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Copyright and Trademark
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Disclaimer and Limitation of Liability

palmOne, Inc. assumes no responsibility for any damage or loss resulting from the use of this guide.

palmOne, Inc. assumes no responsibility for any loss or claims by third parties which may arise through the
use of this software. palmOne, Inc. assumes no responsibility for any damage or loss caused by deletion of
data as a result of malfunction, dead battery, or repairs. Be sure to make backup copies of all important data
on other media to protect against data loss.

[ Y JIMPORTANT Please read the End User Software License Agreement with this product before using the
accompanying software program(s). Using any part of the software indicates that you accept the terms of the
End User Software License Agreement.

Software Download Available
Palm® Desktop software is supplied on a CD. If you do not have access to a CD drive for your computer, you
can download Palm Desktop software from www.palmOne.com/intl/support
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About This Guide

This guide tells you everything you need to know about your handheld: the things
you'll do every day, the advanced features that let you get the most out of your
handheld, and the things that make your handheld not only useful, but fun.

Tips for viewing this guide

Here are some helpful tips for making it easier to read and find information in this guide as you
view it in Adobe Reader:

* To magnify the page, click the magnifying glass [/, move the cursor (which is now a
magnifying glass) over the page, and click repeatedly. Click Previous View (4 or i depending
on your version of Reader) to return to the original view.

e Click an entry in the Table of Contents or Index to go directly to that section of the guide.

e If you link to a page, in the guide click Previous View (4 or o depending on your version of
Reader) to return to the page you were on before you clicked the link.

e When selecting the page(s) to print, be sure to use the file page number shown at the bottom of
your computer screen, not the printed page number. For example, to print the page you are
reading right now, select page 20 (the file page), not page xx (the printed page).
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What's in this guide?

The info in this guide includes step-by-step instructions, links to cross-references, and sidebars.

Step-by-step instructions
Here you'll find how-to information. Look for these cues in instructions:

N Continued

i Done

[ ! [IMPORTANT

[ & ] OPTIONAL
Ry NOTE

WINDOWS ONLY
MAC ONLY

Links

Cue that means the procedure continues on the next page.
Cue that signals the end of the procedure. You're done.

A step that you must follow; otherwise, you could experience an
error or even lose information.

A step you might find useful.

Information that applies only in certain cases or that tells more about
a procedure step.

A procedure or text that applies to one platform only. In most cases,
if you see one heading, check the following or preceding sections for
the other. Sometimes, there is no Mac counterpart for a Windows
procedure or text—this feature is not available to Mac users.

Links appear as underlined words in sidebars and other places throughout this guide.

In this chapter

Related topics

Links on the first page of each chapter that send you to a specific section.

Links that send you to other topics in this guide to learn about more
things you can do with an application or feature.

Tungsten™ T5 Handheld
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Sidebars

[ 7] Before You Begin
Things you must complete before you can do the steps described in a procedure or group of
procedures.

A suggestion on how to use a feature more fully; a shortcut; a pointer to a related feature.
An interesting fact about the topic being described; may include a link to more information.

A technical term related to the topic being described. The term may appear in this guide or only
on your handheld.

A pointer to a website where you can find help if you experience problems with a specific
feature or with your handheld.
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CHAPTER 1

Setting Up

Your Handheld and Your Computer

What'’s in the box?

System requirements

Step 1: Charging your
handheld

Step 2: Turning on your
handheld for the first time

Step 3: Installing your
software

Step 4: Connecting your
handheld to your computer

Switching to another
desktop software application

Using user profiles

Related topics

Congratulations on the purchase of
your new palmOne™ Tungsten™ T5b
handheld! You're about to discover so
many things about your handheld that
will help you better manage your life
and have fun, too. As you become
more familiar with your handheld,
you'll probably personalize the settings
and add applications to make it
uniquely yours.

While you're likely to get years of
enjoyment from your handheld, it
takes only four easy steps to get up
and running.

Benefits
e Start using your handheld right away

¢ Establish a link between your
handheld and your computer

e Set up your handheld for optimal use

Tungsten™ T5 Handheld



CHAPTER 1 Setting Up Your Handheld and Your Computer

What's in the box?

Palm Desktop software
The software that lets you
enter, update, review, and
synchronize information
on your computer.

Flip cover

AC charger

Tungsten™ T5 handheld by !Software installation CD

palmOne

System requirements

The installation CD contains Palm® Desktop software and other applications you need to set up
and use your handheld. To use Palm Desktop software, your desktop computer must meet these
requirements:

WINDOWS ONLY

e A PC with a Pentium Il processor or later, and one of the following operating systems:
e Windows 2000 (requires administrator rights to install Palm Desktop software)
e Windows XP (requires administrator rights to install Palm Desktop software)

¢ |nternet Explorer 5.0 or later

¢ 32 megabyte (MB) available RAM (64MB recommended)
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CHAPTER 1 Setting Up Your Handheld and Your Computer

e 170MB available hard disk space

¢ One available USB port

e USB sync cable (included with your handheld)

e CD or DVD drive for installing Palm Desktop software from the CD that came with your

handheld; or you can download Palm Desktop software by visiting our website at
www.palmOne.com/intl/support

RYNOTE Palm Desktop software that is downloaded from the palmOne website does not include
additional software available on the CD.

MAC ONLY

e Mac computer or compatible with a PowerPC processor

e Mac OS X, version 10.2 or 10.3 (requires administrator rights to install Palm Desktop software)
e 128MB total RAM

e 190MB available hard disk space

e Monitor that supports screen resolution of 800 X 600 or better

¢ One available USB port

e USB sync cable (included with your handheld)

e CD or DVD drive for installing Palm Desktop software from the CD that came with your

handheld; or you can download Palm Desktop software by visiting our website at
www.palmOne.com/intl/support

RY NOTE Palm Desktop software that is downloaded from the palmOne website does not include
additional software available on the CD.
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CHAPTER 1 Setting Up Your Handheld and Your Computer

Step 1: Charging your handheld

[!] Before You Begin
If you're upgrading from 1
another Palm Powered
device, synchronize your
old handheld with your
old desktop software.

Connect your handheld:

a. Plug the USB sync cable into
your handheld and into a USB
port on the back of your

computer.
After the initial charge, b. Plug the AC charger into the
charge your handheld at Multi-connector on the sync
least half an hour every cable and into an outlet.
day.
2 Charge your handheld for three hours. Be sure your handheld is fully charged

before going on to Step 2.

i Done
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CHAPTER 1 Setting Up Your Handheld and Your Computer

What you should know about your handheld’s battery

While your handheld is charging, take a minute to learn about the battery:

¢ If you see an alert on the screen warning you that the battery is low, recharge your handheld.
Also recharge your handheld if it doesn’t turn on when you press the power button.

RINOTE The memory on your handheld is designed to store your information even if the battery
becomes drained to the point that you cannot turn on your handheld. When you recharge your
handheld, all of your existing information, both in program memory and on the internal drive,
should appear.

¢ Conserve battery life by doing any of the following:
Adjust the screen brightness

Reduce the Auto-off setting

Prevent your handheld from turning on by accident
Stop music or video playback when not in use
Respond to or cancel alerts promptly

Set the Bluetooth® functionality to off when not in use
Minimize use of the expansion slot
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[!] Before You Begin
Be sure to fully charge
your handheld, as
described in the
preceding procedure.

After you set up your
handheld, review the
Quick Tour on your
handheld and take the
tutorial on the CD to learn
the basics.

Setting Up Your Handheld and Your Computer

Step 2: Turning on your handheld for the first time

1 Unplug the USB sync cable from
your handheld.

Power button

2 Press the power button.
3 Slide the stylus out of the slot.
4 Hold the stylus as you would hold a pen, and follow the onscreen instructions

to set up your handheld.

i Done
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CHAPTER 1 Setting Up Your Handheld and Your Computer

Step 3: Installing your software

When you upgrade, 1
there’s no need to delete

the old desktop software

first. When you install the

new Palm Desktop

software, all of your

Insert the CD into your computer.

RINOTE You need administrator rights to install Palm Desktop software on a
computer running Windows 2000/XP or Mac OS X.

information transfers 2

automatically to the new WINDOWS ONLY

software. . . , .
Follow the onscreen instructions. If you're upgrading, select the username that
you assigned to your old handheld.

Take the interactive MAC ONLY

tutorial on the CD to learn

how to create an Double-click the CD icon, and then double-click palmOneSoftware.pkg.

appointment; set up your
handheld’s features for
photos, video, and music; i Done

q During installation, you're asked to connect your computer to your
and more.

handheld. See Step 4.

IT managers can set up a
profile if they want to
install the same set of
information on several
handhelds.
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If the Select User dialog
box appears during
synchronization, select
the username of the
handheld you want to
synchronize, and click OK.

Third-party application
A software program that
runs on a Palm Powered
device, but is not created
or supported by
palmOne, Inc.

If you have problems with
your new handheld after
you synchronize, you

may need to update your
third-party applications.

Setting Up Your Handheld and Your Computer

Step 4: Connecting your handheld to your computer

In this step, you connect your handheld to your computer and synchronize for the first time.
Synchronizing simply means that any information you enter in one place (your handheld or
computer) is automatically updated in the other.

[ ! ]IMPORTANT Be sure to synchronize the info in your handheld’s program memory at least
once a day so that you always have an up-to-date backup copy of this info on your computer.

1

Connect your handheld to your

computer:

a.

Plug the USB sync cable into a
USB port on the back of your

computer.

