the toolbar.

There are many keyboard shortcuts to help you navigate the
calendars.

From the Help menu, choose “Search Index for” and type:
= keyboard shortcuts
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Viewing the Daily Calendar

To view the calendar one day at a time, click the Daily tab in the
calendar window or choose Calendar from the View menu and then
choose Daily.

Click to move to the
A checkmark indicates a completed task ~ previous or next day

|
EO=———— Daily Calendaf =————P1=

If you have a small Monday April 21, 2002
monitor you can set a Tasks

calendar preference to 8
display more hours in
the appointment area

[ order equipment ﬁ
[ rewise delivery
=chedule

The white zone indicates —{ 11
your work hours

Rpyyuopy l fipyaam . filLeq

Noloﬁ Tunizh with Hanz
1
The colored line extends 2 |
as the day progresses and
shows the current hour Appointment Your tasks are listed in
this area by their priority

Viewing the Weekly Calendar

To view the calendar several days at a time, click the Weekly tab in the
calendar window or choose Calendar from the View menu and then

choose Weekly. Five days appear by default, but you can change the
number of days that are displayed.
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Click to show the previous or next day
(relative to the current day). Option-click

Click to subtract or to show the previous or next week
add a day to the view | ‘
Em=————————— Weekly Calendar ——————PI-
March 2002 BB EE
20 Thursday 21 Friday 22 Saturday 23 Sunday 24  Monday
. 11
Appointments et T
o
The colored g
line extends AT £
as the day z
progresses = -
andshowsthe | — 2
asks -
current hour z rment O get ot 7] | 2
revise
YOUI’ taSkS are schedule o :‘_e]ﬂics;e 3
listed in this area

Acheckmark indicates  If you have a small monitor you can
a completed task set a calendar preference to display
more hours in the appointment area

Viewing the Monthly Calendar

To view the calendar a month at a time, click the Monthly tab in the
calendar window or choose Calendar from the View menu and then
choose Monthly.

Click to move to the
previous or next month

=———— Monthly Calendar ————T01=
March 2002 [«[>]
Sunday  Monday Tuesday ‘Wednes... Thursday Friday Saturday
23 24 25 26 27 28 1
2 E 4 5 [3 7 8
E] 10 11 12 13 14 15
4
16 17 18 19 20 21 22 H
\zcation| 12 PM 1 Pt gulf 4
Event banner | 120 1o | g
Lo 23 24 25 26 27 28 29
Task indicated by a bullet order
equip't
. L 30 3 1 2 3 4 5
Appointment indicated
by a time
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Showing or hiding items in the Monthly Calendar

In the Monthly Calendar, there is not a lot of space to show the text of
all the calendar items. You may prefer to hide appointments or tasks,
so that you can easily see the other type of item. You can also hide both
appointments and tasks, so that just event banners are displayed.
Appointments, tasks, and event banners display by default.

To hide appointments, choose Calendar from the View menu and then
deselect Show Appointments. To hide tasks, choose Calendar from the
View menu and then deselect Show Tasks.

These settings do not affect how your appointments are transferred to
your handheld during a HotSync operation. All items transferred will
be visible on the handheld.

Adding information to the calendars

You can create appointments, tasks, and event banners in any of the
calendars.

Creating appointments

A single appointment is one that occurs once, such as an interview or
a product demonstration. In the daily and weekly calendars, you can
create an appointment by double-clicking the date and time slot you
want. You can also choose Appointment from the Create menu or
click the Create Appointment button on the toolbar.

Appointment

Type a name

1
Appointment |New Appointment

Select a different ¢ [Repeat Appointment

date fromthe || | owe

calendar pop-up Time [Z:00PM_ | to [400 FM

T X set alarm [15 Minutes Frier ¥ )

Categories | | ] | | -]

[Delete... | [ Add Hllwther ] [cancel ][ ok |

Click to create
another
appointment

Choose one or two categories
from the pop-up menus
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In the Monthly Calendar, if you double-click within a day (below the
day number), you are prompted to create a task, appointment, or
event banner. Click the appointment button in the dialog box and then
click OK.

From the Help menu, choose “Search Index for” and type:
= appointments

Creating repeating appointments

A repeating appointment is one that occurs regularly, such as a
weekly staff meeting. In the Appointment dialog box, select Repeat
Appointment. Then choose the interval you want from the pop-up
menu and type the date of the last appointment in the Until box or
choose a date from the calendar pop-up.

[ Repeat Appointment e,
Choose an interval ——{_Everybay |

from the list...  ya [~ J[A—— Type adate or choose a date
from the calendar pop-up

s Every Day
Every weekday
Every Monday, Wednesday, Friday
Every Monday

...or choose More 6th Day of Every Month
ChOiCES to create a 15t Monday of Every Month
custom interval ——{pore choices..

Setting alarms

When you create a new appointment, an alarm is turned on by default.
Since the calendars are synchronized to your computer’s clock, be sure
it is set to the correct time. In the Appointment dialog box, select Set

Alarm and then change the alarm reminder to the interval you want.

& ®setAlarm [15 | [ Fimuts prior v} Alarm set for reminder to display
15 minutes before appointment

When you transfer appointments with alarms to your handheld, the
alarm is also set on your handheld.

Chapter 5 Page 79



Creating event banners

An event banner is an item that can span one or more days (up to a
year). Vacations, holidays, and conferences are examples of event
banners. An event banner is indicated by a box at the top of a day or
days in the daily and weekly calendars and by labels in the Monthly
Calendar. You can have multiple banners per day. When there are two
or more banners, they are listed in the order they were created.

Note Text files that you can use to import holiday information are
available in the Palm folder.

S=————— Daily Calendar

Monday April 21, 2002

The event banner has
an unfinished edge to
indicate a continuing
event

Event banner in Daily Calendar

EO=——————— IWeekly Calendar

April 2002 == [«

23 ‘Wednesda 24 Thursday 2% Friday

T T Tl
Event banner in Weekly Calendar

EDE Monthlg Calendar S———
April 2002 =2
Sunday  Monday  Tuesday ‘Wednes... Thursday Friday Saturday
30 3 3 4 3

Event banner in Monthly Calendar

You can create an event banner by double-clicking at the top of a day
in the daily or weekly calendar. You can also choose Event Banner
from the Create menu or click the Create Event Banner button on the
toolbar.
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Select to show the

Type a name—‘ banner every year
|

=————— frentBanner ————————
|
Event Banner | Hew Event |

Duration Day(s) Choose a different
; date from the
Categories | -] [ ~] calendar pop-up
L |
[Delete... | [ Add Another | [cancel ][ ok |
|
|
Click to create another Choose one or two categories
event banner from the pop-up menus

In the Monthly Calendar, if you double-click within a day (below the
day number), a dialog opens asking you whether you want to create a
task, appointment, or event banner. Click the event banner button in
the dialog box and then click OK.

To duplicate an event banner, select it, and choose Duplicate Event
from the Edit menu.

From the Help menu, choose “Search Index for” and type:
= event banners

Editing appointments

Before you delete, duplicate, or move an appointment, you must select
it.

e
Janet Lin
. l|| (ad
Gl’lppel’ T agency
o

Unselected appointment Selected appointment

Changes you make to appointments are updated on your handheld
the next time you perform a HotSync operation.
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Changing an appointment’s date

You can change the date of an appointment by either dragging the
appointment to another date on the weekly or monthly calendar or by
double-clicking the appointment to display the Appointment dialog
box. If the appointment is selected, use the gripper to drag it to
another date.

15 Friday 16 Saturday 1
Trade Show

_@ﬁ — Drag the appointment
to another date

Changing an appointment’s time or duration

You can change the time of an appointment by dragging the
appointment to another time slot.

71— Drag the appointment
" to another time slot

You can change the duration of an appointment by increasing or
decreasing the size of the appointment box.

Drag the arrow down to Drag the arrow up to
lengthen the appointment shorten the appointment

Or you can double-click the appointment near the edge of the
appointment box and then change the time or duration in the
Appointment dialog box.

Changing a repeating appointment’s interval

To change the frequency of a repeating appointment, double-click the
appointment near the edge of the box. In the Change Repeating Item
dialog box, choose which appointment you want to change and click
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OK. Then, in the Appointment dialog box, choose a new interval from
the Repeat Appointment pop-up menu.

Renaming appointments

Click in the text area of the appointment to highlight the text and then
start typing over the existing text.

Deleting appointments

You can delete an appointment by selecting it and then:

= Pressing the Delete key

» Clicking the Delete button on the toolbar

= Choosing Delete Appointment from the Edit menu

To delete a repeating appointment, select it and then choose Delete

Appointment. In the Change Repeating Item dialog box, choose which
appointment you want to delete and click OK.

The next time you perform a HotSync operation, this appointment is
deleted from your handheld.

For more information about archiving items you delete from your
handheld, see “Archiving data you delete from your handheld” in
Chapter 12.

Editing event banners

Before you delete, duplicate, or move an event banner, you must select
it.

Trade Show ' m Trade Show I

Unselected event banner Selected event banner

Changes you make to event banners are updated on your handheld
the next time you perform a HotSync operation.

Changing event banners

To change the duration or text of an event banner, double-click it to
display the Event Banner dialog box. Or select the event banner and
then choose Edit Event from the Edit menu.
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Moving event banners

Select the event banner and drag it to a new date on the weekly or
monthly calendar. You see an outline of the event banner as you drag
it.

Deleting event banners

You can delete an event banner by selecting it and then:
» Clicking the Delete button on the toolbar
s Choosing Delete Event from the Edit menu

The next time you perform a HotSync operation, this event banner is
deleted from your handheld.

Transferring calendar items to your handheld

Appointments, reminders, and event banners are transferred to the
Date Book application on your handheld when you perform a
HotSync operation. This operation also moves new Date Book items
from the handheld into the calendar module in Palm Desktop
software, and synchronizes all changes made in either the handheld or
the Macintosh.

The following list shows the details of the data transfer between your

Macintosh and your handheld:

Palm Desktop software items

Appointment text

Appointment start, end, and
alarm times

Appointment categories

Repeating appointments that
occur on a single day of the
week (forexample, artclass on
Tuesday night through the
summer) or month (civic club
meeting on the third Tuesday
of each month)

Transfer to Date Book on
handheld as

Event text

Start, end, and alarm times

Do not transfer to the handheld

Repeating events by day of the
week or month

Note Untimed events that
repeat by day, week, or month
created on the handheld do not
transfer to Palm Desktop software.
Annually repeating untimed
events do transfer, however.
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Palm Desktop software items

Appointments that repeat on
more than one day of the
month (for example, math
tutorial at the elementary
school on the second Tuesday
and Wednesday of each
month)

Remind checkbox

Event banners

Alarm settings for event
banners

Alarm settings for yearly
events

Transfer to Date Book on
handheld as

Separate repeating appointments
for each day indicated

The example would transfer to the
handheld as a series of repeating
appointments on the second
Tuesday and a separate series of
appointments on the second
Wednesday of each month. The
relationship between the Tuesday
events and the Wednesday events
is not maintained.

Alarm checkbox

Daily untimed events

Event banners become a single or
aseries of daily untimed events on
the handheld. Daily untimed
events on the handheld are
transferred to Palm Desktop
software as event banners.

Alarms for untimed events

The handheld alarm rings at
midnight at the beginning of the
first day of the event for which the
alarm is set.

Note Alarmsforuntimedevents
set on the handheld do not
transfer to Palm Desktop software,
unless the untimed event is set to
repeat.

Alarms for untimed events

The handheld alarm rings at
midnight at the beginning of the
day for which the alarm is set.

Chapter 5

Page 85



Palm Desktop software items Transfer to Date Book on
handheld as

Attachmentstoappointments, Relationships do not transfer to
such as contacts or tasks the handheld

The appointment and each
attached item transfer to the
handheld to their corresponding
applications. The relationship
between the items does not
transfer.

File attachments to Do not transfer to the handheld
appointments

Setting calendar and alarm preferences

You can set up how you want your calendar and alarms to display.
You can also select a font type and size for calendar entries.
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Choose Preferences from the Edit menu.

Click Calendars

Calendars & Alarms

Gener.al

Work hours [2:00 A | ta [5:00 Pr1 |

First day of week Sundag il |
Open weekly calendar to PMonday -

Type your work
~ hours

Choose first day of

“feek numbers MNone hal |
Tirne interval 30 Minutes hal |

D Fit more hours in appointrient areas

E Show only start time of appointments

| Tines in
rnonthly

Cut off long items after |4 |1ines in |3 |1ines in |2
i weekly

week, opening day,
US or ISO week
numbers, and time
interval from the
pop-up menus

Alarms @ Set alarm on new appointrnents

| Deselect to turn
alarms off

— Set reminder interval
for alarm

s E] )
s ]
s ]

Task List

Mote List

Mote Body
Draily Calendar

weekly Calendar

s ]
s ]
s ]

Monthly Calendar

s ]

Choose the font
type and font size
for the calendar

- views

From the Help menu, choose “Search Index for” and type:

= preferences, calendar
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Chapter 6

Working with Tasks

This chapter explains the basics of working with tasks and keeping
track of the things you need to do.

About tasks

Using the Task module, you can keep track of things you need to
accomplish. You can set completion dates for these tasks so they are
displayed with your daily schedule. You can also see them in a
“to-do” list, and organize that list by date, category, or priority. Tasks
can repeat at specific intervals, and you can assign one or two
categories to each task.

Tasks appear in the To Do List application on your handheld after a
HotSync® operation. Tasks do not appear in the Date Book application
on the handheld.
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Adding tasks

| To add a new task, choose Task from the Create menu or click the
Create Task button on the toolbar.

Type what you need to do Choose a task priority
%l T === Clickwhenataskis
| completed
¥ Task |New Task ] |
Priority [ completed Type _the date the
task is due
[<] Schedule Task i [] repeat Task
Date Select a different
(] carry Qver After Due date from the
[ Remind L calendar pop-up
) — Click to show the
Categories | ] | ad task on calendars if
- it's uncompleted
2 Delete... Add Anoth C | 0K
(Detete... ] no er | (_cancer ] [ D atter due date

|
Click to add anothertask ~ Choose one or two categories
from the pop-up menu

2

From the Help menu, choose “Search Index for” and type:
n tasks

Adding repeating tasks

Some tasks happen on a regular basis. To repeat a task on another day
or another week, select Repeat Task, then choose a repeat interval
from the pop-up menu that appears.

Task =—m——————————
Vr Task |New Task |
Priority [] completed
Select Repeat Task
(< Schedule Task & Repeat Task
Date [January 3, 1997 |[E~] [EveryDay ~+—— Choose an interval
(€ carry Over After Due Until lj'_lmzl from the list
L Remind Type a date or choose
Categories | 4 < a date from the
calendar pop-up
2] (Delete... ) [Add Another | menu
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If the repeat interval that you need is not available in the pop-up
menu, choose More Choices from the pop-up menu, then enter the
appropriate information.

e Every Day
Every Weekday
Every Monday, ‘Wednesday, Friday
Every Friday

3rd Day of Every Month
15t Friday of Every Manth

Choose More Choices from
the pop-up menu, then
select the repeat interval—‘

More Choices —nae—————

S ™M T W F 5
®tvery [ Week _ v] 0O OO0O0ODO
Oevery [ ][(oays 7]

[ Cancel ][[ 0K ]]

Adding unscheduled tasks

Tasks don’t need to have a specific due date. You can create
unscheduled tasks whenever you think of something you need to do,
but you don’t know when you will be able to do it. Make a task
unscheduled by deselecting the Schedule Task checkbox in the Task
dialog box. The task will not appear in any of the calendar views and
will have no reminder, but it will appear in the task list.

EI=—————— Tasklist=——————— [9I=
View| Al Tasks = 12 Tasks :
= Task[x] Priority [x] Date (x] Categories [¥] Cornpleted ¥
| Makee artter resohtion Tist Lowest January 1, 1937 Ferzonal <
[ Make a Tist of supplies Mediurn January 15, 1997 Busgineszz January 18, 1997
Take car for new tires High Unzcheduled Ferzonal
= Prepare For Sales review reet .| Mediurn January 20, 1997 Busgineszz January 18, 1997
Unscheduled task

Both scheduled and unscheduled tasks appear in your to-do list, but
unscheduled tasks don’t clutter the daily, weekly, and monthly
calendars. When you are ready to set a date for an unscheduled task,
drag it from the task list to a day in the daily or weekly calendars. The
task now has a due date, and appears in the calendars.
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Adding tasks from the calendars

You can add tasks while you’re viewing any calendar. When viewing
the daily or weekly calendars, create a new task by double-clicking a
blank portion of the task area. The task area is on the right of the Daily
Calendar, and at the bottom of the Weekly Calendar.