Plug the cable into your
handheld.

Y Continued
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CHAPTER 1 Setting Up Your Handheld and Your Computer

2 Press the power button to turn on your handheld.

Continue with the onscreen instructions. Synchronize your handheld with your
computer by pressing the HotSync button on the USB sync cable.

i Done

Tungsten™ T5 Handheld
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Switching to another desktop software application
WINDOWS ONLY

[ 1] Before You Begin During CD installation, you chose a desktop software application to synchronize with your
handheld. You may have chosen Palm Desktop software at that time. But if Microsoft Outlook
already contains all of your contacts, appointments, tasks, and notes, you can change your
synchronization method so that your handheld synchronizes with Outlook instead. You can also
change from Outlook to Palm Desktop software.

You must have completed
CD installation and
chosen Palm Desktop
software as your desktop

application for RI NOTE If you choose to synchronize with Outlook, info from Contacts, Calendar, Tasks, and
synchronization in order Memos is synchronized with Outlook. You can also set up the VersaMail® application to

to switch to Outlook. Note synchronize with Outlook. Other info, such as photos and notes, is synchronized with

that you can choose Palm Desktop software.

Outlook as your

synchronization software

for Contacts, Calendar, 1
Tasks, and Memos during

CD installation.

Insert the CD into your computer.
2 Select Change your synchronization method.

3 Follow the onscreen instructions for the desktop software you want to use.

i Done
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Using user profiles

[ Y IMPORTANT Only IT managers may need to use user profiles for their company. If you are not
an IT manager, you can skip this section.

Suppose your sales organization wants to distribute two dozen handhelds that all have a common
company phone list, a set of memos, and several key applications. A user profile can be created to
install this information before the handhelds are distributed to employees. When the employees
synchronize for the first time, this common information becomes part of their user-specific
information.

A user profile enables you to install the same information onto multiple handhelds before each
handheld is individualized with a unique username and user-specific information. A handheld that
has a user profile installed can be given to anyone, because the handheld is not yet identified by a
unigue username. When the new user synchronizes for the first time, he or she gives the handheld
a unique username.

RINOTE Handhelds that are synchronized with a user profile must be either new ones that have
never been synchronized or handhelds that have had their usernames and information removed
by a hard reset.
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CHAPTER 1 Setting Up Your Handheld and Your Computer

Creating a user profile
WINDOWS ONLY

Save time by importing to 1
quickly add information

to a profile.

Open the New Profile screen:
a. Open Palm Desktop software.
b. From the Tools menu, select Users.

c. Click Profiles, and then click New.

Profiles

Select a profie

Ok

New Prafile

e
Enter & new profile name

Delete... |

Fiename..

Uzars

=
H

Help

2 Enter a unique name for the profile, and click OK twice.

Select the profile from the User

. . . i | User: | Tech Support [profile] |
list, and create the info in [t [t et
Alma
Palm Desktop software for the poi
profile. T e
2 B (Fdit Users

i Done
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MAC ONLY

1

Open the New Profile screen:
a. Open Palm Desktop software.
b. From the User pop-up menu, select Edit Users.

c. Click New Profile.

8eoe Users

=
— — wgm | @
| | W o

New User New Profile Edit Delete

Name &1 Kind

& Christopher Tracy user
,Q, mbronte user

Enter name for new prafile:

Cancel

oK

Create the profile:
a. Enter a unique name for the profile, and click OK.

b. Close the Users window.

M Continued

Tungsten™ T5 Handheld
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CHAPTER 1 Setting Up Your Handheld and Your Computer

Select the profile from the User pop-up menu, and create the info in
Palm Desktop software for the profile.

Set the profile’s conduit settings:
a. From the HotSync menu, select Conduit Settings.

b. Select the conduit settings for the profile.

i Done

Synchronizing with a user profile
WINDOWS ONLY

1

Begin synchronization:

a. Connect the USB sync cable to the USB port on the back of your computer,
and then insert the other end into the Multi-connector on your handheld.

b. Press the HotSync button on the USB sync cable.

M Continued

Tungsten™ T5 Handheld
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CHAPTER 1 Setting Up Your Handheld and Your Computer

2 Transfer the profile information:
R . Instaling a profile will overwite all data currently
a. Click Profiles. ® i
Are you sure you want ta da this?
b. Select the profile you want to 1 o sk gt agin
load on the handheld, and i &
click OK.
c. Click Yes.

i Done The next time you synchronize that handheld, Palm Desktop
software prompts you to assign a username to the handheld.
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CHAPTER 1 Setting Up Your Handheld and Your Computer

MAC ONLY

1 Begin synchronization:

a. Connect the USB sync cable to the USB port on the back of your computer,
and then insert the other end into the Multi-connector on your handheld.

b. Press the HotSync button on the USB sync cable.

2 Select the profile you want to e
load on the handheld, and ————
click OK. User: [ profilel )

£ New User { cancel ¥ Hi—’

i Done The next time you synchronize that handheld, Palm Desktop
software prompts you to assign a username to the handheld.

Tungsten™ T5 Handheld
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CHAPTER 1 Setting Up Your Handheld and Your Computer

Related topics

Click a link below to learn about these related topics:
If you're having problems
with setup or anything else
on your handheld, go to
www.palmOne.com/intl/

Managing Info ¢ Synchronizing your handheld with Palm Desktop software or Microsoft
Outlook on your computer

support/. ¢ Synchronizing wirelessly using Bluetooth technology on your handheld
e Using your company's network to synchronize information

e Choosing whether or not to synchronize information for a specific
application

e Transferring information to your handheld from an outside source, such
as a file containing your company’s phone list

e Adding applications to your handheld
¢ |nstalling additional software from the CD
e Deleting applications from your handheld
¢ Viewing application information
Customizing e Adjusting the screen display
¢ Reducing the Auto-off setting
e Keeping your handheld from turning on accidentally

Common Answers to frequently asked questions about setup
Questions

Tungsten™ T5 Handheld 17
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CHAPTER 2

Basics

Locating the controls on

our handheld

Using the status bar

Rotating the screen

What's on the screen?

What software is on my
handheld?

What's on the CD?

Related topics

Whether you're at work, at home, or on
the go, you’ll quickly understand why
handhelds are also called personal
digital assistants (PDAs). Like a good
personal assistant, your handheld
helps you keep track of your schedule,
your business and personal contacts,
and your to-do list.

But more than just helping you get
organized, your handheld helps you
stay productive by letting you carry
and access important files, folders, and
documents. It also helps you stay
connected by offering wireless access
to email, text messages, and the web.
And when you just want to relax and
have fun, use your handheld to view
digital photos and videos, listen to
music, play games, and more.

Benefits

e Carry files and folders on an internal
flash drive containing 160MB of
storage, and work with them on the

go
e Save time and stay organized
¢ Travel light

¢ Keep your information safe

e Stay in touch with wireless
connectivity

Tungsten™ T5 Handheld
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CHAPTER 2 Basics

Locating the controls on your handheld

Front panel controls

5-way navigator

Screen

Favorite Files

Calendar

Quick buttons Contacts

Screen Displays the applications and information on your handheld. The
screen is touch-sensitive.

Display the input area by tapping the Input icon I on the status bar.
Use the input area to enter info with Graffiti® 2 writing or the onscreen

keyboard.
5-way navigator Helps you move around and select info to display on the screen.
Quick buttons Turn on your handheld and open Favorites, Calendar, Contacts, or
Files.
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Top and side panel controls

IR Short for infrared.
Beaming uses infrared
technology to send
information between two
IR ports that are within a
few feet of each other.

Beaming lets you quickly
share appointments,
addresses, phone
numbers, and more.

IR port

Expansion
card slot

IR port

Expansion card
slot

Power button

Headphone jack

Stylus

Stylus

Power button

Headphone jack

Beams information between handhelds and other devices that have an IR
port.

Lets you insert an expansion card (sold separately) to back up info and
add memory, applications, and accessories to your handheld.

Turns your handheld on or off and lets you turn Keylock on (if active).

Lets you connect standard 3.5 mm stereo headphones (sold separately) to
your handheld so you can listen to music and other audio applications.

Lets you enter information on your handheld by writing or tapping. To
use the stylus, slide it out of the slot and hold it as you would a pen or
pencil. Using your fingertip instead of the stylus is OK, but don’t use your
fingernail, a real pen, or any other sharp object to touch the screen.

Tungsten™ T5 Handheld
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Back panel controls

USB Shortfor Universal
Serial Bus; the type of
connector or cable that's
commonly used to
connect accessories to a
computer.

Bluetooth® radio
(internal)

Speaker

AC connector

(part of Multi-connector)

Multi-connector 'y

Speaker
Reset button

Multi-connector

Bluetooth radio
(internal)

Reset
button

Lets you listen to alarms, game and system sounds, and music.

Resets your handheld if it stops responding.

Lets you connect a USB sync cable (included) or a cradle (sold
separately) to your computer so you can synchronize or exchange
information. Also lets you connect the AC charger to your
handheld—either directly to the connector or through the USB sync
cable—so you can charge it.

Enables your handheld to connect with other devices (sold
separately) that use Bluetooth communication.

Tungsten™ T5 Handheld
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Using the status bar

Use the Find dialog box to
locate specific items of
information in your
handheld’s program

The status bar at the bottom of the handheld screen gives you access to valuable tools and is
accessible in all views.

memory—for example, a ':_0':6‘
In
name or a phone number.
Menu
System info
The S info | plert
e system info IC.On Bluetooth controls
showsthe currenttime on Full-screen writing
the status bar. Screen rotation
Input
Home
Find
Menu

System info

Alert

Bluetooth controls

Full-screen writing
Screen rotation

Input

Select once to open Favorites, twice to open Applications.

Select to open the Find dialog box.

Select to open the menu for the current screen.

Select to open the system information dialog box. The dialog box
shows the date and time, available memory, and battery level, and
allows you to adjust system sounds and screen brightness.

Select to display the Reminders screen.

Select to display the Bluetooth dialog box, where Bluetooth
functionality can be turned on and off and you can connect to
another Bluetooth device.

Select to turn full-screen writing on and off.

Select to switch between landscape and portrait view.

Select to switch between showing and hiding the input area. Select
and hold to display the input area selection menu.

Tungsten™ T5 Handheld
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Rotating the screen

You can switch between landscape and portrait view by tapping Screen rotation [®§ on the status

You can customize which bar. Landscape view is useful for viewing spreadsheets, email, web pages, and photos.

way the screen rotates in

landscape mode by EIIELD)  Wednesday, Jun9

- . <H hanic look at...
choosing right- or left- = warerglants
handed rotation. 11:00 @ Pick up Sten at airport m Wednesday, Jun 9

<> Have mechanic look at...

12:00 # Meeting with Eric < Waterplants
11:00 @ Pick up Sten at airport

6:00 ® Dinner with Karl
12:00 # Meeting with Eric

[ No Tasksdue &:00 & Dinner with Karl

[ No Tasks due

L :

Screen rotation

Tungsten™ T5 Handheld 23



CHAPTER 2 Basics

What's on the screen?

Your handheld includes many features that make it easy to use. Among them are the input area
You can select an input and the common elements that appear on the screen in each of the applications. Once you learn
how to use them in one application you can easily use them in all the others.

area that does not display
the application icons.

Input area

By default, the input area is displayed. To hide the input area, tap Input on the status bar. To
If you use another display the input area if it is hidden, tap Input again. Tapping the icons in the input area opens
application frequently, the following applications:
customize the input area

to display that

application’s icon. Tap Note Pad ico Calculator icon
and hold any of the four
application icons, and Memos icon Tasks icon

selectthe new application
you want from the list.
The new application’s

icon rep|acesthe icon you Letterkeyboard Number keyboard
Icon Icon
tapped.
Application Open the corresponding application.
icons: Note Pad,
Memos,

Calculator, Tasks

Letter keyboard Opens the alphabetic keyboard.
icon

Number Opens the numeric keyboard.
keyboard icon

RI NOTE You cannot display the input area in the main Favorites View. However, if you perform a
task such as adding or deleting a favorite, you can display the input area.
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Application controls

Previous/next arrows Tips icon

Slider The solid area on ‘

the scroll bar. The slider [Memo KIEETH ‘Unfiled: Event Details a
. . Navigator Button Tips - _
moves to indicate the Use the Navigator button to navigate Time
relative position within vour handheld and retrieve data, like. Date: | L Entry box
. a phone number you want to look up. o )

the entry or list. Use your stylus or the onscreen Alarm: 2 ¥ Minutes
keyboards to create data. Location:
Navigation basics: [Category: 7 Unfiled Pick list
* To go to Home anytime: Press and Scroll bar Repeat: ¥ None

You can also use the 5- hold Select (the center button of the Private: [ Box

: Navigator.) )

way navigator to select ~

an item from a pick list (oK) CCancel) (Dekte..

and to select some Comman‘d button

command buttons. ) ) )
Previous/next Select the left and right arrows to view the previous and next entry; where

arrows up and down arrows appear, select them to view the previous and next
screens of information.

Scroll bar Drag the slider, or tap the top or bottom arrow, to scroll the display one line
at a time. To scroll to the previous screen, tap the scroll bar just above the
slider. To scroll to the next screen, tap the scroll bar just below the slider.

Command Select a button, such as OK, Cancel, or Details, to perform a command or to

button open a dialog box. Command buttons appear at the bottom of dialog boxes
and application screens.

Tips icon Tap the Tips icon to view shortcuts and other useful information for the
screen where the icon is located. When you have finished viewing the tip,
select Done.

Entry box Tap an entry box to open a dialog box where you can enter info for that field.

Pick list Select the arrow to display a list of choices, and then select an item in the
list.

Box Check or uncheck a box to select or deselect it. When a box is checked, the

corresponding option is selected and active. When a box is unchecked, the
corresponding option is deselected and inactive.
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What software is on my handheld?

Your handheld comes with many applications preinstalled and ready to use.

& Favorites

Can’t find some of these
applications? Press the
Home button twice to
view all applications in

Customize a list of your favorite applications, files, and folders so that you can
locate and open them quickly.

Applications View.

Contacts

mg, Documents

palmOne™
@ Media

@® RealPlayer®

= VersaMail®

View, organize, and open files and folders on your handheld’s internal flash drive.

Manage your schedule from single entries, like lunch with a friend, to repeating
and extended events, like weekly meetings and holidays. Even color-code your
schedule by category.

Store names and addresses, phone numbers, email and website addresses—
even add a birthday alarm or a contact’s photo.

Create, view, and edit Microsoft Word and Excel files. View and manage
PowerPoint files.

View and organize photos and videos.

Carry music, create playlists, and listen to music on your handheld. This
application has a companion desktop application that you can install from the CD
(Windows only). Both Mac and Windows users can use RealPlayer on the
handheld.

Set up wireless connections to a mobile phone, network, or computer for sending
and receiving information.

Send, receive, and manage email messages wirelessly using the built-in
Bluetooth wireless technology on your handheld or by synchronizing with your
Windows computer.

Browse your favorite sites on the web using the built-in Bluetooth technology on
your handheld.
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o Note Pad
it Addit™

EE Calculator

% Quick Tour
6 Card Info

' Dialer
ﬁ Expense

& HotSync®
Prefs
World Clock

@ Drive Mode

Send and receive short text (SMS) messages using the built-in Bluetooth
technology on your handheld.

Stay on top of your to-do list. Enter things you need to do, prioritize them, set
alarms, and then monitor your deadlines.

Capture information such as meeting notes, lists of books to read, movies to see,
recipes, and anything else you need to write down.

Write on the screen in your own handwriting or draw a quick sketch.

Preview, try, and buy software for your handheld (Windows only and web access
required).

Do basic math calculations such as splitting restaurant bills and figuring tips.
Learn about your handheld and how to enter information.

View information about your handheld’s internal drive and about an expansion
card seated in the expansion card slot.

Dial phone numbers directly from your handheld.

Track business or travel expenses and print expense reports after you
synchronize your handheld with your computer.

Synchronize info on your handheld with the info on your computer.
Customize your handheld’s sound levels, colors, security, and more.

Set the time in your home city and two other locations, and set an alarm to wake
you up.

Connect your handheld as a removable USB drive on a Mac computer or when
you are at a Windows computer that does not have the Tungsten T5 software
installation CD installed. Open files stored on your handheld on the computer,
and move, copy, and manage files between your handheld and the computer.
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What's on the CD?

The Tungsten™ T5 software installation CD includes desktop software for your computer and
To learn how to install the additional software for your handheld.

desktop software from
the CD, see Step 3:
Installing your software.

The desktop software lets you use your computer to view, enter, and manage info for many of the
applications on your handheld. Make sure you install the desktop software so that you can back up
and save the info on your handheld onto your computer.

The additional handheld software lets you do more things with your handheld. When you set up
To learn how to install your handheld you may install some (or all) of these applications. You can install any of the
extra handheld software applications at any time after you set up your handheld as well.
from the CD, see
Installing the additional
software from the CD.

The software installation CD includes titles such as the following:

1 Palm Desktop software View, enter, manage, and back up info for Calendar, Contacts, Tasks,
Memos, and Expense on your computer. You can also view, manage,
and back up info for Note Pad and Media (Expense and Media are
Windows only). When you synchronize your handheld with your
computer, this info is updated in both places. This application installs
automatically during the initial CD installation process.

RINOTE During CD installation, you can choose to synchronize your
handheld with Microsoft Outlook on your computer (Windows only). If
you do, information from Contacts, Calendar, Tasks, and Memos is
synchronized with Outlook. Information for Expense, Note Pad, and
Media is still synchronized with Palm Desktop software.

palmOne Quick Install Install applications from your Windows computer to your handheld or

(Windows only) to an expansion card that is seated in the expansion card slot for use
on your handheld. This application installs automatically during the
initial CD installation process.
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After you install an
application and discover
how valuableitis, be sure
to add it to Favorites.

You can categorize
applications. Some apps
are automatically
assigned to a category
when you install them;
others are assigned to the
Unfiled category. All apps
appear in the All category
of Applications. Assign
an application to a
category in Applications
by selecting Category in
the App menu. Select the
pick list next to the
application's name; then
select a category.

Send To Handheld droplet Install applications and transfer files from your Mac computer to your

(Mac only)

palmOne File Transfer
(Windows only)

Getting Started Guide

AudiblePlayer link

RealPlayer desktop
application

Windows Media Player
link/Direct X

handheld or to an expansion card that is seated in the expansion card
slot for use on your handheld. This application installs automatically
during the initial CD installation process.

Install applications and transfer folders and files from your Windows
computer to the internal flash drive on your handheld or to an
expansion card. This application installs automatically during the initial
CD installation process.