Daily Calendar

EO0=——7—-—————— Daily Calendar

Monday January 20, 2002
Tasks
[ Clean desk!
Call Kathy
O can Larry
[l Take car for service
[ Prepare For Sales review meeting

Double-click to
Weekly Calendar create a new task

Tasks [] Clean desk! [] Call Lei

Tak: fi .
S e ———— Double-click to

new tires

D] Cal Kathy create a new task
E Take car for

When viewing the Monthly Calendar, create a new task by double-
clicking a day. Click Task in the dialog box that appears, then click OK.

What do you want to create?

BB B

Task Appointrent  Event Banner

Click to create a task

The task you create appears as a bulleted item on that day in the
Monthly Calendar.

Transferring tasks to your handheld

Tasks are transferred to the To Do List application on your handheld
when you perform a HotSync operation. This operation also moves
new items from the To Do List on your handheld into the task list in
Palm Desktop software, and synchronizes changes made in either the
handheld or the Macintosh.
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The following list shows the details of the data transfer between your
Macintosh and your handheld:

Palm™ Desktop
software items

Task text
Priority

Completed
checkbox

Task date

Carry Over After
Due checkbox

Repeat Task

checkbox

Task categories

Tasks created from
the calendar view

Task reminders

Transfer to To Do List on handheld as
To Do text
Priority

Lowest priority in Palm Desktop software
transfers to priority 5 on the handheld;
highest priority transfers as priority 1.

Completed checkbox

Date Due field

Does not transfer to the handheld

Items remain in the To Do List on the
handheld regardless of their due dates.

A new To Do List item

After the current task is marked complete, a
HotSync operation transfers the next
instance of the task to the handheld.

Category

The first category you assign to a contact is
transferred to the handheld. The second
category does not transfer. See
“Transferring categories to your handheld”
in Chapter 8.

To Do List items

These tasks transfer to the handheld without
any connection to the Date Book application
onthe handheld. The task date is transferred
as the Date Due on the handheld.

Do not transfer to the handheld

The task created with a reminder setting
transfers to the handheld, but no alarm is set
on the handheld.
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Palm™ Desktop
software items Transfer to To Do List on handheld as

Attachments to Relationships do not transfer to the
tasks, such as notes, handheld

appointments, or
contacts

The task and each attached item transfer to
the handheld to their corresponding
applications. The relationship between the
items does not transfer.

File attachments to Do not transfer to the handheld
tasks

Viewing tasks

To see your tasks in a list, choose Task List from the View menu or
click the View Task List button on the toolbar.

Choose This Week-Uncompleted
or Today-Uncompleted

Te———oo—————Tasklst——1cn-———— I
t
View| Al Tasks = 12 Tasks :
= Task[x] Priority [x] Date (x] Categories [¥] Cornpleted ¥
| Makee artter resohtion Tist Lowest January 1, 2002 Perzonal <
1IJ| [ Make a Tist of supplies Mediurn January 15, 2002 Business January 18, 2002
Take car for new tires High Unzcheduled Ferzonal
= Prepare For Sales review reet .| Mediurn January 20, 2002 Busgineszz January 18, 2002

Two special views of your tasks are available by default. Choose This
Week-Uncompleted or Today-Uncompleted from the View pop-up
menu. The uncompleted tasks also display.

For information about selecting tasks, or groups of tasks, see
Chapter 7.
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Editing tasks

Before you can delete, duplicate, or change a task, you must select it.
Show the task list, then click the task you want to select. Double-click
to open the task dialog box.

EI=—————— Tasklist=——————— [9I=
View| Al Tasks = 12 Tasks :

= Task[x] Priority [x] Date (x] Categories [¥] Cornpleted ¥

| Makee artter resohtion Tist Lowest January 1, 2002 Perzonal <
1IJ| [ Make a Tist of supplies Mediurn January 15, 2002 Business January 18, 2002

Take car for new tires High Unzcheduled Ferzonal
= Prepare For Sales review reet .| Mediurn January 20, 2002 Busgineszz January 18, 2002
Selected task

In the daily or weekly calendars, you can also click a task to select it,
and double-click to open it.

Changes to tasks are updated on your handheld the next time you
perform a HotSync operation.

Renaming tasks

You can rename a task whenever you like. In the Task dialog box, drag
to highlight the current task name, then type the new name. Click OK.

Drag to highlight, then type the new task name

|
|§ Task §|

¥ Task [Call Jimatwork | |

Prinritu Madinm -1 M ramnlated

The new name appears on the corresponding To Do List item on your
handheld the next time you perform a HotSync operation.
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Changing task dates

You can change a task date at any time. In the Task dialog box type a
new date, or choose a date from the calendar pop-up [&-].

Type a date-——

- B sehedule Task ... or click the calendar pop-up
| Date |January 3, 2002 E———and double-click a date

[ Carry Over After Due

[ Remind El days before

January 3, 2002 Elz‘

s M T % T F &
1|2

S| el 7le|= |1w0]n11
12 |13 (14 |15 |16 |17 |18
19 |20 |21 |22 |23 |24 | 25
26 |27 | 28|29 |30 |31

You can also quickly change the day a task is to be done by viewing
the Weekly or Monthly Calendar, then dragging the task from its
current date to a new one.

Setting task reminders

You can be reminded of upcoming tasks. To set reminders, create a
new task or double-click an existing one. In the Task dialog box, select
the Remind checkbox. Type the number of days before the task due
date you want to be reminded. For example, if you have a task due on
Friday, and you want a reminder two days before that, on
Wednesday, type 2 in the box.

Task

v Task |New Task

priority O compreted
(< Schedule Task [] repeat Task

Date [January 3, 2002

(€ carry Over After Due

Select to show the [ Remind [0 | days befare

task onthe calendars -

before its due date Categories | ] | id
[Delete..|] [ Add Another |

Type the number of days before the
due date to be reminded

Note Reminders for tasks do not transfer to your handheld. To set
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an alarm for your handheld from the Macintosh, create an
appointment instead of a task.

Setting task priorities

To prioritize tasks, in the Task dialog box, choose a priority from the
Priority pop-up menu.

.
o High Choose a task priority
Priority | Medium
Lovw
Lowest

The color of the box next to a task indicates the task’s priority.

Priority Color
Highest Red
High Orange
Medium Gray
Low Green
Lowest Blue

When you sort tasks, uncompleted tasks appear first, followed by the
completed tasks. Within those two groups the tasks sort by priority,
from highest to lowest.

After a HotSync operation, the task appears in the To Do List
application on your handheld with the priorities numbered.

Changing a repeating task’s interval

You can change how often a task repeats in the calendars. In the Task
dialog box, choose a new interval from the Repeat Task pop-up menu.

Adding or changing a task category

To change a task’s category, click the left category pop-up menu in the
Task dialog box, then choose a different category. If you would like to
add a second category selection or change an existing one, click the
right category pop-up menu and choose a category. The second
category is not transferred to your handheld during a HotSync
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operation. If the task has a category selected and you want to remove
the category, click the category pop-up window and choose None.

Eusiness
Customers
Ernployees

Friands/Family —1— Choose a new task category

Persanal

Suppliers
Travel
wark

Edit Cateqories...

Categories are a useful way of organizing your tasks, providing more
flexibility when you view or print your task list. For example, you
could choose to view or print only tasks that relate to customers. You
can add categories to fit your needs and even assign colors to
categories.

Moving tasks in the calendar

To help you see at a glance what tasks you need to do, you can
rearrange the listings of your tasks in the daily or weekly calendar
views. Click the task you want to move and drag it to its new position.

You can also quickly change the day a task is to be done by viewing
the Weekly or Monthly Calendar, then dragging the task from its
current date to a new one.

Marking completed tasks

After you finish a task, you can mark it as being completed. This is
useful when sorting tasks—you can separate tasks which have been
completed from those which haven’t.
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To mark a task as completed, select the Completed checkbox in the
Task dialog box. You can also select the box next to a task in the task
list, Daily Calendar, or Weekly Calendar.

Task dialog box Task list
e view o Tasks =]
| = Task [¥]
ZI < O Cnmpleted>—
[] repeat Task

Mark task as

completed
uary 20, 2002 * o

Tasks

1
(gjean desk! Tasks ) OJean desk! [ cal Lei
Call Kathy

ake car for
IC¢ ?;1)1 Larry (Cornpleted: Jan e Hires

[ can Kathy

Daily Calendar Weekly Calendar

After you mark tasks as completed, you can sort the completed and
uncompleted tasks in the daily or weekly calendars by clicking the
Tasks label. The uncompleted tasks appear at the top of the list, and
the completed tasks move to the bottom. Within those two groups, the
tasks are sorted by priority, from highest to lowest.

| | | Weekly Calendar

Tasks [] Clean desk! [] Call Lei

Take car for
new tires

[ can Kathy
[ Take car for

Click to sort completed

and uncompleted tasks )
Daily Calendar

Daily Calendar
Monday January 20, 2002
Yy =)

] Clean desk!
Take car for new tires
[ call Kathy
[ Call Larry (Cornpleted: Jan 18]
[™ Take car for service (Completed: Jan 18)

g Prepare For Sales review meeting
(Cornpleted: Jan 18)

Sales rewview meeting

12

Moon

The nexttime you perform a HotSync operation, the tasks are updated
on your handheld.
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Deleting tasks

To delete a task, click it in the task list, then choose Delete Task from
the Edit menu. You can also click the Delete button on the toolbar.
Confirm your choice by clicking Delete when the dialog box appears.
The next time you perform a HotSync operation, this task is deleted
from your handheld.

You can also click the Delete button in the Task dialog box to delete
existing tasks. This button will not be available in a newly created
Task dialog box; you must first click OK to save the task.

For more information about archiving items you delete from your
handheld, see “Archiving data you delete from your handheld” in
Chapter 12.

Setting task preferences

You can set preferences for default task priorities, task list fonts, and
task list font sizes, by choosing Preferences from the Edit menu.

Click General

|
S==—————  Preferences

| General

E Give warnings on deletion
E Print in color

Sound effects volume
Toalbar
Date format (January 24,2002
auto-attachments () Do not auto-attach contacts

D Attach all matching contacts
@ Confirrn all ratehing contacts

O Confirrm only multiple matching contacts Choose the
— MNew taszk priority defaUIt prlorlty
Dizting setting for new
: tasks
o [ Cancel ] [[ 114 }]
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Click Fonts to set font and font size information for task list views.

Click Fonts
|
Preferences
it| Fonts
siee B[] Selecta f
elect a font
see [ ][ Sndsiza for the
Q) see [ ][ it yi
Diating task list view
Hate Body Font sies [2_|[7]
Daily Calendar Fant size [3_|[7]
see [ ][
i Monthly Calendar  Font size [3_|[7]
Fonts
Z
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Chapter 7

Working with Lists

This chapter explains the basics of working with list views for
contacts, notes, and tasks.

About list views

When you view lists of your contacts, notes, and tasks, you see the
information in rows and columns. Each row represents a contact, note,
or task. Each column represents a field used for typing and storing
information about one of these items. You can double-click an item at
any time to view or change it.

Note list

fie—Q—————— Note Lisl —————————
Yiew | All Notes = & of & Notes :
Title (3] Date (x] Eody [x] Categories [¥]
#nother resolution list January 1, 2002 a1, 2002 1202 4+: #Getrmoree.. | Perzonal <
Motes for 11002 StaffMeeti.. | January 9, 2002 “we'te doing ey well, and hings ook g .. | Business, Employees
Bakery supplies needed January 15, 2002 San 15,2002 1 Z2Pr: 20sacksof f.. | Business
Task list
EI=—————— Tasklist=——————— [9I=
View| Al Tasks = 12 Tasks :
= Task[x] Priority [x] Date (x] Categories [¥] Cornpleted ¥
| Makee artter resohtion list Lowest January 1, 2002 Ferzonal |
[ Make a Tist of supplies Mediurn January 15, 2002 Busgineszz January 18, 2002
O Clean desk! Highest January 20, 2002 Ferzonal
Contact list
Siee———— (ontact List D—0——"—"————
Wiew | Al Contacts 24 of 24 Contacts :
= Full Name [x] Company [X] Phene 1 [x] Phene 2 [x] Categories [¥] Erm
[ Kim Chen Thee Candlefiht Restaurant WA FI0900 | Hi(S02)T954655 | Customers
[T v Denvis Copiey FhD. International Bakery WANTITEE | HONTITEETEE | Employees
[ Samuel Corning Interniational Bakery WEEI I | Hi(S1B1TF-1967 | Employees

Note A list view is not available for calendar information
(appointments and event banners).
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Viewing a list

To display one of the list views, choose Contact List, Note List, or Task
List from the View menu, or click the View Contact List, View Note
List, or View Task List buttons on the toolbar.

&

View Contact List ~ View Note List ~ View Task List

Viewing selected contacts, notes, and tasks

You can change a list to display only the contacts, notes, or tasks you
want. By creating a filter, you can show certain items in a list while
hiding others. You can type your own special criteria for the filter, or
use preset choices. After you’ve done that, you can view and print
only the special list of items you’ve created.

You create a filtered list by clicking the triangle [ next to a column
heading and then choosing a filter from the pop-up menu. For
example, you can show only your high-priority tasks.

SM=———— Task List |
View T Tasks
= Task 2] eriarity 7 —— Click to display a pop-up menu
1 | Finish status report Mediurm
E O Prepare For Corrrnunity Outrea Mediurm
Coflect rretchandize for rurmma . High
1= Prepare For Mesting with Car e High
Call Jim at work High el
O Euy train ticket Mediurn Mo Filter
[ | Pack for trip Low Custom Filter...
. Highest
Choose the filter you want—
Mediurm
Lo
Lowest
EDE Task List
View 3 Tasks
= Task [¥] i
The list displays only l o Salkctrrerchandise or ruma..
H H Prepare For Meeting with Cartine
the items you specify — e

You can have more than one filter in effect at a time. For example, in
your contact list, you could show just the customers in Illinois by
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choosing Customers from the Categories pop-up menu, and Illinois
from the State pop-up menu.

FE
EE actList £o (5ritish Cotumbial ————
Cé [Californial Sort
el | EaiEsis CO [Colorada] il i
H| Categoriesl® No Filter Birthda| CT [Cornestiout] Mo Filter
————————— Custom Filter. B [fitsifigfian] Custom Filter... |~
TS Customers apr 18 DE [Pelaware]
58752 | Employees Bl May Z& E';\ {E]:::d?J] ; »
97 | Employees Jun 22 o [Hawag‘.‘.] State
528 | Employees Em_phue;s ) 18 [lowal
S9%E7 | Employees ;:‘::::afam"“ hug 15 ho] , bossa
= nois i
477 Employees Phaone Call Ot 12 N [Indiana] ==
584 Suppliers Suppliers ES [Kansas] L ALEE
4241 | Employees Travel
=1 | e ork

From the Help menu, choose “Search Index for” and type:
n lists, viewing partial

Custom filters

If you don’t see the filter you’d like in a pop-up menu, you can create
your own custom filter. Choose Custom Filter from the pop-up menu,
then choose the search option which best fits your needs.

Choose the field you want
to use for your filter

Custom Filter on Address

Fields City
Street ]
— | City [ Contains  |—— Choose a search option
State
Zip [Madison | 4= Click to use more filters
Country
Type the filter text
=
2 [ Cancel ] [[ 0K ]]
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Note
To display fields that

Contain the filter
text

Start with the filter
text

End with the filter
text

Are exactly the filter
text

Do not exactly
match the filter text

Do not contain the
filter text

Are blank

Are not blank

Choose

Contains

Starts
With

Ends
With

Is Not

Doesn’t
Contain

Is Empty

Is not
Empty

Filters are not case-sensitive.

Example

To find all names with “son” in
them, type “son”. “Thompson,”
“Gleason,” and “Sonders” are
found.

To find all the names that start
with “son”, type “son”.
“Sonders” is found, but not
“Thompson.”

To find all the names that end
with “son”, type “son”.
“Thompson” is found, but not
“Sonders.”

To find only the name
“Sonders”, type “sonders”.
Only those contacts with this
name are found, but not
“Thompson” or “Gleason.”

To find all contacts except those
with the name “Sonders”, type
“sonders”.

To find all contacts except those
with “son” in them, type “son”.
“Miller,” “Jones,” and “Smith,”
are found, but not “Thompson”
or “Sonders.”

Choose to find all contacts with
a blank name field.

Choose to find no contacts with
a blank name field.

You can also use the Find feature to view selected records. For more
information, see Chapter 8.

Note After creating filters you can save the resulting view if you
think you’ll be using it again. See “Memorizing views of
selected data” in this chapter for more information.
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Removing filters

You can easily remove all filters to see all items by clicking Show All
in the top right corner of the list window. Or choose All Contacts, All
Tasks, or All Notes from the View pop-up menu in the upper left
corner of the window.

Choose All Contacts (or All Notes or
All Tasks) from the View pop-up menu
to see all contacts, notes or tasks...
| ..or click the Show All button —]

Contact List aaeaeae——————~

® Untitled 16 of 24 Contacts

Mermnorize Miew...
|_Detete wiew Company (=) Phane 1 (3] Phone 2 (3] Categaries (2]

[ Kim Chen The Candietight Restaurant WiEEITIE0A0 | HI(E0EIT4eTS | Customners

[T Dx.Dennis Copley PR D. International Bakery WRIRITEE2E | H(MIZ)TIETE2 | Employees

[T Zarmuel Corning International Bakery WEESET | HEIZ SS9 Employees

[7] Wern Critser International Bakery WiEIE) T332 | H:(2E)TE-EEES | Employees

[ Pamnela Dreyfus International Bakery W2 TE9245 | Hi(FIS)T-9%7 | Employees

[ Maney Eison International Bakery WoEI1EITEE-EE9E | H:(T19)S54477 | Employees

You can also remove a filter from a single field. Find the field that has
the filter you want to remove (scroll left or right if necessary), click the

(@ at the top of the column to see the filter pop-up menu, and choose
No Filter. The filter is removed from that field, but it remains available
in the filter pop-up menu in case you want to apply it again.

Note Ifyou remove afilter from one field, filters on any other fields
remain in effect until you remove them, too.

Sorting lists

To sort a contact, note, or task list, choose Sort from the View menu.
The Sort dialog box opens.

Sort
Primary [ Company v Select the primary sort field
Secondary [ None v+ Select the secondary sort field, if any
[J Show Al Fields Select to reveal any hidden fields
2 ((cancel || ok |

Select the primary and secondary sort fields from the pop-up menus.
The lists are sorted first by the primary field, then by the secondary
field.
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For example, if you’re working with the contact list and you want it
sorted by company, choose Company as the primary sort. If you want
the list further sorted by full name within each company, choose Full
Name as the secondary sort.

If you want to sort hidden columns, select the Show All Fields
checkbox. For more information, see “Selecting columns to display in
a list” in this chapter.

When your data is sorted, you see a solid underline beneath the name
of the field that is the primary sort, and a dotted line beneath the name
of the field that is the secondary sort.

You can also sort using either of two shortcuts:

= Click the field name
Click the name of the field by which you want to sort. If you want
a secondary sort, press the Shift key and click that field name.

Shift-click for a secondary sort  Click for a primary sort

ED% Co
Yiew | All Contacts w | 24 ¢
= Fullbame Company [¥]

[7] Meni waters AEC Legal Services

[7] Bob wilford e dooounting Service, o,

= Choose Sort from the pop-up menu

Click the triangle (Xl at the top of the column next to the name of
the field by which you want your data sorted, then choose Sort
from the pop-up menu. A primary sort is performed on that field.
If another field had previously been the primary sort, it becomes
the secondary sort field.

Selecting columns to display in a list

You can choose which columns you want to display in a list view. You
can also change the order in which the columns display.
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First, display a contact list, note list, or task list. Then choose Columns
from the View menu.

Columns

Click and draqg to reorder

1.~ Full Name

2. Company

3. Phone 1

4. Phone 2

5. Categories

6. Email

7w Birthday

8. Primary Address
Title
Phone 3
Phone 4

2 () )

Click to the left of a column
name to deselect and hide it

Drag a column name up or down
to change its order in the list view

You can also open the Columns dialog box by double-clicking the title
area of any list view, between the field names.

Click between field names to
open the Columns dialog box

FiI=———————— Chntactlist=——"————— 5

Wiew | Al Contacts 24 of 24 Contacts :
= Full Name [x] Company [x] Phene 1 [x] Phene 2 [x] Categories [¥] Emn
I - [ S Y — e ST PR I — Ja

Resizing and reordering columns

You can resize the width of the columns and reorder the columns in a
list.

To reorder columns, click a column name and drag it to the left or right
just beyond the point where you want it to be. You see the ++ pointer
as you drag.

To resize a column, drag the column border left or right.

EOI=—————————— (ontattlst =————— |
view[_ATl Contacts = | 24 of 24 Contacts (Show an)

= Full Hame [x] Company [X] Phene 1 [x] Phene 2 [x] Categories [¥]

[T Kim Che The Candiefight Restaurant Wi EAETE0A00 | H(SIEI TS | Customers

[T DrenrisCapley P>, International Eakery WANEITEEEE | UM ST | Employses

[ Samuel forning Interniational Bakery WEIEI I | Hi(SIZ1TF-1967 | Employees
Tomove a column, drag the Toresize, drag the column
column name left or right border left or right
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Memorizing views of selected data

After you’ve specified filters to view only portions of your
information, you can save this subset as a view. You can create as
many views as you like.

Choose Memorize View from the View pop-up menu in the upper left
corner of the list window.

Use filters to select the data to
display, then choose Memorize
View from the View pop-up menu

SO0= A Contacts EEe—— tontact lst==—"—r——————WM1-

Wiew |® Untitled 16 of 24 Contacts
Mermorize Wiew...
Delete Wiew Company [x] Phane 1 [x] Phane 2 [x] Categories [x] Emn
[7| Kimn Chen The Candieligt Restarant Nf:(405) SEE000 | H: (0B TEEETS | Custorners i
[ Dv.Cenniz Copley PRD. | International Bakery WAIZITE3234 | H(PIZ) 5872 Emplayees coplky

Type a name for the view, and select the memorize options you want.

Memorize Uiew

liew Name| International Bakery Type view name

Memorize [ Current Sort
[ Column Arrangement
O window Positions

2 (cancel | [ ok
Select To remember
Current Sort Data sorted as it is now
Column Current column order and which columns
Arrangement are visible
Window Positions Current window positions and window
size

After you name a view, it appears in the View pop-up menu. It also
appears in the View menu in the menu bar, so you can see this saved
view at any time.

There are two task list views in the View pop-up menu already created
for you: This Week-Uncompleted and Today-Uncompleted. By
choosing either of these two views you can easily see what tasks you
still need to accomplish.
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Changing memorized views

To change a memorized view temporarily, choose it from the View
pop-up menu, then create additional filters or change existing ones.
After you change the current view, the word “modified” appears to
the right of the View pop-up list.

Contact List

Yiew| International Bakery  |(modified) 3 of 24 Contacts Show All
= FuTl Name [¥] Company [¥] Fhane 1 [x] Phone 2 [¥] Categories [x] Erii
[7] Bob Nguyen Eakery Middlemen, Inc. w401 S35 | HiEEIES-7911 | Custorners 4
[T Janet Swanson Deli Delights i (405 S5 Custormners
@ [T M. Mary oo LickTighter Delightful Criner WA TEEE22 | HEITE-Ti7 | Customers

» Ifyou wantto save this new view, choose Memorize View from the
View pop-up menu, then type a name for this view in the
Memorize View dialog box.

= If you want to re-use the current view name, type it if it does not
already appear, click OK, then click Replace in the alert box.

Deleting memorized views

To delete a memorized view, choose it from the View pop-up menu,
then choose Delete View.

EDE 2T Contacts % Contact Listooa0fbae0——————————
Wiew |® International Bakery 16 of 24 Contacts Show All

IMernorize Yiew... Company [x] Phane 1 [x] Phane 2 [x] Categories [x] Emn
The Candietight Restaurant W) TIE0A00 | HUEENTEAETS | Customers 4
[T Dx. Deris Copley PHD. International Bakery WARDTTFEEY | HIMZTIETE2 | Emplayees coplky
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Chapter 8

Finding Information

This chapter explains the basics of finding information.

Going to a specific date

You can go to a specific date by choosing Go To Date from the Locate
menu or by clicking the Go To Date button on the toolbar.

Go To Date =——
Click to display the January 2002
previous or nextmonth ——= m T w 1 F s _Cul;relr&%date appears
) 4 in boldface
Click to select a new date... 5 e

& [ 7|8 |9 |10)11
BT ] Sokted date s
highlighted

FREEEIEER

...0r type a new date —j—{Wanuary 17, 2002

[2] [cancel] -— Click to move to the

selected date

When you specify a date in the text box, you can type it in:
= Long format: month,day,year
= Short format: mm/ddfyy , mmddyy , or mm.dd.yy

In the Go To Date dialog box, press Command-Left Arrow to display
the previous month and Command-Right Arrow to display the next
month. Press the Minus key to move the highlight to the previous day
and the Plus key to move the highlight to the next day.

To go to the current date, choose Today from the Locate menu or click
the Go To Today button on the toolbar.

Finding text

You can search one module at a time or all of them for information.
Choose Find from the Locate menu or click the Find button on the
toolbar. The Find dialog box appears.
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Click to display the entire set of found —
items in the module’s list window

Find

Click the button for the Search In

module you want to search — T

Contacts Tasks Notes Calendar Entire File
Type the word or phrase you i Display Results
yp p y Contains | Der| | | [ i1 List Wi ndote

want to find

Click to select more specific —q———

criteria for searching 2] [ More choices | (_cancet |[_rind ]
|
|

Click to start searching

To repeat the search, choose Find Again from the Locate menu.

Finding contacts quickly

If you are searching for contacts and want to see the names of the
contacts in the Find dialog box, deselect Display Results in List
Window.

When you do this type of search, only the Name, Company, and
Nickname fields are checked, and only text that starts with what you
type is found.

Deselect this option so that the found —

items are listed in the Find dialog box
= Find
Search In
L . Contacts Tazks MNotes Calendar Entire File
Type the initials or first few ] Display Results
characters of the contact’s Starts with [Den | O3 50 List window
name or company Denise Gerhard {International Bakery) <

Denise Garcia {Bakery Supplies, Inc.}
Mr. Dennis Copley Ph.D. {International Bakery)

The found contacts
are displayed here

2]
2 [ More Choices } [ Cancel ]l Display l

Il
Click to display the contact card for |
the selected contact

Page 114 Finding Information



Setting search options

When you click More Choices in the Find dialog box, you see another
dialog box with options that vary according to the module you
selected. You can use these options to narrow your search.

The content of the right side of the dialog box changes according to
what is selected in the left side of the dialog box. For example, if you
select the Notes module, and then select the Notes Title field, the
dialog box looks similar to the following illustration.

Select the field(s)
you want to searlch
=————"—Find
Fields Notes Title Click to display other text
v gatewu I3 — search filters
ste Notes
Date Modified .
v Notes Title. i —— Type the text you want to find
Motes Body 4
o[ ]%—— Clicktoshow or hide additional
| boxes for typing search text
Each note matches (» every !checked {-~F} field |f yOU haVe Selected more than
at least one . R
one field, choose an option
[Feu.ler l:hoices] ‘ [ Cancel ]l Find I from the pop-up menu

Il
| - .
If no items are found, a L Click to start searching
message appears here

— Click to return to the first
Find dialog box

To repeat the search, choose Find Again from the Locate menu.

Note Doing asearch using this dialog box is similar to using the
Custom Filter option in the pop-up menus in the contact list,
note list, and task list. You can save the search criteria when

you memorize a view. See Chapter 7 for more information.

From the Help menu, choose “Search Index for” and type:
= searching
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Displaying recent items

The Recent submenu lists the last 20 items you:
= Created

= Selected

= Viewed as a note card or contact card

To display an item you recently used, choose Recent from the Locate
menu and then choose an item from the submenu.

Finding frequently used items

If you frequently search for a certain item, such as a customer account
or notes on a project, you can put its name in the Locate menu. The
items are listed in the order that you add them to the menu. You can
add up to 50 items.

Note If you frequently look up information about certain contacts,
add those contacts to the Instant Palm™ Desktop menu, so
you can access the information when you are not running
Palm™ Desktop software. See Chapter 13 for more
information.

To add an item to the Locate menu, go to the item, select it, and then
choose Add To Menu from the Locate menu. To remove an item from
the Locate menu, choose Remove from the Locate menu. In the
Remove Items dialog box, select the item you want to remove and
click Remove.

Today #T
Go To Date... #R

Find... #F
Find Again #b

Recent »

Denise Garcia (Bakery Supplies, Inc.) }> Items you addto

Bob Wilford (Ace Accounting Service, Inc.) the |_.OCB.t€ menu
Baking process checklist (May 26) are listed here

Add To Menu
Remove...
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Working with categories

You can assign your contacts, appointments, tasks, or other items to
categories. Categories are color-coded so you can easily distinguish
groups of items, such as projects or vendors. When items are assighed
a category, you can easily search for different groups of items and
quickly apply filters when you are viewing items in a list.

Assigning categories

Create or select an item. In the item’s creation dialog box or card,
choose a category from one or both of the Categories pop-up menus.

To assign a category to several items in a list at one time, Shift-click
them and choose Categories from the Edit menu and then a category
from the submenu. If an item already has been assigned a category,
the new category is displayed in the second Categories pop-up menu.

fie————"————— Note —————————[15
[d3]  itte] 7
Date [June 3, 2002 Time [1:24 P Tof
Categories |# Nane [ - |
Buzinesz it

Custorners
Emnployees
Friends /F amily
Perzonal

Fhone Call
Suppliers
Trawvel

Work

Edit Categories...

Categories pop-up menu in a note card

Note To unassign acategory, choose None from the Categories pop-
up menu.

From the Help menu, choose “Search Index for” and type:
= categories
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Creating categories

There are has several default categories, such as Customers and
Friends/Family. You can create your own categories and assign them
to any item.

Create or select an item and then choose Edit Categories from the
Categories pop-up menu.

Note To create categories when an item is not selected, choose
Categories from the Edit menu and then Edit Categories from
the submenu.

Edit Categories

Edit the categories.

Business

Customers
Frionds/ta
Friends/Family .
Personal L Click to add a category
Phone Call
Suppliers [ﬁ
Done
W2

Transferring categories to your handheld

Categories are transferred to your handheld when you perform a
HotSync operation. This operation also moves new categories from
the handheld applications into the Palm Desktop category list.

The handheld supports 15 separate categories plus the category
“Unfiled” for the To Do List, Address Book, and Memo Pad. When
transferred to Palm Desktop software, the categories are combined
into a single list. Categories with no items assigned to them are not
transferred to your handheld. Categories for appointments do not
transfer to your handheld.

To best use categories between your handheld and your Macintosh,
use the first category in Palm Desktop software to identify how you
want the items grouped when they are transferred to the handheld.
Then use the second category to indicate the more refined groups you
may want to use for searching and printing features in Palm Desktop
software.
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If you move an item on your handheld to a different category, then
perform a HotSync® operation, the item is moved to the new category
in Palm Desktop software.

The following list shows the details of the data transfer for categories
between your Macintosh and your handheld:

Palm Desktop
software categories Transfer to handheld as

First category Category

Each application on the handheld can store
up to 15 categories. If more categories with
items assigned to them are found in Palm
Desktop software, the items in the 16th and
later categories are placed in the Unfiled
category on the handheld.

Second category Does not transfer to the handheld

Category colors Do not transfer to the handheld

Changing category name or color

You can change the name of a category, including the preset
categories, or the color you’ve assigned to it.

In the Edit Categories dialog box, select the category you want to edit
and click Edit. The Categories dialog box appears. The currently
selected Decor affects the colors you see in the dialog box.