Keep the Getting Started Guide with you and view it on your handheld.
You can also install this file on your handheld to carry it with you on
the go; it installs to the Palm Desktop Help automatically during the
initial CD installation process.

Listen to newspapers, books, public radio, language instruction, and
more (Windows only; download requires Internet connection,
additional fees may apply).

Companion desktop software (Windows only) for the RealPlayer
application on your handheld. Lets you convert CDs into MP3 files that
you can listen to on your handheld. Both Mac and Windows users can
use RealPlayer on the handheld.

Work with the palmOne Media desktop application. Direct X is required
for Media to prepare videos for playback on your handheld. Windows
Media Player is required for Media to play videos that have been
prepared for playback on your handheld. If you do not have Windows
Media Player or Direct X on your computer, use the link to download
these applications. (Windows only; download requires Internet
connection, additional fees may apply.)
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@ QuickTime Works with the palmOne Media desktop application. Required to
prepare videos in certain formats for viewing on your handheld.

RINOTE QuickTime is included on the CD for Windows computers
only. For Mac computers, QuickTime is included in Mac OS X.

== Java Technologies link Access more software and functions after you download WebSphere
Everyplace Micro Environment to run Java (J2ME) on your handheld.
(Download requires Internet connection.)

;# Handmark Solitaire Enjoy hours of entertainment with this solitaire game.
Adobe Reader With a simple conversion, view PDF files that are tailored to fit your
for Palm OS handheld’s screen.
eReader Purchase and download eBooks from the web so you can read them

when you want, where you want.

VPN Client Software Create a secure wireless connection to your corporate network in order
to safely send and receive email messages, access the corporate
intranet, and more. (Download requires Internet connection; additional
fees apply.)

Tutorial Learn to use the popular features of your handheld. The Tutorial
includes a tour of your handheld and step-by-step instructions. Access
it from the CD.
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Related topics

Click a link below to learn about these related topics:
If you're having problems
with your handheld, go to

www.palmOne.com/intl/ Setup Installing the desktop software from the CD
support. Entering e Entering information with Graffiti 2 characters and shortcuts
Information
e Entering information with the onscreen letter and number keyboards
Moving e Opening applications and using menus
Around

¢ Finding information
Managing Info e Synchronizing your handheld with your computer

e Using File Transfer and Drive Mode to manage information between your
handheld and your computer

¢ Installing additional software from the CD

Sharing e Beaming information and applications to other Palm Powered devices

e Sending information and applications to other Bluetooth devices by using
Bluetooth technology on your handheld

World Clock Viewing the current date and time
Customizing e Setting the current date and time

e Adjusting the brightness of the display

¢ Preventing your handheld from turning on by accident
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Maintaining e Caring for your handheld
e Resetting your handheld

Common Answers to frequently asked questions about your handheld
Questions
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Moving Around in Applications

Opening applications

Using the 5-way navigator

Using menus

Finding information

Related topics

Have you ever been to a new city and
felt a bit lost until you figured out that
the numbered streets run north/south
and the avenues run east/west?
Learning to move around your
handheld is similar. Most Palm OS®
applications use the same set of
application controls. So once you learn
how to use these standard controls,
you’ll be driving all over town and you
won’t even need a map.

Benefits
¢ Find and open applications quickly
e Access extra features with menus

* Move around applications with one
hand, using the 5-way navigator

¢ Locate information in any application
with the Find feature
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Press Home once to open
Favorites; press Home
twice to open
Applications. Switch
between Favorites and
Applications by pressing
Home.

You can use a favorite
photo as the background

for your Favorites or
Applications View.

Customize Favorites to
display folders—for
example, a project folder
that you access often.
Select the folder to view
its contents.

Moving Around in Applications

Opening applications

You can open applications from Favorites View or Applications View, or by using the Files
application.

RINOTE Some applications are listed differently in Favorites and Applications View. For
example, the Photos & Videos entry in Favorites opens the Media application, which is listed as
Media in Applications View. The application icons are similar in both Favorites and Applications.

Using Favorites

Favorites View contains up to 32 items and can include applications, specific files, and folders—
even links to the web. Certain items are included in Favorites by default, but you can customize
the list to contain any items you want.

To access an item from Favorites, press the Home button ‘G and select from the list. Press Right
or Left on the 5-way navigator or select the buttons in the upper-right corner of the screen to move
to another page of favorites.

Buttons

Home
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You can customize the
Home button to open
Applications with one
press and Favorites with
two.

You can also open
applications using the
quick buttons on the front
of your handheld.

When no item is selected,
press Right or Left on the
5-way to scroll through
application categories.

Applications View
displays an icon for
opening Favorites.
Favorites View contains
an entry for opening
Applications.

Moving Around in Applications

Using Applications

Applications View shows all of the applications on your handheld. Use the category pick list in the
upper-right corner of the screen to view applications by category or to see all applications. From
the pick list, you can also select to view the contents of your handheld’s internal flash drive or of an
expansion card if one is inserted in the expansion slot.

To access an item from Applications, press the Home button Q twice and select an icon.

Category pick list

Calc Calendar  CardInfo
Home g
Contacts Digler  Documents

Drive Mode Expense Favorites <
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Using Files
The Files application enables you to easily open, view, and move among the files and folders on
your handheld’s internal drive or on an expansion card inserted into your handheld’s expansion

You can also open Files
slot.

by selecting Files in

Applications View. To open Files, press the Files button 5 on the front of your handheld.

If you have an expansion
card (sold separately)
inserted in your
handheld’s expansion
slot, select the card icon
in Files to view the
contents of the card.

| Card
icon

Files [E3] Internal Drive [[0] ]

Applications
Documents
Music

Photos & Videos

Files
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If you select a file from
within Files, it
automatically opens in
the correct application on
your handheld. If there is
no application for that
file, a beep alert sounds.

Tap and hold the stylus
on a file or folder to open
a menu of actions you
can do with that item—
copy, delete, and so on.

Moving Around in Applications

Navigate within Files by doing any of the following:

Folder up Folder pick list
\ |
Files [ Et| Internal Drive 0] M| Files [EQ| ~ Music 0] W]
— = — — = —
Top-level folder —|IES
E3 Applications IJ Far30.mp3 472K
[E3 Documents I Move20.mp3 394K
Select folder —— B Music I3 SportsTimeTonight2.. 316K

[E3 Photos & Videos

e Select a file or folder to open it. The file opens in the corresponding application—for example,
Documents for Word, Excel, or PowerPoint files.

RI NOTE If your handheld contains an application that can open a file, a file-specific icon appears
to the left of the file name in the Files list. If a generic icon appears to the left of a file name, you
cannot open the file on your handheld.

e Select the Folder Up icon B3 to move up one level of folders.

e Select the pick list at the top of the files screen to view and jump to the top-level folder and any
subfolders.

e Select the top-level folder on the files screen to move up one level of folders.
RINOTE Files always displays these four folders at the top of the folder list: Applications,

Documents, Music, and Photos & Videos. Place your applications and files in the correct folder so
that you can easily locate them.
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If you select Open With,
only applications that can
open the file you have
selected are displayed.
You can choose to make
the application you select
the default application for
opening this file type.

You can also highlight a
file or folder and then
press Right on the 5-way
to open the menu of
tasks.

Moving Around in Applications

Working with files and folders

You can work with the files and folders in the Files application—create new folders; copy, beam,
and delete files and folders; and more. You can work with one file or folder at a time.

1 Open Files.

Navigate to the file or folder you want.

3 Work with the file or folder: Files [Eq w Music O W]
. B> Music
a. Tap and hold the item name to I3 Far30.mp3 472K
open a menu that lets you. n S‘ép;n'“;i't}‘___ 2 316K
perform any of the following Rename..
tasks: Details...
) Copy..
Move
Open With Select the application i
to use to open afile. Send

Rename Rename the selected item.

Details View details such as name, including extension for files; location on
the internal drive or expansion card; last date modified; and, for files only, size.
Check the box to make the selected item read-only, meaning that it cannot be
changed by a user. You can rename or delete a file or folder from the details
dialog box.

M Continued
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If you select Delete, you . . . . .
Yol . Y Cont'd. Copy Copy the item to another location on the internal drive or an expansion

receive a confirmation card

asking if you are sure you

want to delete the file or Move Move the item to another location on the internal drive or an expansion

folder. card.

Delete Delete the current file or folder.

Beam Beam the file or folder.

Send Send the current file or folder using your handheld’s built-in Bluetooth®
wireless technology or as an attachment to a text message or email message.

b. Select the task you want to perform on the file or folder, and follow any
onscreen instructions.

i Done
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Sorting Files

You can sort your files and folders by icon, name, date, or size.

1 Open Files.
2 Select your sort options:

Sort by name

Sort display SeLectFthe COr|]ur‘||1|’;t Sort by [Filesmm _Sort by
ypu want to sort by. From the le icon — = C——— 1 te or size
side of the screen, the columns OMusic

. . FJ Far30.mp3 472K
are icon, name, and size/date. 73 Move20.mp3 394K

5 SportsTimeTonight2.. 316K
Sort in ascending or descending
order Select the column you
want to sort by to switch
between ascending and
descending sort order.

Switch between sorting by date
or by size Tap and hold the
rightmost column until the
heading you want appears.

i Done
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If you use a command to
open a file from within an
application, only files that
can be opened by that
application are displayed.
For example, in
RealPlayer, only music
files such as MP3 or RMJ
files are displayed.

You must use the stylus
to tap icons in the input
area or on the status bar.