Categories

Type a new name ]
Eategorg|8upp"ers |

color || I o |=_=||
Click to select another —+—— ] [ ] [ | 4
color. If you don't select a i
color, black will be used, L (Lcancer J [__ok]| J
which is represented by the
gray block. Current color is highlighted

Changing a category name affects all of the items assigned to that
category.
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Deleting categories

You can delete categories you don’t use, including the preset
categories. In the Edit Categories dialog box, select the category you

want to delete and click Delete.
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Chapter 9

Working with Attachments

Attachments are connections between related contacts, tasks,
appointments, event banners, notes, and Macintosh files. Attachments
help you access information where and when you need it. For
example, you can create a task to phone a client and attach this task to
the client’s contact card so that the information you need about the
client will be available during the phone call. Attachments can be
created automatically for you, or you can create attachments on your
own.

When an item has attachments, a paper clip pop-up menu appears
next to it.

SO0=———— llleekly Calendar

March 2002 == (]3]

3  Monday 4 Tuesday 5 ‘Wednesday

Baking
Training

12

Noon

e E Frepare
For

Baking

S| [

The number next to the paper clip pop-up menu shows how many
attachments the contact card has.

Note Only attachments connected to calendar items are printed.

Transferring attachments to your handheld

Attached notes, appointments, contacts, or tasks are transferred to the
appropriate application on the handheld when you perform a
HotSync® operation, but the relationship between the items does not
transfer.

Chapter 9 Page 121



For example, let's say you create a contact card for a new customer. At
the same time you create an appointment to visit the customer and a
note describing the sales information you want to bring to the
customer. You attach the appointment and note to the contact card for
the customer.

When you perform a HotSync operation, the contact, note, and
appointment transfer to the corresponding applications on the
handheld. Looking up the customer in the Address Book in the
handheld, you see the customer’s information. To see the note and
appointment, you must look them up in the Memo Pad and Date Book
applications respectively. The relationship between the different
information types is not available between the handheld applications.

If, on your handheld, you add a note to an Address Book, Date Book,
or To Do List item, the information appears as an attached note in
Palm™ Desktop software when you perform a HotSync operation.
The attached note appears with the title “Handheld Note: XXX.”

Automatic attachments

When you create a task, appointment, event banner, or note, you are
prompted to attach contacts to the new item. The contacts are
suggested based on the created item’s content. For example, if you
created an appointment called “Lunch with Susan” and your contacts
include Susan Kenwood and Susan Shaw, the Auto-Attachments
dialog box opens.

Daily Calendar

Tuesday May 6, 2002 (]3]
Tasks

10
Ak

&

12 Auto-Attachments

Moon L
m”Lunch with Susan Check contacts to attach
' |

v Susan Shaw (International Bake|{:

Select the = Susan Kenwood (International B |
contact or 2
contacts you
want to attach to 3 -
the item o -
4 2
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If you don’t want to see this dialog box, you can change the way
attachments are created. For more information, see “Setting
attachment preferences” in this chapter.

Creating attachments

You create an attachment when you want to associate a task, contact,
note, appointment, or event banner with another task, contact, note,
appointment, or event banner.

Attaching existing items to other existing items

The easiest way to create an attachment is to drag an existing item

onto another existing item using the item’s gripper [ll. For example,
you can drag a contact card onto an appointment to attach the two to
each other.

There are four ways to To attach an existing item to another existing
item:

1. Locate both items, arrange the windows so both are visible, then
drag and drop one onto the other. If you want to attach two items
of the same type, such as a task to a task in the task area of the
calendar, press Option as you drag.

EI=——————— (ontact =————————
Click the item’s ——Jif&] =1 4015 ]3]
gripper and Mr. Dennis Copley Phones |
. drag it to the g:]:;:w]:: - ::n: Weekly Calendar
item you vyant Fa March 2002
to attaCh itto 3  Monday 4 Tuesday 5 %
Home Address work 4 ]
428 Meedharn Dr. 1120 ' A
wichita, KS 67250 Suite 13
UsA Wichita 10
) UsA Quality Ched
When the pointer #57
|00k5 I|ke th|S Other Information 11 .
release the 'z
mouse button to Hoon
create the q
attachment | [ Merked
Tasks I | |

2. Locate the first item, choose Existing Item from the Attach to
submenu, locate the second item, then drag from the Attach
Existing Item palette onto the second item. This method is often
easier to use because you manipulate the windows less.
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3. Locate the first item, choose Attach to from the Create menu, and
then choose Existing Item. The Attach Existing Item dialog box

appears.
Attach Existing Item
To attach this contact to another item:

1) Locate the other item.

23 Draq this contact onto that item.
.YOU ?an_drag the g“pper im Mr. Dennis Copley {Specialty ...
in this dialog box to
create the attachment 3

This method allows you to create an attachment in separate steps;
you can open the window that contains the second item after you
choose the first item and the Existing Item option.

4. Locate the first item, click and hold the paper clip pop-up

menu 5], choose the Attach To operation, then the Existing Item
submenu.

Indicates the number of
attachments this contact has

|
EO=———— Contact

Click and hold down the ——@@34
paper clip pop-up menu...

2 of 26 E|z|

Mr_ Dennis Copley
Salesrnan
Specialty Flours

Phones

Work (913) 555-3234
Home (913) S55-8752
Fax  (913) 555-4587

Home Address
428 Needharn Dr.
“wichita, KS 67290

Work Address
1120 West Park Road
Eldg. &

USh Wichita, K& 67890
USh
Ei=———— Contact
i — Notes » 20f 26
..to display attachment R tetes 2 &=
Opthl"IS Mr.f Contacts » | Phones
1l 1 .
Speci o Existing Item. . 3333234
Mew Appointment... 995-4587
T | MewTask..
Home Address Hew Contact... 5
433 Needham Dr . New Note... Road
“Wichita, KS 67890 Mew Event Banner ...
USh 30
File...

The gripper appears on various items and looks slightly different,
depending on where it’s being used.
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Attaching new items to existing items

To create a new item and automatically attach it to an existing item,
select the existing item and choose Attach to from the Create menu (or
from the paper clip pop-up menu). Then choose New Appointment,
New Task, New Contact, New Note, New Event Banner, or File. Or
drag the existing item to the Create Contact, Create Task, Create Note,
Create Appointment, or Create Event Banner button on the toolbar.

The new item is named by default. For example, if you have a contact
named Susan Shaw and you select that contact and choose New Task
from the Attach to submenu, the task is automatically named “Call
Susan Shaw.” You can type over the task name if you want to change
it.

When you finish creating the new item, it is attached to the existing
item you selected.

You can create tasks related to existing appointments and event
banners in the calendar. Just drag the appointment or event banner’s
gripper to the task area of the appropriate day, and a new task
attached to the appointment or event banner is created. You can type
over the default name if you want to change it.

EO=———— llleekly Calendar

March 2002 == (]3]

4 Tuesday 5 ‘Wednesday

Drag the |
appointment’s 11
gripper to the task
area iz

Noon

A task attached to

the app_ointment I T r——
is created Baking Training

Task area

You can also create an appointment related to a task by dragging a
task to the appointment area of the calendar.
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Attaching files to an item

To attach any file on your computer to an item, select the item, choose
Attach to from the Create menu, and then choose File. Find the file you
want, and then click Open.

Select the file you Bags and Labels iy
want to attach Bulk Supplies

Flavorings

Machines —

& Paper Supplies

| I Open I

After you attach a file to an item, the filename appears in the item’s
paper clip pop-up menu. When you select the file from the item’s
paper clip pop-up menu, the application the file was created in
launches, if necessary, and the file is opened.

You can also attach a word processing document to a contact to have
information about the contact copied into the document automatically.
See Chapter 3 for more information.

From the Help menu, choose “Search Index for” and type:
= attachments

Note Attached files are not transferred to your handheld in a
HotSync operation. The existing item is transferred, but the
file attached to it is not.

Viewing attached items

Click an item’s paper clip pop-up menu to see a list of the items
attached toit. If there is more than one attachment for an item, they are
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organized in submenus. Click the appropriate submenu to open an

attachment.

Click to see attachments

Click to open an —

attachment

Eo=———— Contact

TR

Mr. Dennis Copley
Salesrnan
Specialty Flours

Phones

Fax

work (9131 555-3234
Home (91%) 555-8752

20f 26 [4]4]

(212) 555-4557

Home Address
428 Meedharn Dr.

Work Address
1120 West Park Road

Wichita, KS 67850 Eldg. &
USA Wichita, KS 678590
USh
Contact

MEY

Mr_ O Contacts

Sal

2of 26 [¢ [+

Eakery Products Convention {Jan 23
Customer Satisfaction Telephone Survey

Speci

=] ok

#ttach To » Horne

Detach...

Fax

(313] 595-3234
(912) 555-8752
(913) 555-4587

Home Address
428 Meedham Dr.
‘wichita, KS 67290

usa

Bldg. &

usa

Work Address
1120 West Park Road

Wichita, KS 67890

Detaching items and deleting attached items

To detach items or to delete attached items, click an item’s paper clip
pop-up menu and choose Detach. The Detach dialog box appears.

Detach

Select one or more

Dallas (5/10)

attached items to _| ﬂ‘ SkiTrip (5/9)

detach or to delete

Click to delete the

Susan's Birthday (5/18)

Select an item to detach or delete.

| =]

selected items

|
[I]elete... ]

[Detach ][[ Done ]]

Click to detach the
selected items
from the main item

Note The nexttime you perform a HotSync operation, the item you
deleted is deleted from your handheld. Detached items are
not deleted from your handheld.
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Setting attachment preferences

You can set preferences for how attachments to contacts are created.

Choose Preferences from the Edit menu.

Click General Does not attach contacts automatically
| |
==————— pPreferences ——+————

it| General

E Give warnings on deletion

E Print in color Attaches a”
contacts that

Sound effects volume .
— Toothar matchwithout
Date format (January 24, 2002) aSk"_]g fOr
confirmation
Auto-attachrnents O Do not auto-attach contacts
D Attach all matching contacts
@ Confitrm all matching contacts
4@ Confirm only multiple rmatching contacts
Mew task priority
2] [ Cancel ] [[ 0K ]]
Automatically attaches a contactif there Always confirms attachments
is only one match; asks for confirmation with you before attaching, even if
if there is more than one match there is only one possible match

2

From the Help menu, choose “Search Index for” and type:
= preferences, attachments
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Chapter 10

Importing and Exporting Data

This chapter explains the basics of importing and exporting data.

Migrating data from Claris Organizer

To convert a Claris Organizer file to Palm™ Desktop format, all you
need to do is open the file in Palm Desktop software and save it. To
have the Claris Organizer data be included in the Palm Desktop data
file that is synchronized with your handheld, follow these steps:

1. Make a backup copy of your Claris Organizer data file.
2. Launch Palm Desktop software.

3. Verify that the file you use to synchronize with your handheld is
open.
The data file name appears in the title bar of the Palm Desktop
software dialog boxes.

The name of the current data file
appears in the title bar of each window

[0 =——Daily Calendar - Bakery=————H B

Tuesday January 1 0 2002
Tasks

[«]*]
" i i

4. Choose Merge from the File menu.

hpeq

5. Select your Claris Organizer data file.

6. Click Open.
Your Claris Organizer data is now included in the Palm Desktop data

file. Perform a HotSync® operation to transfer this information to your
handheld.
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Importing data

You can import data from any of the following PIM (personal
information manager) products.

= Address Book Plus = Now Contact

= DateBook Pro =  Now Up-to-Date
=  DayMaker = QuickDex

=  DynoDex = TouchBase Pro

= Meeting Maker

To import data from PIM product files, you must export and save the
entire file in text format first. You can import fields from TouchBase
Pro, DateBook Pro, DayMaker, and QuickDex files in the proper
order. You might have to adjust the field order of other PIM product
files you import.

This imported data is transferred to your handheld when you perform
a HotSync operation.

You can also import data from a FileMaker Pro database or a
ClarisWorks database. In FileMaker Pro, be sure to export the
database to the Tab-Separated Text file type. In Clarisworks, be sure
to save the database in ASCII text format and give it a different name
so you don’t overwrite the original file.

You can import data from a Newton using Newton Operating System
1.0. Simply use the Newton Connection Kit to export data from the
Newton Names File, Date Book Calendar file, and Notepad and then
import the resulting files into Palm Desktop software. The Newton
Connection Kit does not work with Newton Operating System 2.0.

To import a file, export a text file from the other product and then
choose Import from the File menu in Palm Desktop software.

Select the file you
want to import

Cancel

Open

2

B Tasks to Import
[] contacts to Import

| Click to open the
selected file

j
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The Import dialog box appears. In the Import dialog box, you can scan
the data in the file and remap the way the fields are imported. Your
screen may look different depending on the product you exported

from.

To omit a field, click the arrow next to it (this
deselects the arrow and leaves a dotted line).

Impd

rt

Specify field order for import

Fields In: “Business Information

Data In: * Address Book

First Name|
Last Name
Nickname

Joe
Shaw

Palm Desktop

Prefix

Mr.

Import fi le

fields

Suffix

fields

C.

Title

Reszearch Azsistant
International Bakery

Division

Address 1 Label
Street 1 (Line 1)
Street 1 (Line 2)
City 1

State 1

TT111TTFF1511

Fields:[ Contacts

Delimiters:[ Tab & Return —

-] ————
= E Scan Data Record 1

W2

[ Cancel ][[ 1] 4 }]

These fields are set automatically for some file types.
If you are importing an other file type, set Fields
appropriately and set Delimiters to Tab & Return.

L Use the Scan

Data buttons to
browse through
the actual
information in
the file.

Use the Scan Data buttons to browse through the actual data in the file
and change the way the fields map, if necessary.

Fields

In: “Buginezz Information

Data In: “ dddress Book *

Nickname|+

Prefix/t|Hr.

Suffix[+

Title[+

[ 4+ [Specialty Flours

Division|+

Address 1 Label[+
Street 1 (Line 1)|
Street 1 (Line 2))|

Work

Eiate. 14 wichita

Zip 1+ 67350

—
—

T
City 1]+ ks
—
Country 1[4-|USA

425 Needharn Dr.

Fields

In: “Buziness Information ™

Data In: “ dddress Book *

Drag a field so that —
the field name
matches the correct
field information

| J

Nickname|+

Address 1 Label[+
Street 1 (Line 1)|
Street 1 (Line 2)|

City 1

Work

Wichita

! ) Eiake 11EKs

Tttt

67230
LIS &

Zip 1
Country 1

Tty Flours

425 Needharn Dr.
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From the Help menu, choose “Search Index for” and type:
= data, importing

Exporting data

You can export data from Palm Desktop software so you can use it in
other applications. Check the documentation for the application you
want to import the data into to find out what order the fields should
be in and what delimiters you should use.

To export data, choose Export from the File menu. The Export dialog
box appears.

Select the module you want to export
| Specify whether you want to
=—————— mport——-———— exportall items from the module
| or only the ones displayed in the
— list window

Choose to export all fields from
the module

Which Module [T Contacts

¥ hich Contacts [ 411 5 Contacts

Column Setup @ Al
() Fram List i ndow

) Custorn... )
i — Choose to export fields
1.~ First Name .
2. Last Name according to how they currently
3. Nickname appear in the module’s list
4. Prefix .
5. Suffix window
6. Title
7.~ Company Choose if you want to select the
G Division i . R
o fields and the field order in the
Delimiters [ Tab & Return i | . .
dialog box itself (see below)
2] [ Cancel ] [[ 0K ]]

Choose the delimiters required
by the other application
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If you want to do a custom export, choose Custom for Column Setup,
then select the fields and the field order in the dialog box.

Export

Which Module [ Contacts

¥hich Contacts [ 411 5 Contacts

Column Setup () 411
() From List 'window
(8 Custorn ..

To omit a field,
deselect the arrow

1. First Name
2. Last Name
3. Nickname
<. Prefix

[Hiiikd
6. Title
7.~ Company
G Division
Delimiters [ Tab & Return -
[Cancel ] [[ 0K ]]

— To change the field order, drag
field names to different

From the Help menu, choose “Search Index for” and type:

= data, exporting
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Chapter 11
Printing

This chapter explains the basics of printing. For information on
double-sided printing, see Appendix A.

About printing

You can print;

= Calendars

= Day planner pages

= To-do lists

= Contact lists

= Address books

= Envelopes

= Mailing and return address labels
= Fax cover sheets

= Notes

You can also create or customize printing layouts for your specific
needs.

You can print the contents of your handheld’s applications through

Palm™ Desktop software. To do so, perform a HotSync® operation to

transfer the information from the handheld to your Macintosh, then

print as described in these topics.

Note Decors change the onscreen appearance only. They have no
effect on printing.

From the Help menu, choose “Search Index for” and type:
= printing
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Selecting items to print

When printing contacts, tasks, or notes, you can choose between
printing all the information in your file, or only some of it.

There are four ways you can select which items you want to print:
= Creating afilter

= Using the Find feature

»  Clicking to select items in a list

= Marking (contacts only)

You need to view your contacts, notes, or tasks as a list to select items
for printing. Choose Contact List, Note List, or Task List from the
View menu.

After you view your data as a list, you can select the items you want
to print.

Filtering

You can use filters to show only a portion of your contacts, notes, or
tasks. For example, you could create a filter to show only the contacts
with the category “Employees.” After you do that, the list view shows
only the contacts in that category.

Contact List

Wiew |_Untitled 2 of 25 Contacts Show All

= Full Name [x] Company [x] Phene 1 [x] Phene 2 [x] Categories [Z]
U] [ | Cr.Derris Coply FhD. International Eakery WNTITEES | T TEETEE | Employees
E [ Samuel Corning Interniational Bakery WEEI I | Hi(S1B1TF-1967 | Employees
E [ Yern Critzer Interniational Bakery WiEE) TIEE2 | Hi(2E) 952388 | Employees
E [ Pamela Dreyfus Interniational Bakery WiTIZI 5245 | Hi(MSITF-9%87 | Employees
E [ Mancy Eizon Interniational Bakery WolE1E)TEE-E598 | Hi(TI9 54477 | Employess
E [ Doris Gerhard Interniational Bakery WoAOTI TIEEET | Hi(408) T9562H | Employees
E [ Faye Johnson Interniational Bakery WSS T2 | HiEISITF-0011 | Employees
E [ Rajesh Shah Interniational Bakery WiTISITI9ET | H(S02)T9549655 | Employees

To print these contacts, choose the Contacts in List option from the
Which Contacts pop-up menu in the Print dialog box.

For more information on creating list view filters, see Chapter 7.
Finding

You can use the Find command in much the same way as you use a
filter. For example, you could find only the tasks with a priority of
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“medium.” After you do that, the list view shows only those tasks
with priorities set to medium.

fee————————— Task lisl Y—e———————————
Wiew|_Untitled ¥ 7 Tasks Show ATl

= Task[x] Priority (] Date [x] Categories [¥] Completed

gfl ]| canlLei Mediurm January 21, 2002 Business <
]| Clean desk! Mediurm January 20, 2002 Ferzonal

E O Prepare For Staff meeting | Medium January 24, 2002 Busgineszz
[ can Kathy , confirm Tunch | Medium January 23, 2002 Mone

E = Prepare For Mew productsrree.. | Mediurn January 22, 2002 Busgineszz January 18, 2002

E = Prepare For Sales review mreet . | Mediurn January 20, 2002 Busgineszz January 18, 2002
]| Make a tist of supplies Mediurm January 15, 2002 Busgineszz

To print these tasks, choose the Tasks in List option from the Which
Tasks pop-up menu in the Print dialog box.

For more information on using the Find feature, see Chapter 8.

Selecting items

You can select items by viewing a list, pressing and holding the Shift
key, and clicking the items you want to print so they are highlighted
in color. The items don’t have to be next to each other when you select
them. This is a good temporary way to select individual contacts.
These selections are not saved when the file is closed.

EiI=———————— Nntelist="——————
Yiew | All Notes = & of & Notes :
Title (3] Date (x] Eody [x] Categories [¥]
_ﬁ Another resolution list January 1, 2002 an 1, 3002 120F A: #Getmoree.. | Personal ks
[T=] Motes for 1 /10402 StaffMeeti.. | January 9, 2002 “e're dong very well, and s ok g .. Business, Empl...
[U~] Bakery supplies needed January 15, 2002 Jan 15, 2002 1 22PH: Msxcksof £, Business
(=] Tire notes January 16, 2002 The ca's fres are worm oot andreed to. .| Perzonal
WEME January 22, 2002 Safar, the new products Tok very good .. Business
Grocetry lizt January 24, 2002 StrnmikEggsOstrresBrocooiPastaF .. | Perzonal

Selected items

To print the selected items, choose the corresponding option in the
selection pop-up menu in the Print dialog box.

For more information on selecting items, see Chapter 7.
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Marking contacts

If you are working with contacts, you can select items more
permanently by marking them. To mark contacts, view the contact list,
then click the boxes next to the contacts you want to print.

———————— rntact lisi D—0——"nee——————-
iew | A1l Contacts W 24 of 24 Contacts :
& Fbame( Title [x] Company,[¥] Division (=] Frimary Address (7]
[ Meni waters Fartner HBC Legal Services 441 Lty Square Half Moon B4R
[ Bob wilford Accountant Aoz et Service, e, Z015 Yankes 5t Geneva,
[® | Bob Mguyen Eakery Middl, 2 ne. T2 Part: dvve. Providence, R
[® | Denise Garcia Aot Execative Eakery Supplies, Inc. Sales S durogo dve. Sstng T TE
[® | Sonia Long Account Rep Best Bty Equiprrent,, . Central Sales 28 Liberhy St Graton, M
[7] Janet Swanson Deli Delights
71 Bzen e 1 iellinkdar Mucrar Mialiakdfinl Mrinae FEE Tiwrawdza T SarbaFa W

Marked contacts

You can also mark a contact from the contact card.

Other Information

Se|eCt IO mark Categories Suppliers
a contact [ Marked

To print the marked contacts, choose the option for Marked Contacts
in the Which Contacts pop-up menu in the Print dialog box.

Marked contacts stay marked after the file is closed. For more
information on marking contacts, see Chapter 3.

Previewing information

You can preview any kind of information before you print it. This is
helpful so you can see the effect different printing options have before
you print.

The Automatic Preview section in the Print dialog box shows a sample
of the first printed page. This small view is based on the current
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settings in the Print dialog box. If you don’t want to see the preview
sample, deselect the Automatic Preview checkbox.

Arrow shows direction of paper feed through printer

|
Fint ——————
¥hat to print (< Automatic Preview
| 1 dayon 2 single-sided pages
Contacts Tasks Motesz Calendar _"

Print As| Daily Calendar -

From m— Small preview
To of first printed
page

Daily Layout| Quick Print -

|

Click for full-screen preview

If you want to see a larger preview, or you want to preview more than
the first page of the printed information, click the Preview button, or
click once in the preview sample when the pointer becomes a

magnifying glass. A dialog box opens showing you a larger preview.

Click to see next = Print Preview ——————>1
_ <
preview page ——{_ Newt ]
Click to see —{ Previous | ol J 20. 2
previous preview ceriawm anuary -U,
2 Out .
poge | TR | ki Monday

Click to zoom in

Events & Appointments

or out
Page 1 Early
2 Total Pages
Click to go to 8
Page Setup 9
Click to go to | cancer ) =
back to_the Print 11 Sales review meeting’
dialog box _ +
e <a il
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Setting up printing for day planners

The first time you print you are prompted about your preferences for
printing in the form of day planner formats.

Paper Planner Interview

If you use a paper-based day planner along with your Palm™ handheld, Palm
Desktop can preset its printed layouts for your binder.

wihich brand of day planner do you use? [ Hone ~|—— Choose a day planner

‘Which binder size do you use? | - | |

» Hone

7

Franklin
Day Runner
Day-Timer
Other

If you have purchased special blank paper for use with your day
planner, you can print pages that are properly sized and formatted for
that day planner paper.

If you’ve never used day planner paper in your printer before, it’s a
good idea to print on plain paper first to make sure all settings are
correct. For more information, check the instructions that came with
the day planner paper, or your printer user guide.

If you decide not to choose a day planner now, you can make a
selection later. You can also change your selection if you like. See
“Changing or adding day planner information” in this chapter.

Printing calendars

You can print daily, weekly, or monthly calendars for your day
planner, or for a printing layout you create.

Note When you print calendars, any attachments connected to the
calendar items also print. Attachments only print with
calendars.
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Choose Print from the File menu, or click the Print button on the
toolbar. Then click the Calendar button in the Print dialog box.

Print
. — Whatteprint —————— [ preview————
Cho\i/se Elally‘ @, 1 day on 2 single-sided pages {1
eekly o [a]
MOI’]th|y Contacts Tasks Hotes Calendar
printouts Print As[_DailuCalendsr __ v']
Choose the

| From |January 21, 1997 Ev
range of ‘?'ates | To|January 21, 1997 Ev
you want printed

Choose a Iayout Daily Layout| Ouick Print -]
from the Layout
pop-up menu
7

[
Click to print

From the Print As pop-up menu choose the type of calendar you want
to print: Daily, Weekly, or Monthly. The Daily Calendar-Text option
prints a simple list of your appointments, without any calendar
graphics.

# Monthly Calendar
‘weekly Calendar
Daily Calendar
Daily Calendar—Text

Change the From and To boxes so they show the range of dates that
you want printed. If you want to print one day’s worth of information,
type that date into both boxes. You can also use the calendar

pop-up instead of typing a date.

Choose a printing layout from the Daily Layout, Weekly Layout, or
Monthly Layout pop-up menu. (The name varies, depending on
which type of calendar you’re printing.)

Avery 41307
Avery 41357

Franklin Classic — Choose a print layout

Franklin Classic 2-sided

* Quick Print Choose Quick Print for a letter-sized

Add Mew Layout... calendar
Edit Layout...

Margins Setup...
Paper Planner Interview...
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Changing printing layouts for calendars

If the available printing layouts aren’t what you need, you can create
anew layout. Make sure the Print As pop-up menu shows the type of
calendar layout you want to create: Daily, Weekly, or Monthly. Then
choose Add New Layout from the Layout pop-up menu. The Printing
Layout dialog box appears.

Choose which items to print

= Pintmglgii =——————————— 10 e for
Daily Calendar Layout [My daily view —+— the new Iayout
What to Print Size Select paper size,
[ sppointments Orientation L orientation, and
[ Event Banners Output type of output
b Tasks Holes Cen outsiee ——(— Select punch
B attachments Also Print [ Date [ Page Number holes

[ Print Across Two Pages (<] Cut Lines

[] centered on page
Font %
— Select font, font

size [12 ]2 OOt size and font

2] (poiete) (see-) ste

Click for more printing options

If printing double-sided monthly
calendars, click to spread each
month across two pages

After you create and name a layout, it appears in the Layout pop-up
menu.

Avery 41307

Avery 41357

Franklin Classic
Franklin Classic 2-sided
New layout
Quick Print

Add New Lagout... . . .
Edit Lavout.. —— 1 Click to edit this layout

Margins Setup...
Paper Planner Interview...

To change or delete a layout, choose it from the Layout pop-up menu,
then choose Edit Layout from the pop-up menu. Make the changes
you want, then click Save, or click the Delete button if you want to
delete the layout.
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Printing task lists

You can print tasks together with calendar information. However, you
can also print tasks separately for a convenient “to-do” list.

You can choose which tasks you want to print—the entire set, or a
smaller group. For more information, see “Selecting items to print” in
this chapter.

Choose Print from the File menu, or click the Print button on the
toolbar. Then click the Tasks button in the Print dialog box.

Print
¥hat to print (< Automatic Preview
12 tasks on 1 single-sided page
Contacts Tasks Motesz Calendar f
Choose which
¥hich Tasks[_12 Tasks in List ¥ ] tasks to print
List Layout[ ek Priml ] Choose the
: layout you
want

Click to print

From the Which Tasks pop-up menu, choose which tasks you want to
print.

Choose to print all the tasks shown in the
4 Selected Tasks

task list, or just those you've selected

Choose a layout from the List Layout pop-up menu.

Avery 41307
® fvery 41357

Franklin Classic — Choose a print layout

Franklin Classic 2-sided

Quick Print Choose Quick Print for letter-sized

#dd New Layout... pages
Edit Layout...

Margins Setup...
Paper Planner Interview...
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Changing printing layouts for task lists

If the available printing layouts aren’t what you need, you can create
a new layout. From the List Layout pop-up menu, choose Add New
Layout. The Printing Layout dialog box appears.

Select spacing
options

|
S==————— Printing Layout

Type a name for

Task List Layout |Mutask11’3t

Space between lines El lines

4] Fit horizontally to one page

Column Setup
| @ From List window

() Specify...

size
Orientation
utput
Holes [ on Dutside
Also Print [ Date [ Page Number
[Jcut Lines
[ Centered on page

Font

_'_

|

L the new layout

Select paper size,
L orientation, and
type of output
— Select punch
holes

— Select font, font

size [12_|[¥] O] 6ol }»
2

|
Click for more printing options

Print the same columns in the same order as in
the task list, or specify a new arrangement

size and font

style

After you create and name a layout, it appears in the List Layout
pop-up menu.

Avery 41307

Avery 41357

Franklin Classic
Franklin Classic 2-sided
New layout
Quick Print

Add New Lagout...
Edit Layout...

—— Click to edit this layout

Margins Setup...
Paper Planner Interview...

To change or delete a layout, choose it from the List Layout pop-up
menu, then choose Edit Layout from the pop-up menu. Make the
changes you want, then click Save, or click the Delete button if you
want to delete the layout.
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Printing contact lists

You can print your contacts in a simple list for quick reference.

You can choose which contacts you want to print—the entire set, or a
smaller group. For more information, see “Selecting items to print” in
this chapter.

Choose Print from the File menu, or click the Print button on the
toolbar. Then click the Contacts button in the Print dialog box.

Print

— What to print — [ Preview

. 24 contacts on 1 double-sided

Choose contact Contacts  Tasks Motes  Calendar
list or cards Print As[_Contast List -

Choose which ¥hich Cnntactsw

contacts to print

Choose the layout List Layout[_fveru 41357 |
you want
Z

Click to print

From the Print As pop-up menu, choose either Contact List or Contact
Cards. A contact list prints your contact information in rows and
columns. A contact card prints information for one contact.

Choose the contacts you want to print from the Which Contacts pop-
up menu.

#1124 Cantacts Choose to print all contacts, the

» Z4Contacts in List T .
St amtacts contacts currently shown in list view,
3 Marked Cantacts the contacts you’ve selected, or those

you've marked in the contact list
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After you have decided which contacts you want to print, choose a
layout from the List Layout pop-up menu.

Avery 41307
® fvery 41357
Franklin Classic i
Franklin Classic 2-sided ChOOSQ a p_rmt layOUt .
Quick Print Choose Quick Print for letter-sized pages

Add New Lagout...
Edit Layout...

Margins Setup...
Paper Planner Interview...

Printing a contact card

If you want to print a single contact card, first view the card by double-
clicking it from the contact list. Then choose Print from the File menu,
or click the Print button on the toolbar. When you print while viewing
acontact card, the Print As pop-up menu is set to print a contact card.

Contact

E 20725 [&]3]

Dr. Dennis Copley Ph.D. Phones

“Bud”

Senior Research Scientist
International Bakery
Research and Development

Work (913) 555-2234
Horne (913) 555-8752
Fax  (913) 555-4587

Work Address
1120 West Park Road
Building &

“wichita, KS 67290

USa

Home Address
428 Needharn Drive
“wichita, KS 67290
Ush

Other Information
Ernail copley @intlbakery corn

Categories Employees

Birthday MNov &

[ Marked

Modified: Jan 15, 2002

While viewing a contact card, you can choose to print the contact

information in other ways, such as on an envelope, fax cover sheet, or
label.
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Changing printing layouts for contact lists

If the available printing layouts aren’t what you need, you can create
a new layout. From the List Layout pop-up menu, choose Add New
Layout. The Printing Layout dialog box appears.

Select spacing options

|
=——————— Printing Layout

Type a name for

Contact List Layout [y contactlist —{ the new layout
Space between lines [0 | lines Size Select paper size,
=] Fit horizontally to ane page Orientation H orientation, and

Output type of output
Holes Eon outside ——t—Select punch

Column Setup

@ From List Window #lso Print [X] Date . [ Page Number holes
O Specify... O cut Lines
[ Centered on page
Font r S
— Select font, font
siee [12 ] Qs size and font
stye

Click for more printing options

After you create and name a layout, it appears in the List Layout pop-
up menu.