Moving Around in Applications

Opening files and folders from within an application

In certain applications—for example, Documents, palmOne Media, and RealPlayer from
palmOne—you can open a file or folder directly from within the application. The application
automatically displays files located in the appropriate folder on your handheld’s internal drive—for
example, when you open the RealPlayer application, files in the Music folder on the internal drive
are displayed—but you can browse for files located elsewhere on the drive. See the application
chapters for information on opening files.

Switching between applications

You can switch between applications at any time. Just press Home Q and select an icon from
Favorites or Applications, or press a quick button. Your handheld automatically saves your work in
the current application and switches to the other application.

Using the b-way navigator

The 5-way navigator, located at the bottom of the front panel, lets you access information quickly
with one hand and without the stylus.To use the 5-way, press Up, Down, Right, Left, or Center.

The 5-way does various things based on which type of screen you're on.

Up { Center

Left
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Moving Around in Applications

Moving around in Favorites View

Right or Left Displays the next or previous page of
favorites.
Up or Down Scrolls to the next favorite in the

corresponding direction.

Center Opens the selected item.

Moving around in Applications View

Up or Down Scrolls to the next or previous page of
applications.

Right or Left Scrolls to the next or previous application
category.
Center Inserts the selection highlight. When the

selection highlight is present:

Up, Down, Right, or Left Scrolls to the next
item in the corresponding direction.

Center Opens the selected item.

Tungsten™ T5 Handheld
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Moving Around in Applications

Moving around list screens
In list screens, use the 5-way to select and move between entries such as notes, memos, contacts,

or photos.

Up or Down

Center

Scrolls an entire screen of entries, as long as
there’s nothing highlighted. Hold down to
accelerate the scrolling.

Inserts the selection highlight. When the
selection highlight is present:

Up or Down Scrolls to the previous or next
entry.

Center Displays the selected entry.

Left Removes the selection highlight.

ety v All
Lima, Jose 302-555-9512M
Malita, J.T. jtm@jtm.com
Maroni, Anthony ~ 415-555-7775W
guyen, Mai 555-3434W

Nosuch, Don  donn@example.com
Sanagala, Srivinas  954-555-1234H

Speier, Lane 831-555-7534M
Taylor, David 650-555-9278 W
Technical Support e
Venkat, Raja raja@anyisp.com
Weiss, Chris 555-2367 W
Look Up: New @
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Moving Around in Applications

Moving around entry screens
In entry screens, use the 5-way to scroll within the current entry or between entries.

Up, Down, Scrolls to the next item in the corresponding [Note KIETSE TErvande:
nght, or Left direction. Groceries 7/5

If there is no “up” entry, pressing Up scrolls m‘ lk

left. Likewise if there is no “left” entry, EQBS

pressing Left scrolls up. B?Eﬂd

If there is no “down” entry, pressing Down l_e;\"\"uce_

scrolls right. If there is no “right” entry, H

pressing Right scrolls down. (Done ) (Delete ) [2]

On some entry screens, pressing Left
highlights the leftmost button at the bottom
of the screen.

Center Inserts or removes the selection highlight.

If a button is highlighted, activates the
button.

Moving around dialog boxes

Dialog boxes appear when you select a button or option that requires you to provide additional
information. In dialog boxes, use the 5-way to select a button or to make a selection from items
such as boxes and pick lists.
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Moving Around in Applications

Up, Down, Highlights the next item in the dialog box

Right, or Left (pick list, box, button) in the corresponding
direction.

Center e If highlight is on a box: Checks or

unchecks the box.

¢ If highlight is on a pick list: Opens the pick
list. When a pick list is open:

Up or Down Scrolls to the previous or
next entry.

Center Selects the highlighted entry.

¢ If highlight is on a button: Activates the
button, and then closes the dialog box.

Contact Details (i}

Show in List: ¥ Work

. . : ¥ Unfiled
Pick list— Category: ¥ Unfile

Private: ]

| |

Button with Box
highlight

[ ! JIMPORTANT Read dialog boxes carefully. Selecting a button such as OK or Yes may cancel an

action or delete information.

Moving around menus

After you open the menus you can use the 5-way to move between and to select menu items:

Up or Down Scrolls within the current menu list. (Record Edit [I3d |
Font... ZF|
Right or Left Scrolls to the next or previous menu on the ATt a7
Details... 7T
menu bar. About Note Pad
Center Selects the highlighted menu item.
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Using menus

Menus let you access additional features and settings. They are easy to use, and once you master

You can also open the them in one application, you know how to use them in all your applications.

handheld menus by

tapping the application

title in the upper-left 1
corner of the screen.

Open an application.

When the menus are
open, you can use the 5- 2 Tap Menu on the status bar.
way to select menus and
menu items.

f_‘ﬁp"ca“on S— Ny 1of2 P TUnfiled Menu I o Gotions

e ower Tips - i New Memo
In Calendar Day View, press s|Delete Memo.. /D |
eft/Right on the navigator to move Menu L{ Beam Memo /B |tomove
backward and forward one day ata item b( Send Memo ay ata
ime. To move an event to another time. 10 move an event 1o another
day or time, tap Details and change day or time, tap Details and change
he day or time there. the day or time there.
In Note Pad, Tasks, and Memos, s In Note Pad, Tasks, and Memos,
ou don't have to tap New to create you don't have to tap New to create
anew record; just start writing. In anew record; just start writing. In
ote Pad, this creates a title fora  + MNote Pad, this creates a title fora -+

3 Select a menu title, and then select a menu item.

i Done
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Command mode is active
for just a few seconds, so
write the menu shortcut
or tap anicon on the
Command toolbar
quickly.

Moving Around in Applications

Using the Command stroke

Most menu items also have a menu shortcut, which is similar to the keyboard shortcuts used on
computers. The menu shortcut appears to the right of the menu item.

To use a menu shortcut, first write the Graffiti 2 Command stroke on the left side of the input area
or the full screen, and then write the shortcut letter. For example, to select Paste from the Edit
menu, write the Command stroke, followed by the letter p. You do not have to open a menu to use
the command stroke.

Command Record [114 Options
stroke Undo V|
Menuitems — | cut X
Copy s C
/ Paste ZP |——Menu shortcuts
Select All 7S
Keyboard 7K
Graffiti2Help /G

RINOTE When you write the Command stroke, the Command toolbar appears. See the next
section for info on using the Command toolbar.

Using the Command toolbar

The Command toolbar displays different icons based on the active screen. For example, if you
have text selected, the icons might be Cut, Copy, and Paste. If no text is selected, the icons might
be Beam, Undo, and Delete.

To use the Command toolbar, write the Command stroke to display the Command toolbar, and
then tap an icon to select its command.

Command = == =
2 —XEe  —%o

/ Cut Copy Paste Beam Undo Delete

Tungsten™ T5 Handheld

47



CHAPTER 3

If you select text in an
application before you
tap Find, the selected text
automatically appears in
the Find dialog box.

Open an application
before you tap Find to
display results from that
application at the top of
the results list.

Want to stop searching?
Select Stop at any time
during a search. To
continue the search,
select Find More.

If you select a result that
is a file located on the
internal drive or on an
expansion card, the Files
application opens
displaying the selected
file. Select the file name
to openit.

Moving Around in Applications

Finding information

You can use Find to locate any word or phrase in any application—either as part of a file name or
within a file—in your handheld’s program memory. Find also locates words that begin a file name
only (not within a file) on your handheld’s internal drive or on an expansion card.

Find locates any words that begin with the text you enter and is not case sensitive. For example,
searching for “plane” finds “planet” but not “airplane.” Searching for “bell” also finds “Bell.”

1 Tap Find P&l on the status bar.

2 Enter the text that you want to find, and then select OK.

Matches for “palmOne”

Memos

Download Applications

Extend Your Handheld Coverage {...
Contacts

....................................................... Accessories www.palmone.comM
Technical Su www.palmone.com/...M
T Calendar
Tasks
Don't forget to register!
3 Select the text that you want to review.

i Done
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If you're having problems
with your handheld, go to
www.palmOne.com/intl/
support.

Moving Around in Applications

Related topics

Click a link below to learn about these related topics:

Basics

Entering
Information

Sharing

Privacy
Categories

Managing
Info

Customizing

Maintaining

Common
Questions

e Locating the controls on your handheld

e Discovering the built-in software on your handheld and the additional
software on the CD

e Getting familiar with the input area and onscreen application controls
e Entering information with Graffiti 2 characters and shortcuts
e Entering contact information in other applications

e Beaming information and applications to other Palm Powered devices

e Sending information and applications to other Bluetooth® devices by
using Bluetooth technology on your handheld

Keeping information private by turning on security options

Creating categories and organizing your applications and information
¢ Adding and deleting applications on your handheld

e Viewing application information

e Using a photo as the Home screen background

¢ Displaying Applications View in list format

Caring for your handheld

Answers to frequently asked questions about using your handheld and its
applications
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CHAPTER 4

Entering Information on Your Handheld

Whether you're scheduling a meeting

How can | enter information with your daughter’s teacher or adding

on my handheld? a new restaurant to your Contacts list, .
Entering information with you need to get that information into . 5 ‘ 5
Graffiti 2 writing your handheld. There are several ways .—\— \(‘\ ‘

to do this.