Avery 41307

Avery 41357

Franklin Classic
Franklin Classic 2-sided

J contac New layout
Quick Print

Add New Lagout... . . .
it Lavout. ————— Click to edit this layout

Margins Setup...
Paper Planner Interview...

To change or delete a layout, choose it from the List Layout pop-up
menu, then choose Edit Layout from the pop-up menu. Make the
changes you want, then click Save, or click the Delete button if you
want to delete the layout.

Printing address books

You can print a regular address book with pages formatted to fitin a
day planner binder. You can also create a mini-address book, which
prints with cut and fold lines on letter-sized paper. An ultra mini-
address book is similar, except it is even smaller. By editing address
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book layouts, you can choose which information appears in your
address book: names, addresses, telephone numbers, and so on.

You can choose which contacts you want to print—the entire set, or a
smaller group. For more information, see “Selecting items to print” in
this chapter.

Choose Print from the File menu, or click the Print button on the
toolbar. Then click the Contacts button in the Print dialog box.

Print

— What to print — [ Preview

24 contacts on 10 single-sided
Choose Address . e

Book or Mini- Contacts  Tasks Motes  Calendar
Address Book Print As[_Address Book -
Choose which Which Contacts [ A ZaComat: v ]
contacts to print
Choose the Layout[_Quick Frint __ ~1]
layout you want
2
]
I
Click to print

From the Print As pop-up menu, choose either Address Book or Mini-
Address Book.

Choose the contacts you want to print from the Which Contacts pop-
up menu.

RETTIRE Choose to print all contacts, the

e 24montectsinlist | contacts currently shown in list view,
4 Selected Contacts )
3 Marked Contacts the contacts you’ve selected, or those

you’ve marked in the contact list

After you have decided which contacts you want to print, choose a
layout from the Layout pop-up menu.

Avery 41307
» fvery 4135? ) )
Franklin Classic —— Choose a print layout
Franklin Classic Z-sided . . .
Quick Print Choose Quick Print for letter-sized pages

Add New Lagout...
Edit Layout...

Margins Setup...
Paper Planner Interview...
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If you have chosen to print a Mini-Address book, you see different
options in the Layout pop-up menu.

* Uitre Mint—zook }7 Choose Mini-Book to print a book approximately
Add New Lagout... 2'75" X 4'25" L. .
Edit Layout... Choose Ultra Mini-Book to print a book
Margins Setup... approximately 2 x 2.25”
Paper Planner Interview...

Finishing mini-address books

Mini-address books are set up to print on standard letter-sized paper.
They are also set to print double-sided, so your contacts print on both
sides of the paper. This is accomplished by printing on one side of the
paper first, then re-feeding the paper so the printer can print on the
other side.

See Appendix A for information on printing double-sided pages with
your printer.

When your Mini-Address book is printed, cut the sheets on the dotted
lines, and fold them on the solid lines. Assemble the pages to form a
small booklet, then staple the center of the booklet if you like.

Changing printing layouts for address books

If the available Address book layouts aren’t what you need, you can
create a new layout. From the Layout pop-up menu, choose Add New
Layout. The Printing Layout dialog box appears.

Printing Layout =————————

Print by name,
company or both_| Address Book Layout |MU address book |
Choose name order L 5st53 sice
Name Orientation
Click for each————— [ Ereak Pages by Letter Output
letter to start on Cotumn Sot Holes [ Hone | [on Outside
olumn Setu .
a new page J €3 From List Wipndow Also Print gDate [ Page Number
: Cut Lines
& a (@ Specify... [+ Full Name
Print the _Same W Title [ Centered on page
columns in the  bron Font
same order as in « Primary Address size [1z_|[¥] [JBold
the contact list, or
specify anew || [22 (Setup- )
arrangement

Click for more printing options
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If you are working with a Mini-Address book, the Printing Layout
dialog box appears with different settings for size and output:

==————— Printiglyynnt ==&5=———————

Print by name,
company or both _l}, Hini-address Book Layout |MU IMini - Book |
List By size
Choose name order — Name Orientation
Click for each —ff——————"[0 Break Pages by Letter Dutput
letter to start on Holes O on 0utsice
Column Setup Also Print [ Date [ Page Number
anew page J ) Fram List Window = d
: Cut Lines
. () Specify... [+ Full Mame
Print the _Same 1 W Title [ Centered on page
columns in the ﬁmgfo“nu Font
same order as in « Primary Address size [3|[7] O Botd
the contact list,
or specify a new
arrangement |

[
Click for more printing options

After you create a layout, it appears in the Layout pop-up menu.

Avery 41307

Avery 41357

Franklin Classic
Franklin Classic 2-sided

ook

New layout

Add New Lagout... . . .
Edit Lavout.. ———— Click to edit this layout

Margins Setup...
Paper Planner Interview...

To change or delete a layout, choose it from the Layout pop-up menu,
then choose Edit Layout from the pop-up menu. Make the changes
you want, then click Save, or click the Delete button if you want to
delete the layout.

Printing envelopes

You can print envelopes directly. You can even add a graphic to your
return address.

You can choose which contacts you want to print envelopes for—one
contact, the entire list, or a smaller group. For more information, see
“Selecting items to print” in this chapter.
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Choose Print from the File menu, or click the Print button on the
toolbar. Then click the Contacts button in the Print dialog box.

==—————— pPint=—r——————
¥hat to print (< Automatic Preview
= 24 envelopes
ChOOSe Contacts Tasks Motes Calendar =
Envelopes — Print &s| Envelopes -
Choose which —_
contacts to print —Jf—Which Contacts[ ATl 24Contacts _ ~']
Choose the —H——¥hich Address[ _Primary -
CoNACtANIESS | veroe rorm [ _EEmES T _~]
o prin Jhddress Layout| Informal /Persanal vl
Choose the type —Jr—iReturn address_Mene  ~]
of envelope,
address layout,
and return '
; f
address to print Click to print

From the Print As pop-up menu, choose Envelopes.

Choose the contacts you want to print envelopes for from the Which
Contacts pop-up menu.

T Ao Choose to print all contacts, _the _

e zdcontactsinlist | contacts currently shown in list view,
4 Selected Contacts ,
3 Marked Contacts the contacts you've selected, or those

you’ve marked in the contact list

To print an envelope for one contact, display the contact card or select
the contact in the contact list. Choose the selected contact in the Which
Contacts pop-up menu.

411 24 Contacts
24 Contacts in List

» Selected Contact {Samuel Carning) ———— Selected contact
22 Marked Contacts

If the contact has more than one address, decide which one you want
to use for your envelopes. “Primary” is the default name for the
address on the left side of the contact card, and “Secondary” is the
default name for the address on the right. If you have chosen other
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address names in Contacts preferences, choose that name from the
Which Address pop-up.

Prints the contact’s primary address on the envelope
— Prints the contact’s secondary address on the envelope
'L Prints two sets of envelopes, one with each address

Business
Home }7— Choose a specific address name
Waork

chesse at print time ——— Decide which address to use when the envelope prints

Secondary
Eoth

After you have decided which contacts and addresses you want to
print, choose an envelope from the Envelope Form pop-up menu.

» Business (#10)
Business { #9)
Letter {#7})

}7 Choose an envelope form

Add New Lagout...
Edit Layout...

Choose how you want the contact addresses to appear by choosing
from the Address Layout pop-up menu. By default, Formal/Business
uses the contact’s full name and includes a company name in the
address. Informal/Personal uses only the contact’s first and last name,
and excludes a company name in the address. You can change address
layouts—see “Changing printing layouts for envelopes” in this
chapter.

» Formal /Business

Infar mal /Persanal }7 Choose an address layout

Add New Lagout...
Edit Layout...

Choose how you want your return address to appear by choosing
from the Return Address pop-up menu.

None —————— Choose to print no return address on the envelope
— Choose for your address

* Your Address

Add New Return Address...
Edit Return Address...

If you have not used a return address before, choose Your Address
from the Return Address pop-up. Then choose Edit Return Address.
To add a new return address, choose Add New Return Address from
the Return Address pop-up menu. See “Return address layouts” in
this chapter for information on creating and changing return
addresses.
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If you are unsure how to print envelopes, consult the user guide that
came with your printer for information on envelope feeding and
direction of printing.

Changing printing layouts for envelopes

If the Envelope Form or Address Layout arrangements aren’t what
you need, you can create a new layout. From the Envelope Form pop-
up menu, choose Add New Layout. The Envelope Layout dialog box
appears.

Enter the width and height of the envelope Type a name for the new layout
|

S=——————— Fnvelope layout =—————
|

Envelope layout |Mu Envelopes |

Choose the Envelope Width | 9.5 in
_envelqpe Envelope Height | 4.0 in -
orientation | Orientation
Select to also —j—————"[ Print Bar Cade

print zip code as Font
bar code under

addresses [1z |[x] OBou
address [z 1=

[ Bold Recipient™s Name Only

Choose font and— _
R Return Address - IZI [ Botd
size for addressee

Select to boldface
recipient’s name |
only L— Click for more printing options

Choose font and size for return address
Address layouts

You can also create an address layout by choosing Add New Layout
from the Address Layout pop-up menu. The Address Layout dialog
box appears.

Address Layout

Type a name for the new
Address Layout |Mu fddress Layout I address |ay0ut
Name Format [ First Last ++——— Choose a name format

[ Title
€ company
[ Division

Full Narne
B<] address # First Last

Last, First

Last, Prefix First Suffix
|

Choose additional information to be printed on the envelope
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After you create a layout of either type, it appears in its respective
pop-up menu.

Business {# 10} New New
Business { #9) Address Layout| Formal/Business
Letter (#7) envelope Y Infarmal /Persanal address
Envelope Form|* My Envelopes — Iayout » My Address Layout —— Iayout
Add New Lagout... Add Mew Layout... . .
Edit Layout... L Click to edit Edit Layout... - Click to edit
this layout

this layout
Return address layouts

You can create a new return address format. Choose Add New Return
Address from the Return Address pop-up menu.

Return Address Layout

Return Address| My Return Address i Type a name for the new
return address

Return Address Text

1120 'West Park Road
Building &
wichita, KS 67890 Type the text of the
return address
Graphic — If you want a picture with the

return address, copy the
picture to the Clipboard, then

click Paste
Graphic 4~ Click to remove picture
Tl [

Choose where picture
should be relative to the
return address

[ ] Above the Text
[ Cancel ] l Save ] Below the Text

» Left of the Text
Right of the Text

The new return address appears in the Return Address pop-up menu.

Hone |

= My Return Address NeW Iayout
Adt_j Hew Return Address... . . .
Edit Return dddress... ———— C“Ck to ed|t th|S |ay0ut

To change or delete a layout or a return address, choose the layout or
return address from its pop-up menu, then choose Edit Layout or Edit
Return Address from the pop-up menu. Make the changes you want,
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then click Save. Click the Delete button if you want to delete a layout
or return address.

Printing mailing labels

You can print mailing labels for one contact, or a group of contacts,
directly. To print a label for one contact, see “Printing a contact card”
in this chapter.

You can choose which contacts you want to print mailing labels for—
the entire set, or a smaller group. For more information, see “Selecting
items to print” in this chapter.

Choose Print from the File menu, or click the Print button on the
toolbar. Then click the Contacts button in the Print dialog box.

Print
¥hat to print (< Automatic Preview
Z41abels on 1 sheet of Tabel paper
a
L.
Choose Malllng Contacts Tasks Motes Calendar f

Labels

Print as[ Tl Laels v
Choose which
contacts to print t— which contacts[_Zatantactsin List ¥

Choose the contact +— which address[_Primary hd

address to print
Label Fnrm
Choose the type of - J:dress Layout|_Formal /Business v |

label J Start printing on label ’1—|
Choose the address —

layout to print | [

|
If the sheet has some labels missing, type  Click to print
the label to start with

From the Print As pop-up menu, choose Mailing labels.

Choose the contacts you want to print mailing labels for from the
Which Contacts pop-up menu.

411 24 Contacts

® Z4Contacts in List i
oo . —— Choose to print all contacts, the contacts

3 Marked Contasts currently shown in list view, the contacts

Decide what address you want to use for your mailing labels.
“Primary” is the default name for the address on the left side of the
contact card, and “Secondary” is the default name for the address on
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the right. If you have chosen other address names in Contacts
preferences, choose that name from the Which Address pop-up.

Prints the contact’s primary address on the label
Secondory ———1 — Prints the contact’s secondary address on the label
o
'L Prints two sets of labels, one with each address

Business "

Home — Choose a specific address
Schoal

Waork

Choase at print time_——— Decide which address to use when the label prints

After you have decided which contacts and addresses you want to
print, choose a label size from the Label Form pop-up menu.

® fvery 516075260
Avery 516175261
Avery 516275262
Avery 5163
Avery 5164
Avery 5267 :
vora 2560 Choose a label size
Avery 5661
Avery 5662
Avery 5663
Avery 5664
Avery 5667

Add New Lagout...
Edit Layout...

Choose how you want the contact addresses to appear by choosing
from the Address Layout pop-up menu. By default, Formal/Business
uses the contact’s full name and includes a company name in the
address. Informal/Personal uses only the contact’s first and last name,
and excludes a company name in the address. You can change address
layouts—see “Changing printing layouts for mailing labels” in this
chapter.

» Formal /Business
Infar mal/Personal }7 Choose an address layout
Add New Lagout...
Edit Layout...

If you are working with a label sheet that has some labels missing, you
can type a number into the Start printing on label box to indicate on
which label on the sheet printing should begin. To determine the
correct number, count the labels across first, then down.

If you are unsure how to print labels, consult the user guide that came
with your printer.

To prevent wasting labels, you can check size, spacing, and formatting
by printing on a plain piece of paper first before feeding any label
sheets through the printer.
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Changing printing layouts for mailing labels

If the Label Form or Address Layout arrangements aren’t what you
need, you can create a new layout. From the Label Form pop-up
menu, choose Add New Layout. The Mailing Label Layout dialog box

appears.
Type width and height
Type a name for the new layout—,  of a single label
Mailing Label Layout
Type the number Mailing Label Layout [My label Tayout |
arlm abe ayouw
of rows and 9 Y
columns the label Lobels Sample
i i Y | —
sheet has Rows [10 width in % % E
. Colurnns -3 Height in
Type distance - —
from label sheet Paper Margins i
to edge of top Top in et [0.188 Jin }> e
label, and label Battarn in Right in — ——
Sheet tO edge Of Label Margins Font
bottom label Top i er[er =
. Baold
X Type margins Bottom in Right in [ Bold Recipient™s Name Only
inside the label,
f you want

L Enter font, size, and
style information

Click for morelprinting options

Type distance from label sheet —
to edge of left label, and label
sheet to edge of right label

Address layouts

You can also create an address layout by choosing Add New Layout
from the Address Layout pop-up menu. The Address Layout dialog
box appears.

Address Layout

Type a name for the new
address layout

~}——— Choose a name format

Address Layout |Mu Address Layout

Name Format [ First Last

[ Title
€ company
[ Division

[ address
|

Full Narne
» First Last
Last, First
Last, Prefix First Suffix

Choose additional information to be printed on the label
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After you create a new layout of either type, it appears in its respective
pop-up menu.

Avery 516075260
Avery 516175261
Avery 516275262
Avery 5163
Avery 5164
Avery 5267
Avery 5660
Avery 5661

Avery 5662

fvery G663 New _ New
fvery 5664 label Address Layout| Formal/Business address
fvery SEE7 Informal / Personal

Label Form|e My Label Layout — |ay0ut & My dddress Lagout—]— |ay0Ut

Add New Lagout... . .
Add New Lagout... . . : |
Edit Layout . L Click to edit Edit Layout... EA:gl(l;;)oeu(:ilt

this layout

To change or delete a label or address layout, choose the layout from
its pop-up menu, then choose Edit Layout from the pop-up menu.
Make the changes you want, then click Save, or click the Delete button
if you want to delete the layout.

Printing return address labels

You can print return address labels. You can even add a graphic to the
return address.

One sheet of return address labels is printed. If you want more than
one sheet, type the number of copies you want in your printer’s Print
dialog box just before you print. For fewer labels, change the number
in the “Start printing on label” field until the Preview shows the
number of labels you want.
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Choose Print from the File menu, or click the Print button on the
toolbar. Then click the Contacts button in the Print dialog box.