Entering information with

the onscreen keyboard 8 /\ I} “Qf

Entering info from Contacts You may find that you prefer one
into another application

method if you're entering a small

Editing information amount of information, while another

works best for large amounts. Choose

the one that fits your situation. Benefits

Related topics

e Quickly enter important information

e Choose the method that works best
for your situation
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CHAPTER 4 Entering Information on Your Handheld

How can | enter information on my handheld?
e Graffiti® 2 writing

¢ The onscreen keyboard

e Phone Lookup

¢ Note Pad

The most popular methods are using Graffiti 2 writing and the onscreen keyboard.

RI NOTE You can also enter information on your computer and move and manage the

information between your handheld and your computer. Or you can send and receive information
from other devices using beaming or your handheld’s built-in Bluetooth® wireless technology.

Entering information with Graffiti 2 writing

You can enter info directly on your handheld with Graffiti 2 writing. Graffiti 2 writing includes any
character you can type on a standard keyboard. Entering these characters on your handheld is
very similar to the way you naturally write letters, numbers, and symbols. But instead of using a
pen and paper, you use the stylus and the input area on your handheld. With only a few minutes of
practice, you can learn to use Graffiti 2 writing.

Writing in the Graffiti 2 input area

You can write Graffiti 2 characters in the input area, or you can turn on full-screen writing and
write anywhere on the screen.
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CHAPTER 4 Entering Information on Your Handheld

Your handheld has two different input area displays that you can use to enter Graffiti 2 characters.
To open them, tap and hold Input on the status bar, and then select the icon of the input area
you want.

Select the top icon to
open the onscreen

keyboard.

Numerals

Uppercase letters

Select
middle icon Lowercase letters

Select Uppercase letters
bottom icon straddling line

Lowercase letters

In either layout of the input area, write lowercase letters, uppercase letters, and numbers in the
sections shown. If you write characters in the wrong area, they are not recognized correctly and an
incorrect character is written.

Using full-screen writing

When full-screen writing is turned on, you can write anywhere on the screen. When full-screen
writing is turned off, you must write character strokes in the Graffiti 2 input area for your handheld
to recognize them.
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You can write letters or characters in the following areas:

You can choose whether
the Graffiti 2 strokes you
enter appear as white

characters in the input
area.

Left side of the screen Write letters or characters that are assigned to the abc input area.
Right side of the screen Write numbers or characters that are assigned to the 123 input area.

Middle of the screen straddling the imaginary dividing line between the left and right sides
Write uppercase letters.

RI NOTE For a brief period of time after writing a character, a quick tap on the screen is
interpreted as a period character. Wait a second to tap buttons or place the cursor so that the
action is not interpreted as a period character.

Turn full-screen writing on and off by tapping Full-screen writing Il on the status bar.

Write capital or uppercase
letters in the middle

|
m ‘ “Unfiled

Last name: Kwan
First name: Joanna

Picture: m

Company: J Kwan Inc.

Write letters on Title: Write numerals on
the left side ¥ Work: 555-4167 the right side
* Home:

+ Mobile: 555-1234

w Main:
w AIM:

TR www, kwan.com]
- Addr(W):
City:

&

[@&] 2 & 531 )

Full-screen writing
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Writing Graffiti 2 characters

Graffiti 2 writing 1
automatically capitalizes
the first letter of a

sentence or a new entry.

Open an application you use to enter information, like Calendar.

2 Tap the screen where you want your character to appear.

3 Position the stylus in the correct part of the input area, if selected, or in the
correct part of the screen if full-screen writing is on.

4 Write the characters exactly as shown in the tables that follow these steps. Be
sure to start each stroke at the heavy dot.

5 Lift the stylus at the end of the stroke.

i Done When you lift the stylus from the screen, your handheld recognizes
the stroke immediately and prints the character at the insertion
point on the screen.
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Graffiti 2 characters made
with two strokes are
recognized after the
second stroke. Make the
second stroke quickly
after the first so that the
correct character is
recognized.

Write uppercase letters
the same way you write
lowercase ones. The only
difference is where you
write them.

Your handheld has tables
displaying all of the
Graffiti 2 characters, short
cuts, and commands.
Customize your handheld

so you can display these
characters by drawing a
line from the bottom of

the screen to the top.

Entering Information on Your Handheld

Keys to success with Graffiti 2 writing
Keep these guidelines in mind when using Graffiti 2 writing:

¢ Write the characters exactly as shown In the following tables. Don’t write the dot. It's only there
to show you where to begin writing the character.

¢ The Graffiti 2 writing area has two sections. Write lowercase letters on the left, numbers on the
right, and capital letters across the middle.

e Write at a natural speed, and do not write on a slant.

e Press firmly.

e Write large characters.

If you're already familiar with Graffiti writing from an older Palm Powered device, Graffiti 2 writing
will be easy to master. Characters are entered in exactly the same way, except for j, t, k, and the
number 4. These letters are now made with two strokes, just the way you would write them if you
were using a pen and paper.

Also, you no longer have to use the punctuation shift stroke for common punctuation like periods,

commas, or @. Just write these characters on the correct side of the input area and your handheld
immediately recognizes them.
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Graffiti 2 alphabet

You can select alternate Write lowercase letters on LEFT side,
ways to write some and capital letters across MIDDLE of input area
Graffiti 2 characters.
Choose the method that’s
most natural for you.

Letter Stroke Letter Stroke Letter Stroke Letter Stroke

A /\ B R C C D D
H

Customize your handheld

so that you can use the

entire screen to enter E 8 F
Graffiti 2 characters, not

just the input area.

< Cc o <
< O e S
N < = Z
N <  Z <«
S » O X O
S bW Co~ W
Y
X —+ T >
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Graffiti 2 numbers
Write numbers on RIGHT side of input area

Number Stroke Number Stroke

0 0 1 [

I
= N

N Ol
Qo 1 W
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Graffiti 2 punctuation marks

Write these marks on LEFT side of input area

Mark Stroke Mark Stroke
Period . Ampersand
. : &
Comma K Carriage /
, return

Apostrophe “l At @
! @

Space -— Quotation mark ‘I‘I
Question mark 1‘? Tab —
? °2
Exclamation 1T
point 02
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Mark

Period

Comma

Tilde

Dash

Plus

Asterisk

*

Write these marks on RIGHT side of input area

Stroke

Mark

Backslash
\

Slash

Left
parenthesis

(

Right
parenthesis

)

Equal sign

Stroke

<

"

Tungsten™ T5 Handheld

59



CHAPTER 4 Entering Information on Your Handheld

Graffiti 2 accented characters
For accented characters, write the letter on the left side of the input area, and then write the accent
on the right side of the input area.

Get help writing any of Write these marks on RIGHT side of input area
the Graffiti 2 charactersin
;Ezsé :irt)‘;“zzﬂoannsa 8;% Accent Stroke Accent Stroke
Graffiti 2 Help.
Acute / Dieresis oo
a a

Grave \ Circumflex /\
a a

Tilde Ring
3 N a O

60
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Graffiti 2 gestures

Write gestures on LEFT side,
or across the middle of input area

Gesture Stroke Gesture Stroke
Cut '9/ Paste 9’
Copy .J Undo -
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Writing Graffiti 2 symbols and other special characters

Symbols and other special characters can be written on either side of the input area, using the
Punctuation Shift stroke:

If you accidentally enter 1 . . l

the Punctuation Shift Etr:’(c)ekrethe Punctuation Shift &. [Memo KIS “Unfiled]

stroke, enter it again to )

cancel it, or wait a When Punctuation Shift is active,

moment_and T an indicator appears in the lower-

automatically disappears. right corner of the screen.

Writing two Punctuation Punctuation shift
Shift strokes cancels the (Done ) (Details ) |—1— indicator

automatic capitalization
of the first letter of a new

entry or sentence. 2
Write the symbol or other special character shown in the following table.
You can write a symbol or special character anywhere in the input area.
3 Enter another Punctuation Shift stroke to finish the character and to make it

appear more quickly.

i Done Once the Punctuation Shift indicator disappears, you see the
character.
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Graffiti 2 symbols and special characters

Write symbols on EITHER side of input area

=+ -
<

ST e EN /A

Fe X s #HE AN

FUN SN F ey E A
5
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Writing Graffiti 2 ShortCuts

Graffiti 2 contains several ShortCuts to make entering common information easier. For example,
when you write the ShortCut stroke followed by dts, you automatically enter the current date and
time. You can also create your own ShortCuts.

1 Write the ShortCut stroke &
This stroke appears at the Jan 16,04 RIE T - HL2

. ; ; 8:00
insertion point. 9:00
10:00
11:00
12:00

2:00
3:.00
400
5:00
6:00

2 Write the ShortCut character from the following table.

You can write ShortCuts on the left side of the input area, or across the middle.

i Done The ShortCut stroke is replaced by the text the character
represents.
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Graffiti 2 ShortCuts

Write ShortCuts on LEFT side, or across MIDDLE of input area

Entry ShortCut Entry ShortCut
Date stamp ds Time stamp ts
Date/time stamp dts Meeting me
Breakfast br Lunch lu
Dinner di
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Entry Aniteminan
application such as a
contact in Contacts or an

appointment in Calendar.

You can enter text
whenever you see a
blinking cursor on the
screen.

Entering information with the onscreen keyboard

You can use the onscreen keyboard in any application where you need to enter text, numbers, or
symbols on your handheld.

1

Open an entry:

a. Open an application.

b. Select an entry or select New.

Tap Input I on the status bar to open the input area.

Tap abc or 123 to open the
alphabetic or numeric keyboard,
respectively.