Print """
¥hat to print (< Automatic Preview
= 30 1abels on 1 sheet of 1abel paper
Choose Return Contacts Tasks Motes Calendar + [m—
Address Labels —| Print as[ _FEum s 15~ ===
. il il | il
Choose which —1— return Addressw =
return address il | | i
; = 1= [P ]
to print i
Choose the —t— yaper Layout EErgSTEn/szET ¥ | |
Iayout you Start printing on label |1 =
want
7
1
1
Type a number to adjust the Click to print

number of return address

From the Print As pop-up menu, choose Return Address Labels.

Choose which return address you want to use for your labels from the
Return Address pop-up menu.

» ‘our Address ———————— Choose for your address

#dd New Return sddress.. ———— Add a new return address layout
Edit Return Address..-

] — Edit an existing return address layout

If you have not used a return address before, choose Your Address
from the Return Address pop-up. Then choose Edit Return Address.
To add a new return address, choose Add New Return Address from
the Return Address pop-up menu. See “Return address layouts” in
this chapter for information on creating and changing return
addresses.

Choose a label from the Label Layout pop-up menu.

® fvery 516075260
Avery 516175261
Avery 516275262
Avery 5163
dvery S164 .
dwery 5267 ——— Choose a label size
Avery 5660
Avery 5661
Avery 5662
Avery 5663
Avery 5664
Avery 5667

Add New Lagout...
Edit Layout...
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If you are working with a label sheet that has some labels missing, you
can type a number into the “Start printing on label” box to indicate on
which label on the sheet printing should begin. To determine the
correct number, count the labels across first, then down.

If you are unsure how to print labels, consult the user guide that came
with your printer.

To prevent wasting labels, you can check size, spacing, and formatting
by printing on a plain piece of paper first, before feeding any label
sheets through the printer.

Printing fax cover sheets

To view the contact card you want to print a fax cover sheet for,
double-click it in the contact list. You can also show what contact you
want a fax cover sheet for by clicking it once in the contact list to select
it.

Choose Print from the File menu, or click the Print button on the
toolbar. Then click the Contacts button in the Print dialog box.

Print
¥hat to print (< Automatic Preview
= Fax cover sheet to send to Kim Chen
| {The Candlelight Restaurant)
Choose Fax Contacts Tasks Motes Calendar 1+
Cover Sheet — Print As[_fex Cover Shest v |
Type how many
pages the final Which Contact KimChen (TheCandeli

fax is to have —

Pages to fax including this page

Choose the
layout you want — Fax Layout|_Formal/Business v |

Clle to print the N — [ Print to Clipboard as PICT

fax to the
Clipboard as a (LEgit Body... )] [cancel ] [_Print ]
PICT graphic ' !

T |
Click to type the body text of the fax Click to print

From the Print As pop-up menu, choose Fax Cover Sheet.

Type the total number of pages the fax is to have, so this information
is printed on the cover sheet.

Choose how you want the fax address to appear by choosing from the
Fax Layout pop-up menu. By default, Formal/Business uses the
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contact’s full name and company name on the fax cover sheet.
Informal/Personal uses only the contact’s first and last name. You can
change fax layouts—see “Changing printing layouts for fax cover
sheets” in this chapter.

» Formal /Business

Infar mal /Persanal }7 Choose a fax layout form

Add New Lagout...
Edit Layout...

Click the Edit Body button, then type the body text of the fax. Click OK
or press Enter when you’re done.

Fax Body

Type the text of the fax body:

Denise,

Here is a list of some bread spices 1'd like to talk with you about,
Please et me know if you carry these spices and what the costs
would be. If you have any other ideas or suggestions 1'd wel Type text for the fax

them! Let's talk when you have a chance.

If you want the fax to be sent to the Clipboard as a PICT graphic file,
instead of to your printer, select Print to Clipboard as PICT. You can
then paste the fax image from the Clipboard into another software
application.

For example, if you have a document created in another software
application that you want to fax from your computer, you can create
the fax cover sheet, copy the fax cover sheet to the Clipboard, then
paste it into the other document.
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Changing printing layouts for fax cover sheets

If the fax layout arrangement isn’t what you need, you can create a
new one. From the Fax Layout pop-up menu, choose Add New
Layout. The Fax Layout dialog box appears.

Choose how you want
Type a name for the new fax layout  recipient’s information to appear

|
=—— falayjjut————
|

Fax Layout |Mu Fax Layout l |
From Section To Section
Marne [Samugl Corning | Namne
Title [administrative Assistant | [ Title
Enter your name — Company [international Bakery | [ company
and other Phone [{512) 555-2736 | Fhane
information Fax [{812) 555-2737 | Fax
Fonts Sample gLnJeEhen
Choose font, —f— T (X D ees ok (408 555000
size, and style Eady (@ O eoid Fax: (405) 555-0501
information :
|

Click for more printing options

After you create a layout, it appears in the Fax Layout pop-up menu.

Formal /Business
Infarmal /Persanal
& My Fax Layout

— New layout

Add New Lagout...
Edit Layout...

— Click to edit this layout

To change or delete a layout, choose it from the Fax Layout pop-up
menu, then choose Edit Layout from the pop-up menu. Make the
changes you want, then click Save, or click the Delete button if you
want to delete the layout.

Printing notes

You can choose which notes you want to print—the entire set, or a
smaller group. For more information, see “Selecting items to print”in
this chapter. You can also print a single note while you are viewing or
editing it.
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Choose Print from the File menu, or click the Print button on the
toolbar. Then click the Notes button in the Print dialog box.

Choose which —
notes to print

Choose the —
layout you want

¥hat to print (< Automatic Preview
| & notes on 6 single-sided pages
Contacts Tasks Notes Calendar f "

—— ¥¥hich Notes| © Notesin List -

Note Layout| Quick Print -

Choose which
menu.

» All & Hotes
2 Motes in List
2 Selected Motes

z
I
Click to print

notes you want to print from the Which Notes pop-up

Choose to print either all notes, only those shown
in the note list view, or just those you've selected

Choose a layout from the Note Layout menu.

Avery 41307

Avery 41357

Franklin Classic
Franklin Classic 2-sided
Quick Print

Choose a print layout
Choose Quick Print for letter-sized pages

Add New Lagout...
Edit Layout...

Margins Setup...

Paper Planner Interview...
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Changing printing layouts for notes

If the available printing layouts aren’t what you need, you can create
a new layout. From the Note Layout pop-up menu, choose Add New
Layout. The Printing Layout dialog box appears.

Type a name for the new layout
|

=—————— Printing lajout =———————
|
Hote Layout |Mu Hote Layout I |
Click if you want —g—— print ane Note Per Page size
to print each Orientation
note on a Output
separate page Holes O on Dutside
Column Setup R
) From List Windoy Also Print [ Date [ Page Number
Print the'same — ~{ @ specify... [T = [ cut Lines
columns in the  Body ] [] Centered on page
H W Time -
same order as in + Date | Font
the task list v Modified & size [12_|[¥] O] 6ol
view, or specify _
2 new
arrangement '

Click for more printing options

After you create a layout, it appears in the Note Layout pop-up menu.

Avery 41307

Avery 41357

Franklin Classic
Franklin Classic 2-sided

New layout
Quick Print

Add New Lagout...
Edit Layout...

— Click to edit this layout

Margins Setup...
Paper Planner Interview...

To change or delete a layout, choose the layout from the Note Layout
pop-up menu, then choose Edit Layout from the pop-up menu. Make
the changes you want, then click Save, or click the Delete button if you
want to delete the layout.

Changing or adding day planner information

The first time you print, you are prompted for information about your
day planner. If you want to change that information, or if you did not
initially specify a day planner, you can update this information.
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In the Print dialog box, choose Paper Planner Interview from the
Layout menu in the bottom left corner. The Paper Planner Interview
menu choice is available when printing calendars, contact lists,
address books, mini-address books, notes, or task lists.

Avery 41307 =
Daily Layout|® Avery 41357 =
Franklin Classic
Franklin Classic 2-sided
Quick Print

el Previey Add New Layout...

Edit Layout...

Margins Setup...
Paper Planner Interview...

The Paper Planner Interview dialog box appears. Choose a day
planner and a binder size.

Paper Planner Interview

If you use a paper-based day planner along with your Palm™ handheld, Palm
Desktop can preset its printed layouts for your binder.

Wwhich brand of day planner do you use? (“Hone 21— Choose a day planner
wWhich binder size do you use? —+— Choose a hinder size
cancel | oK |

If you have previously selected a paper planner, you are prompted to
indicate if you want this new information to replace the old, or be
added to it. Click Replace if you are changing day planners, or Add if
you want to have a choice of day planner formats.

If you want information formatted to print on standard letter-sized
sheets, rather than day planner sheets, choose Quick Print from the
Layout menu.

Setting custom margins

You can fine-tune the print settings if you need to.

In the Print dialog box, choose Margins Setup from the Layout menu
in the bottom left of the Print dialog box. The Margins Setup menu
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option is available when printing calendars, contact lists, address
books, mini-address books, notes, or task lists.

Avery 41307

Daily Layout|® Avery 41357

Franklin Classic
Franklin Classic 2-sided
Quick Print

el Previey Add New Layout...

Edit Layout...

Paper Planner Interview... |

The Margins Setup dialog box appears. If your printouts are being
“cut off” by your printer, you may need to decrease the page margin
settings slightly. The default settings, as well as the “Minimums”
settings, are determined by your printing software.

Margins Setup

------ Page Margins

Left & Right in |
Top & Bottom[0.5 in |

#djust these zettings if your printouts are being cut
off at the edges by the current printer.

Double-sided offset[0.0  |in

#djust thiz setting if the cut lines on double-szided
printouts are not lining up.

[ Minimums ]

[ Cancel ][[ 114

)

Adjustment for page margins

Adjustment for two-sided printing

Click to set for the minimum
margins allowed by your printer

If you are printing double-sided pages, such as you would for a mini-
address book, and the cut lines do not line up from one side of the
page to another, measure the difference between the cut lines on the
two sides, then type one-half that distance in the Double-sided offset

box.
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Chapter 12

Merging Data

When you use both a Macintosh and a Palm Computing® handheld to
access information, you want the information to be the same—and the
most up-to-date—wherever you access it. The HotSync® operation is
designed to quickly and conveniently synchronize information
between your Macintosh and your handheld. In addition, Palm™
Desktop software can merge data between two user data files on the
Macintosh.

About user data files

Palm Desktop software stores your calendar, contacts, notes, and
tasks in one file on your Macintosh. As described in Chapter 1, you can
open one file at a time in Palm Desktop software; we encourage you
to maintain one file for each person who uses Palm Desktop software
on the same Macintosh. This file is used to synchronize data between
your handheld and your Macintosh during a HotSync operation.

The data file is created when you install Palm Desktop software and is
located in a folder with the name you set at installation inside the
Users folder. For example, if you entered “Jane Garcia” as your user
name, the data file is named “User Data” and is located in the folder
called “Jane Garcia” in the User folder.

The first time you perform a HotSync operation with your Macintosh
and your handheld, the Palm Desktop software file you indicate and
your handheld are linked. When you synchronize data in the future,
the HotSync Manager always synchronizes with the same data file.
Make sure that you are using the correct file when you open Palm
Desktop software.

About HotSync operations

A HotSync operation is a two-way exchange of data between your
handheld and a Macintosh. Changes that you make on your handheld
or your Macintosh are updated on both after a HotSync operation.
You can use the same techniques to synchronize data among more
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than one computer: two Macintoshes, one PC and one Macintosh, and
so on.

With HotSync technology, you can

= Synchronize the data from applications on your handheld with the
matching applications on your Macintosh, and vice versa. Palm
Desktop software is one of many applications that can share data
with applications on a handheld.

» Install applications and add data files to your handheld from your
Macintosh.

= Manage individual or multiple handhelds with a single Macintosh.

= Keep your data safe by creating backup copies of all your data each
time you synchronize.

You can connect your handheld with your Macintosh to perform a
HotSync operation in two ways:

= Local HotSync

Uses the cradle, which connects to the modem or printer port on
your Macintosh. For the first HotSync operation, you must
perform a local HotSync.

=  Modem HotSync

Uses two modems: one connected to your handheld, the other to
your Macintosh. Use a modem HotSync operation to synchronize
data when you want to dial directly into your Macintosh from a
remote location.

These operations are described in detail in the HotSync Manager
online help.

From the Help menu, choose “Search Index for” and type:
= HotSync Manager

About synchronizing user data files using
HotSync technology
It’'s most convenient to have all your information in one file. But

sometimes it’s also useful to have more than one file, for example, one
file on an office computer and the other on a portable. Having two files
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creates the problem of making sure both contain the same
information, especially if information is changed independently in
each file.

You can use your handheld to make sure multiple files contain the
same information. Simply perform HotSync operations with both
computers on a regular basis.

You can use your handheld to synchronize files even if one computer
is a Macintosh and the other computer is an IBM-compatible running
Windows operating system.

The files on the two computers will have the same filename.

Archiving data you delete from your handheld

When you delete an item from your handheld, you have the option to
have the item archived on your Macintosh during the next HotSync
operation. The archive only contains items you delete from the
handheld; items deleted from the handheld through synchronization
with Palm Desktop software are not archived.

The archive file is named “User Data Archive” and is located in the
Users folder in the folder with the name corresponding to the name of
your handheld. For example, if you entered “Jane Garcia” as your user
name, the archive file is located in the folder called “Jane Garcia” in
the User folder.

Merging two Palm Desktop files

In addition to using a handheld to synchronize data files, you can use
the Merge File feature to make sure multiple files contain the same
information. Before you can merge two files, you must have the two
files either on your hard disk, on a floppy, or accessible through a
network. The two files do not need to have the same filename.

To merge one file with another, first open one of the files. Then choose
Merge from the File menu. The Open File dialog box appears.
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=, Macintosh ...
(j Letter Templates B
(j palm 0s™ Updates
Choose file to B Portable file
merge with & primaryfile -
3
= [ open J4— Click to begin
merging

Choose the file you want to merge with, then click Open.

A dialog box opens showing you the progress of the merge. After the
two files are merged, a summary appears.

1 item was merged.
1 item was changed in both files and cannot be
merged automatically. Your assistance is
needed to reconcile this item.

If any conflicts are found, and Palm Desktop software is not able to
resolve them, it prompts you for input.

Resolving conflicts

When you synchronize data, whether by performing a HotSync
operation or using the file merge feature in Palm Desktop software,
the following actions take place:

= Ifinformation is in one place and not the other, that information is
copied from one place to the other.

» If information has been deleted in one place, it is deleted it in the
other.

» If information has been changed in both places, a HotSync
operation uses the rules you specify to determine which change it
keeps. The file merge process asks you for help resolving the
difference.

File synchronization with Palm Desktop software is field-by-field.
When synchronizing existing calendar items, contacts, notes, or tasks,
the application looks through each field of information in each item.
Then, depending on the field, it either takes the more recent of the two
fields—or combines information from both.

Page 170 Merging Data



File merge conflicts

After the two files are merged, you may be prompted for help
resolving data conflicts. Click OK in the merge report message box.
You see a description of the specific conflict.

Merge Conflict 1 of 1

The Company field of Kim Chen has been changed in both files,

‘Which contact do you want to keep?

(®) This file: International Bakery

() Other file: Classy Café

2 [ _cancel | [<cPrevious | [ 0K 1l

Determine which action to take, then click the Next button to finish
merging the files. When there are no more conflicts to resolve, click
OK.
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Chapter 13

Using the Instant Palm™ Desktop
Menu

This chapter explains the basics of using the Instant Palm™ Desktop
menu.

About the Instant Palm Desktop menu

The Instant Palm Desktop menu icon [ appears in the top right
corner of the screen to the left of the |2) menu in the menu bar.