N Continued

Tap to open keyboards
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When a keyboard is open, 4
you can tap abc, 123, or
Int’l to open any of the

[ &] OPTIONAL Select from among four different keyboards.

other keyboards. | abc - lowercase |
R o [ [e[r [t ]yTulifo]p] Backspace
o 1ol TaltTalnTiTkl1T:]
|t [z [xT<vlelnim] T | Carriage return
Caps shift lint. | o
ABC abc 123

\
Tap here to display

lowercase keyboard

| ABC - uppercase | |int. - international |

Tap here to display Tap here to display Tap here to display
uppercase keyboard numeric keyboard international keyboard
5 Tap the characters to enter text, numbers, and symbols.

i Done
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Entering info from Contacts into another application

Having lunch with someone whose info you have in Contacts? Use Phone Lookup to quickly enter
their name and phone number into the appointment you create in Calendar. This feature is

In the applications that . )
PP available in Calendar, Memos, Tasks, and Expense.

use Phone Lookup, you
can also enter the first
few letters of a contact’s

last name where you 1 Open an entry:

want to enter the contact

information. Once the a. Open an application.

application recognizes

the contact name, the b. Select an entry or select New.

contact information is In Expense only: Select Details, and then select Attendees.

entered automatically,
without bringing up the
Phone Lookup screen. 2 Add the contact from Phone Lookup:

a. Tap where you want to enter the contact.

b. Open the menus.

c. Select Options, and then select Phone Lookup.

M Continued
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Cont'd. d. Select the contact, and then select Add.

pec 23,03 IKIHN T UHEED
Anderson, Mark 415.555.9308 M 8:00
Cepeda, Juan 909.555.9702 W 9:00
Hanon, Matt 203.555.9820M 10:00
elly, Jardin 650.555.3970 W, 11:00
Nguyen, Mai 650.555.9984H 12:00
O'Leary, Patrick 415.555.9802 W Kelly, Jardin
Pastori, John 415.555.0233 H 650.555.3970 W
Simon, James 650.555.3327H 2:00
Veddi, Maria 415.555.6683 W 3:.00
Venkat, Raj 303.555.2674W 400
Westman, Paul 650.555.6692 H 5:00
Look Up
3 [ & ] OPTIONAL To add another contact, repeat step 2.

i Done The name and phone number of the contact are automatically
entered.

Tungsten™ T5 Handheld 69



CHAPTER 4 Entering Information on Your Handheld

Editing information

Editing information on your handheld is similar to editing with word-processing applications on
your computer. Select the information, and then apply the correct command.

Selecting information
There are several ways to select information that you want to edit or delete.

Selecting text Place the cursor before or after the text you want to select, and drag
the cursor over all the text you want to select.

Selecting a word e Tap twice on a word to select it.

¢ Place the cursor before or after the word, and drag it over the word
to select it.

Selecting a line e Tap three times anywhere in a line to select it. This selects the final
return character or space as well as any text.

e Place the cursor before or after the line, and drag it over the line to
select it. Drag up or down to select the final return character or
space as well as any text. Drag left to right to select text only.
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Copying and pasting information

Copying and pasting information on your handheld is similar to editing with word-processing

There are even faster applications on your computer.

ways to copy and paste
information:

e Use Graffiti 2 gestures. 1 Select the information you want to copy.

e Use the Graffiti 2

Command stroke and the 2
menu shortcut for cut,

copy, or paste (/X, /C, /P).

Copy the information:

a. Open the menus.

e Selectthe text, write the
command stroke, and b. Select Edit, and then select Copy.
then tap the icon for cut

or copy. Move to the

place where you want to 3
place the info, write the

command stroke again,

and tap the icon for paste. 4

Tap where you want to paste the information.

Select Edit, and then select Paste.

i Done
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Delete information with
Graffiti 2 writing. Select
the information, and then
draw a line from right to
left in the input area.

Deleting information

Delete all or part of an entry with the Cut command.

1 Select the information you want to delete.

2 Delete the information:

a. Open the menus.

b. Select Edit, and then select Cut.

i Done

Tungsten™ T5 Handheld
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CHAPTER 4 Entering Information on Your Handheld

Related topics

Click a link below to learn about these related topics:
If you're having problems
entering information or with
anything else on your
handheld, go to
www.palmOne.com/intl/

Moving Around e Opening applications

e Using menus

support. Sharing Beaming or sending information to another Palm Powered device
Customizing e Selecting alternate ways to write some Graffiti 2 characters

e Creating your own Graffiti 2 ShortCuts

Common Answers to frequently asked questions about entering information
Questions
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CHAPTER 5

Moving and Managing Info Between
Your Handheld and Your Computer

Program memory and the
internal drive

How can | work with
information?

When would | use each
method?

Synchronizing information

Using File Transfer to transfer

info to your handheld

Using Drive Mode to work
with info on another

computer

Other ways of managing
information

Removing information

Related topics

You can do a lot with your handheld on
its own: enter or look up a contact,
write a memo, keep track of your
appointments. But you can do much
more when you share, manage, and
work with information between your
handheld and a computer.

Your handheld includes a large internal
flash drive so that you can carry more
of your documents, folders, photos,
and music with you. View, create, or
work on files on your handheld, and
then copy the updated version back to
your computer. Or use your handheld
at any computer that supports
standard USB removable drives to
access and work on your files.

Benefits

¢ Quickly enter and update information
on your handheld and your computer

¢ Transfer and work with applications,
files, and folders on your handheld

¢ Increase productivity by having the
files you need wherever you go

¢ Protect your information by quickly
backing up and saving files and
folders to your computer

Tungsten™ T5 Handheld
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Program memory and the internal drive

Your handheld contains two types of storage: program memory and the internal flash drive.

The internal drive saves
information on your
handheld, including
information in the
program memory, even if
the battery drains

Program memory Your handheld includes 55MB of program memory for Palm OS® applications
such as Contacts, Calendar, Tasks, and Memos. Information in the program memory is updated
during synchronization. For example, if you enter contact information on your computer, you can
synchronize to update the info in Contacts on your handheld, and any future updates to the info
are included in synchronization.

completely—none of The info for each Palm OS application—for example, individual contact entries—may be stored in
your information is lost. your handheld’s program memory, or it may be stored on your handheld’s internal flash drive. You
Simply recharge to can view and work with this information from within the application itself. You cannot, however,
access the information view any info stored in program memory directly using Files or palmOne™ File Transfer.

again.

Internal flash drive The 160MB internal drive works similarly to other standard USB removable
drives. You can store any type of file, folder, or application on this drive on your handheld. View
and access the contents of the internal drive using the Files application on your handheld, or view
the contents using File Transfer (Windows) or Drive Mode (Mac) on your computer. You can
manage items on the internal drive in various ways: copying, moving, deleting, renaming, and so
on, using File Transfer (Windows) or Drive Mode (Mac), or Files on your handheld. You can also
use File Transfer to save the contents of the internal drive to your Windows computer.

To view the complete list
of Palm OS applications
on your handheld, go to
Applications and select
HotSync. Open the

Options menu and select Another method of storage that you may already be familiar with is an expansion card. You can
Conduit Setup. All of the view and access files or folders on an expansion card using the Files application on your
applications listed on the handheld, and manage your files on a card using File Transfer or Drive Mode.

Conduit Setup screen are

Palm OS applications You can also access the files on the internal drive or on an expansion card by opening the
located in your corresponding application and browsing to the file.

handheld’s program
memory.
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How can | work with information?

There are two main methods for moving and managing information between your handheld and a

Keeping files in their computer. These methods are discussed in detail in this chapter.

native format is useful.
On your handheld you
can work with many of
these native files, such as

Synchronization Synchronization updates and backs up information between your handheld’s
program memory and your computer. Information entered in one place is automatically updated
in the other, and info in your handheld’s program memory is backed up on your computer.

Word, Excel, PowerPoint, Use Palm® Desktop software or Microsoft Outlook to enter information on your computer in

and JPG files. You can applications such as Calendar, Contacts, Tasks, and Memos. The info is transferred to the

also use File Transfer or corresponding handheld application when you synchronize. Information entered in these

Drive Mode to carry applications on the handheld is likewise synchronized with the application in the desktop software.
native files, even files that

you cannot open on your On Windows computers, Palm Desktop software includes both palmOne™ Media, which you can
handheld, to work with use to transfer photos and videos to your handheld, and palmOne Quick Install, which installs

on a different computer. applications (PRC or PDB) for use on your handheld when you synchronize.
RI NOTE On Mac computers, use the Send To Handheld droplet to transfer photos and videos

. and install applications on your handheld when you synchronize.
If you have an expansion

card inserted into your When you transfer a file to your handheld through synchronization, the file, such as a video, may

handheld’s expansion be converted for best use on (optimized for) your handheld.

slot, you can view and

work with files and File Transfer (Windows only) Use File Transfer to transfer files and folders to your handheld’s
folders on the card in the large internal flash drive. On your handheld, to open a file on the internal drive, use Files and
File Transfer window in select the file, or open the appropriate application and browse to the file.

exactly the same way as

files on the internal File Transfer provides a live window to your handheld’s internal drive and copies or moves the

items you select instantly; you do not need to synchronize. Files remain in their native format and
are not optimized for use on your handheld. Unlike the program memory, your handheld's internal
drive is not automatically backed up during synchronization—but you can use File Transfer to save
the contents of the internal drive to your computer.

drive—copying, moving,
and so on.

RINOTE On Mac computers, use Drive Mode to transfer info to your handheld’s internal drive.
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When would | use each method?