In the Instant Palm Desktop menu you can:

= See your appointments, events, and tasks for the current day
without starting Palm™ Desktop software

= Show designated contact names and phone numbers, and dial
phone numbers

= Quickly start Palm Desktop software or switch to it from another
application

= Search for contacts without starting Palm Desktop software

= Create appointments, tasks, contacts, notes, and event banners
without starting Palm Desktop software

2
Instant Palm ——F oOpen Paim™ Desktop
Desktop opens HotSync® Manager
. Find Contact...
the last data f_lle Create )
you worked with
Events & Appointments —— Event banners are listed
Trade Show 1 :
10 AM Mtqg. with Dan Gerhard first, then appomtments
The diamond ——+ 5 PM Janet Lin (ad agency)
indicates the Taske —{ Tasks are listed in the
. upcoming Revise delivery schedule order they were created
appointment for Order equipment
the current da
y Contacts -1 _To see al_l of the
Denise Garcia W: (814 555-7777 | information for acontact,

select the name
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Note The Instant Palm Desktop menu is controlled by the Instant
Palm Desktop extension, which is automatically copied to the
Extensions folder inside your System Folder when you install
Palm Desktop software.

Working with contacts

In the Instant Palm Desktop menu, you can search for and display
contacts, and add their names and phone numbers to the menu.

Note For more information about setting up for dialing telephone
numbers, see “Setting dialing preferences” in Chapter 3.

Choose Find Contact from the [Z] menu to search for contacts. The
Find Contact dialog box appears.

Find Contact

Starts With [d g —H—— Type the initials or the first
Dan Gerhard (Red IDheat Milling) ] few letters of the name of
Denise Garcia (Bakery Supplies, Inc.) the contact you want to find

Doris Gerard (International Bakery)

]

[[Disptay}—+—— Click to show a non-editable

contact card for the selected
contact

Add to Menu

— Click to add the selected contact to
the Instant Palm Desktop menu

When you click Add to Menu, you see a dialog box similar to the one
below.

Check the phone number{s)to appear
in the Instant Palm Desktop menu.

Work: (814) 555-7777 |
Home: (408) 555-5684 a }—— Click to show the name and phone number
Fax: (315) 555-0011 a in the Instant Palm Desktop menu

[ Cancel ] H 0K ]l
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When you click Display in the Find Contact dialog box, you see a non-
editable version of the contact card.

Dan Gerhard Phones

Sales Rep !

Red Whest MiTling vork (o sse-2are B Click to dial
the phone
number

Work Address
1257 Orcutt Rd
San Miguel, CA 96729

Home Address

Other Information
Has good contacts with specialty grain companies in Europe

C||Ck tO Copy Ernail dgerhard@mmeci.corn
all of the Cateqories Wark Click to copy the
fields to the selected field(s)
Clipboard—{—{€opy Al to the Clipboard

To remove a contact from the Instant Palm Desktop menu, display the
appropriate contact card and deselect the checkbox next to the phone
number. You can do this from either the Instant Palm Desktop contact
card or the contact card in Palm Desktop software.

] Click to remove the
& contact from the Instant
Palm Desktop menu

Phones
Work (805) S55-2478

Dan Gerhard
Sales Rep
Red Wheat Milling

Creating items from the Instant Palm Desktop
menu

You can create an appointment, task, contact, note, or event banner

directly from Instant Palm Desktop. Choose Create from the [
menu, and then choose the type of item you want to create from the
submenu.

Outline liew 2

Open Palm™ Desktop
HotSync® Manager
Find Contact...

Appointment ..

Task...

Contact... Events & Appointments

Note... Trade Show

Event Banner... 10 AM Mtg. with Dan Gerhard

|0 5 PM Janet Lin (ad agency)
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Appendix A

Printing Double-Sided Pages

You can print on both sides of a page to produce compact printed
output. You print one side first, then you are prompted to reinsert the
printed pages to print the other side.

This appendix shows you how to print double-sided pages. Read the
section for your particular printer. If there is no section for your
printer, see the user’s guide that came with your printer or consult
your printer’s manufacturer.

You can print your calendar and address book pages to fit several
standard double-sided page organizers:

= 8.5inch by 11 inch (Portfolio)

= 5.5inch by 8.5 inch (Organizer)

s 4.25inch by 6.75 inch (Compact)

s 3.75inch by 6.75 inch (Sr. Pocket)
= 3.5inch by 5 inch (Pocket)

= 3inchby5inch (Memo)

m  2.75inch by 5 inch (Jr. Pocket)

s 2.75inch by 4.25 inch (MiniBook 8)
= 2inch by 2.25 inch (MiniBook 12)

Marking paper for hole-punches

If you are not using pre-punched and pre-printed forms, you can print
hollow circles where the holes should be punched and dashed lines

where you should cut the paper. To mark the paper for hole-punching
and cutting, choose Print from the File menu, then choose Edit Layout
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from the Layout pop-up menu. The Printing Layout dialog box
appears. For more information on editing layouts, see Chapter 11.

==————— Printiglyynnt ==&5=———————

Daily Calendar Layout | My daily view |
¥hat to Print Size
[ sppointments Orientation
[ Event Banners Output
[ Tasks Holes [Jon Dutside
& attachments Also Print [ Date [] Page Number “ +— Select these
[ Print dcross Two Pages [ Cut Lines OptiOl"IS to
[ centered on page show you
Font where to punch
size [12_|[¥] O ol holes and cut
away excess
paper

Apple LaserWriter/LaserWriter Plus, Hewlett-
Packard DeskWriter

For the DeskWriter, LaserWriter, and LaserWriter Plus, these are the
general steps:

= Print one side of the page
= Reverse the order of the pages
= Print the other side of the page

Follow the instructions in Chapter 11 for printing. Follow these steps
after printing has begun:

1. Ifyou’re using pre-punched paper, feed the paper in the printer so
that the holes enter the printer first.

CEC Edge with the holes
enters the printer first

The printed pages come out of the printer in reverse order and
printed side up. The first page printed (for example, January/April
or the A’s if you’re printing contacts) is at the bottom of the stack.
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Flip Pages

The front sides of your document are now printing.

When the front pages have finished printing, remove the
pages from the printer and reinsert them as appropriate.

[ Cancel ][[ Print Backs ]]

While the first side is printing, you see a message on the screen.

2. Wait until all the pages have printed and then remove the printed
pages.

3. Reverse the order of the pages.

The first page that was printed should be on top of the stack of
pages; the last page should be on the bottom of the stack.

4. Insert the pages back into the paper tray, printed side up.
5. Click Print Backs.

Apple Personal LaserWriter, Hewlett-Packard
LaserJet IIP and IlIP

For the Laserlet IIPZ11IP and the Personal LaserWriter SC/NT/LS,
these are the general steps:

= Print one side of the page
= Reverse the order of the pages
= Print the other sides of the pages

Note Ifthe printer has a face-up tray, these steps assume the tray is
closed.
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Follow the instructions in Chapter 11 for printing. Follow these steps
after printing has begun:

1. Ifyou’re using pre-punched paper, feed the paper in the printer so
that the holes enter the printer first.

CEC Edge with the holes
enters the printer first

The printed pages come out of the printer with the first page at the
bottom of the stack and the printed side down. The first page
printed (for example, January/April or the A’s if you’re printing
contacts) is at the bottom of the stack.

While the first side is printing, you see a message on the screen.

Flip Pages

The front sides of your document are now printing.

When the front pages have finished printing, remove the
pages from the printer and reinsert them as appropriate.

[ Cancel ][[ Print Backs ]]

2. Wait until all the pages have printed and then remove the printed
pages.

3. Reverse the order of the pages so that the first page printed is on
the bottom.
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4. Insert the pages back into the paper tray, printed side down.
5. Click Print Backs.

Apple LaserWriter Il series, Hewlett-Packard
LaserJet I1l and I1ID

For the Laserlet l1I/11ID and the LaserWriter Il SC/NT/NTX/F/G,
these are the general steps:

= Print one side of the page
= Reverse the order of the pages
= Print the other sides of the pages

Note These steps assume the printer’s face-up tray is closed.

Follow the instructions in Chapter 11 for printing. Follow these steps
after printing has begun:

1. Ifyou’re using pre-punched paper, feed the paper in the printer so
that the holes enter the printer first.

CEC Edge with the holes
enters the printer first

The printed pages come out of the printer with the first page at the
bottom of the stack and the printed side down. The first page
printed (for example, January/April or the A’s if you’re printing
contacts) is at the bottom of the stack.

While the first side is printing, you see a message on the screen.

Flip Pages

The front sides of your document are now printing.

When the front pages have finished printing, remove the
pages from the printer and reinsert them as appropriate.

[ Cancel ][[ Print Backs ]]
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4,
5.

Wait until all the pages have printed and then remove the printed
pages.

Reverse the order of the pages so that the first page printed is on
the bottom.

Insert the pages back into the paper tray, printed side down.
Click Print Backs.

Apple LaserWriter Pro 630 and 16/600PS

For the Apple LaserWriter Pro 630, 16/600 and some similar printers,
these are the general steps:

Print one side of the page

Flip over the stack of pages
Reverse the pages 180 degrees
Print the other sides of the pages

Follow the instructions in Chapter 11 for printing. Follow these steps
after printing has begun:

1.

If you’re using pre-punched paper, feed the paper in the printer so
that the holes enter the printer first.

CEC Edge with the holes
enters the printer first
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The printed pages come out of the printer with the first page at the
bottom of the stack and the printed side down. The first page
printed (for example, January/April or the A’s if you’re printing
contacts) is at the bottom of the stack.

While the first side is printing, you see a message on the screen.

= flliplales =""——————

The front sides of your document are now printing.

When the front pages have finished printing, remove the
pages from the printer and reinsert them as appropriate.

[ Cancel ][[ Print Backs ]]

2. Wait until all the pages have printed and then remove the printed
pages.

3. Flip over the stack so that the first page that was printed is at the
top of the stack.

The first page that printed should be on top of the stack of pages;
the last page should be on the bottom of the stack.

4. Turn the pages around 180 degrees.

5. Insert the pages back into the paper tray, printed side up.
6. Click Print Backs.
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Address Book application on your
handheld 57

address books 49
addresses

changing 50

copying and pasting 56

printing 149, 151
agendas. See calendars
ages, of contacts 56
alarms, onscreen 77, 84
alphabetizing lists 105
appearance of screen
AppleScript 54
AppleWorks 59, 124
applications

attaching files from 124

exporting data to 130

importing data from 127
appointments 3

attaching 119

categorizing 115

changing 80

creating 76

deleting 81

finding 111

hiding 76

repeating 77

selecting 134

transferring to your handheld 82
archiving handheld data 167
attachments 119

automatic 120

deleting 125

files 124

letters 59

notes 70

transferring to your

handheld 119

viewing 124
auto-completion, in typing entries 53
auto-dialing 61, 173

automatic attachments 120

B

background, running in 171
backgrounds. See Decors
birthdays 53, 56

button bar 12

C

calendars
adding tasks to 90
described 3
navigating in 73-75, 111
preferences 84
printing 138-140
capitalization, automatic 53
categories 115-118
characters, text 14
cities 53
Claris Emailer 55
Claris Organizer 127
ClarisWorks 59, 124
colors, of categories 117
columns, in list views 106
completed tasks 96, 102
conferences 78
contact cards 49
described 53
printing 144
contacts 49-65
attaching 119
categorizing 115
creating 49
described 5
finding 104, 111, 172
preferences 64, 126
printing lists 143
selecting 134
showing all 105
sorting 105
transferring to your handheld 57
viewing 102
custom fields 51, 54
custom filters 103
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Daily Calendar 3, 74
data
backing up 46
exporting 130
importing 128
saving 9
databases
ClarisWorks 128
FileMaker Pro 128
Date Book application on your
handheld 82
dates
changing 80
formatting 13
moving to specific 111
selecting 134
special 78
day planners 138, 162
Day Runner day planners 138
days, changing in Weekly
Calendar 74, 84
Day-Timer day planners 138
Decors 14
default options 13
deleting
appointments 81
attachments 125
categories 118
from handheld 167
notes 71
tasks 98
DeskWriter 176
dialing 61
from Instant Palm Desktop
menu 173
preferences 63
double-sided printing 175-181

E
e-mail
accessing 54
addresses 53
Emailer, Claris 55
entering information 10
entry lists 53

envelopes, printing 148
event banners 4, 75
changing 81
defined 78
transferring to your handheld 82
exporting 130
Extensions folder 172

F

faxes 53, 158
files
attaching 124
closing 10
creating 9
opening 9, 171
saving copies 9
searching in 111
synchronizing 165
transferring to your
handheld 124
filtering information 102, 134
finding
appointments 111
contacts 172
notes 71
tasks 111
text 104, 111
fonts 14
Franklin day planners 138
frequently used items 114

G

getting started 7, 17
graphics, in return addresses 152
gripper 121

H
hiding
appointments 76
tasks 76
toolbar 13
high priority tasks 95
holidays 78
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HotSync operation
overview 165
synchronizing data between two
desktop computers 166
hours, of work 84

icons 12

important tasks 95

importing 127

Instant Palm Desktop menu 52, 171
Internet 54

L

labels
printing 153
printing return addresses 156
LaserJet Il and 111D 179
LaserJet IIP and I1IP 177
LaserWriter 176
LaserWriter 11 179
letters 59
addressing 56
attaching 59
list views 101
lists 101
contacts 49
hiding columns in 106
of notes 68
of tasks 92
sorting 105
viewing partial 102
lists, to-do. See tasks
logos, in return addresses 152

M

MacWrite Pro 59
mailing labels
printing 153-156
marking
completed tasks 96
contacts, for printing 59, 136
Memo Pad application on your
handheld 72

memory, adjusting 15
menu bar 171
menus
adding items to 114
adding to Instant Palm
Desktop 172
See also pop-up menus 172
merging data 165-169
migrating from Claris Organizer 127
mini-address book 146
modems 63
Monthly Calendar 3, 75

N

names and addresses. See contacts
notes 67-72

attaching 70, 119

categorizing 115

changing 70

deleting 71

described 6

finding 71, 111

printing 160

selecting 134

showing all 105

sorting 105

transferring to your handheld 72

viewing 68, 102

O

ongoing appointments 77
ongoing tasks 88

opening files 9

options, default 13

P

Palm Desktop software
merging files 167
quitting 10
starting 7, 171
tutorial 17

paper clip pop-up menu 119

paper planners 138, 162

Personal LaserWriter 177
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phones 61, 173

PICT files, printing fax sheet as 159

PIMs 128

pop-up menus
adding items to 53, 95, 116

preferences 13
calendar 84
contacts 64, 126
fonts 14
phoning 63
screen appearance
tasks 98

printing 133
address books 143-148
calendars 138-140
contacts 59, 143
DeskWriter 176
double-sided 175-181
envelopes 148
fax cover sheets 158-160
LaserJet 1l and 111D 179, 180
LaserJet IIP and IIIP 177
LaserWriter 176
LaserWriter 11 179, 180
mailing labels 153-156
notes 160
organizer page sizes 175
Personal LaserWriter 177
pre-punched forms 175
previewing 136
return address labels 156-158
selecting items for 134-136
tasks 141

priority of tasks 95

R

recently used items 114
reminders 67
appointments 77, 84
birthdays 56
tasks 94

transferring to your handheld 82

renaming fields 54
reordering columns 107
rescheduling 80
resizing columns 107

return addresses
printing 150, 152, 156
revealing all items 105

S

salutations, letter 56
saving files 9
scheduling appointments 73
scheduling tasks 88
screen appearance
scripts 54
searching 103, 111, 134, 172
settings, default 13
showing all items 105
showing and hiding columns 106
size of text 14
sorting 105
tasks 97, 105
special dates. See event banners
starting Palm Desktop software 7,
171
states 53
synchronizing files 165

T

tasks 87-99
attaching 119
categorizing 95, 115
changing 93
completed 96, 98
deleting 98
finding 111
hiding 76
moving 96
preferences 98
printing 141
prioritizing 95
repeating 88
selecting 134
showing all 105
sorting 97, 105

transferring to your handheld 90

unscheduled 89
viewing 92, 102, 106
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telephone numbers 52
auto-dialing 61, 173
automatic formatting 54
preferences 63

templates 10-12

text size 14

text, finding 104, 111

things to do. See tasks

time of appointments 80

time, seeing current 74

timestamp button 6

To Do List application on your

handheld 90

to-do lists. See tasks 87

toolbar 12

trips 78

tutorial 17

two-page organizers 175

U

undo 10
unscheduled tasks 89

upgrading from Claris Organizer 127

Vv

vacations 78
viewing lists
partial 102
sorted 105
virtual memory, adjusting 15

W

web sites 53, 54

Weekly Calendar 3, 74, 84
weeks, preferences 84
windows, closing 10
word processing 59, 124
work hours 84

World Wide Web 54
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