The method you use to move info onto your handheld depends on the type of info it is. Here are

When you transfer files the methods to use with the most common information types.

using synchronization,
the files are always
placed in the
corresponding folder on
your handheld —for
example, the Music folder
for MP3 files or the
Documents folder for
Office files.

Information in Contacts, Calendar, Tasks, Memos, Note Pad
(Windows only: Expense, VersaMail®) Use Palm Desktop
or Outlook (Windows) to enter information on your
computer. Synchronize to transfer the new or updated
information on your computer to your handheld.

If you transfer files using
File Transfer, save them
to the corresponding
folder so you can easily
locate them —or copy or
create your own folder
structure to organize your
project files any way you
like.

Applications (PRC or PDB file) Use Quick Install from
within Palm Desktop (Windows) or drag the application to
the Send To Handheld droplet icon on your desktop (Mac),
and then synchronize to install the application to your
handheld.
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Word documents, Excel spreadsheets, PowerPoint
presentations Method 1: Use the Documents To Go
application on your computer. Synchronize to install the files
to the Documents folder on your handheld’s internal drive.

You can choose to
synchronize a Word,
Excel, or PowerPoint file,
even if you copied it
using File Transfer. See
the Documents To Go
application on your
computer for
information.

Method 2: Use File Transfer (Windows) or Drive Mode (Mac)
to copy an entire folder structure of files to your handheld’s
internal drive. This allows you to keep all of your project
folders together with the same structure you've created on
your computer.

Photos and videos Method 1: Use the desktop Media
application from within Palm Desktop (Windows) or drag the
files to the Send To Handheld droplet icon on your desktop
(Mac). Synchronize to install the files to the Photos & Videos
folder on your handheld’s internal drive.

When you transfer
photos and videos using
the desktop Media
application, the files may
be converted for viewing

Method 2: Use File Transfer (Windows) or Drive Mode (Mac)
to copy an entire folder structure of photos and videos to
on your handheld. File your handheld’s internal drive. This allows you to keep all of
Transfer does not convert your photos and videos together with the same structure
files, so you may not be you've created on your computer.

able to view the photos or
videos on your handheld.

Music (MP3) files Method 1: Use the RealPlayer desktop
application (Windows) to transfer the files to the Music
folder on your handheld’s internal drive, or drag the file to
the Send To Handheld droplet icon on your desktop (Mac),
and then synchronize to install the files to your handheld.

Even though photos and
videos transferred using
Media are saved in the
Photos & Videos folderon

Method 2: Use File Transfer (Windows) or Drive Mode (Mac)
to copy an entire folder structure of music files to your
your handheld’s internal handheld’s internal drive. This allows you to keep all of the
drive, updates to these songs you copied from a CD together with the same

files are included when structure you've created on your computer.

you synchronize.
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Synchronizing information

Synchronizing means that information that is entered or updated in one place (your handheld or

You can synchronize your your computer) is automatically updated in the other. No need to enter information twice.

handheld with your

computer wirelessly

using the built-in

Bluetooth® wireless

technology on your Entering information using desktop software

handheld. Use Palm Desktop or Outlook to enter information on your computer. When you synchronize, the
information is updated on your handheld.

[ ! ]IMPORTANT Be sure to synchronize the info in your handheld’s program memory frequently
so that you always have an up-to-date backup copy of this info on your computer.

Everybody in your family If you use the default settings, information from all the following applications is transferred each
can synchronize their time you synchronize your handheld with your computer:

handheld with the same

copy of Palm Desktop % @ @ @ @ ﬁ

software. Just make sure Calendar  Contacts Documents Expense Medig Memos  NotePad  Tasks  VersaMail
that each handheld hasits

own username;

Palm Desktop software

reads the username and

recognizes the handheld

during synchronization. [ ! IIMPORTANT Applications, files, and folders moved to your handheld's internal drive with File
Transfer are not automatically backed up during synchronization. Use File Transfer to copy or
move the updated files and folders to your computer, or to back up the contents of your
handheld's entire internal drive to your computer.

If you choose to synchronize with Outlook, info from Contacts, Calendar, Tasks, and Memos is
synchronized with Outlook. You can also set up the VersaMail application to synchronize with
Outlook. Other info, such as photos and notes, is synchronized with Palm Desktop software.
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WINDOWS ONLY

The Palm Desktop online 1
Help has lots of info

about how to use

Palm Desktop software,

File Transfer, and other b. Click the icon in the launch bar to open the application.
desktop applications such
as Media. Open the Help
menu and select

Palm Desktop Help.

Open an application in Palm Desktop software:

a. Double-click the Palm Desktop icon on your computer desktop.

% Palm Desktop

| @ user [l E|
Launch bar Cutegory: [ 21 B 1] T G, | Tadw

i

New

Edit

2 Do one of the following:
e Click New in the lower-left corner of the screen to create a new entry.

e Click an existing entry, and then click Edit in the lower-left corner of the
screen.

M Continued
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3 Enter the information, and then click OK.

4 Synchronize your handheld with your computer.

i Done
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MAC ONLY
1 Open an application:
a. Double-click the Palm Desktop icon in the Palm folder on your computer.
b. Click the icon in the toolbar to open the application.
ATAT S TE S E W ew S e s e
I- T : =
i : |
I - 1
! «=F y — 5
: I
2 Do one of the following:

e Click New in the upper-left corner of the screen to create a new entry.

¢ Click an existing entry, and then click Edit in the upper-left corner of the
screen.

M Continued
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HotSync® Technology
that allows you to

synchronize the info on
your handheld with the
info on your computer.

HotSync

Manager Software you
use to choose
synchronization settings
and that must be active
when you synchronize.

If the Select User dialog
box appears during
synchronization, select
the username whose
information you want to

synchronize, and click OK.

Or create a new
username.

CHAPTER 5 Moving and Managing Info Between Your Handheld and Your Computer

3 Enter the information, and then click OK.

4 Synchronize your handheld with your computer.

i Done

Synchronizing your handheld with your computer
You can synchronize your handheld with your computer in the following ways:

e Using the USB sync cable attached to your handheld and your computer

e Wirelessly using Bluetooth® wireless technology on your handheld

¢ Using your handheld’s infrared (IR) port

e Connecting to your company'’s network, either wirelessly or using a cable (Windows only)

[ ! TIMPORTANT The first time you synchronize, you must use the USB sync cable or your
handheld’s IR port. If you followed the instructions to synchronize during initial setup, you've
already covered this requirement.

To synchronize, HotSync Manager must be active. HotSync Manager was installed when you
installed the software installation CD; if you didn't install the CD, you don't have HotSync
Manager on your computer.

On a Windows computer, you know HotSync Manager is active when its icon ® appears in the
lower-right corner of your screen. If the icon is not there, turn it on by clicking Start and then
selecting Programs. Navigate to the Palm Desktop software program group, and select HotSync
Manager.
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If you need help with
synchronizing, see |l can’t
synchronize my handheld
with my computer.

View the HotSync log to
see what applications
were successfully
synchronized and
whether any problems
took place during
synchronization. Go to
Applications on your
handheld and select
HotSync, and then select
Log; or click the HotSync
Manager icon on your
computer and then click
View Log. If any problems
occurred during
synchronization, a
message appears on your
computer screen asking if
you want to view the log.

Moving and Managing Info Between Your Handheld and Your Computer

Synchronizing with a cable

1

Connect the USB sync cable to
the USB port on the back of your
computer, and then insert the
other end into your handheld.

Synchronize your handheld with
your computer:

a. Press the HotSync button on
the USB sync cable.

b. When synchronization is
complete, a message appears
at the top of your handheld
screen, and you can
disconnect your handheld
from the connector.

i Done
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Customizing your synchronization settings
You can set the following options for synchronization:

e Choosing how your computer responds when you initiate synchronization on your handheld
(Windows only)

e Enabling or disabling synchronization on your computer, setting whether synchronization is
enabled automatically when you start your computer, and choosing how much information to
include in the synchronization troubleshooting log (Mac only)

e Choosing how application information is updated during synchronization

Choosing how your computer responds to synchronization requests
WINDOWS ONLY

In order for your computer to respond when you initiate synchronization on your handheld,
HotSync Manager must be running. You can choose whether HotSync Manager always runs
automatically, or whether you must perform some action to start HotSync Manager.

1 Open the synchronization options screen:

a. Click the HotSync Manager icon C_‘j in the taskbar in the lower-right corner of
your screen.

b. Select Setup.

M Continued
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Use the default setting
Always available if you're
not sure which option you
want.

If you select Manual, you
must turn off HotSync
Manager, which is always
on by default. Click the
HotSync Manager icon in
the taskbar in the lower-
right corner of your
screen, and then click
Exit. To start HotSync
Manager when you want
to synchronize, click Start,
and then select
Programs. Navigate to
the Palm Desktop
software program group,
and select HotSync
Manager.

Note that if you turn
HotSync Manager on, it
stays on until you turn off
your computer.

2

Select how your computer responds when you initiate synchronization on your
handheld:

Setup

General | Local | Modem | Netwark |

HatSync Manager
& plwaps available [put in Startup folder)
€ fwaiable only when the Palm Desktop is nnning

" Manual [you start the HotSpne Manager yoursslf]

oK. I L

Always available HotSync Manager runs automatically every time you initiate
synchronization on your handheld.

Available only when the Palm Desktop software is running You must open
Palm Desktop software in order for HotSync Manager to run.

Manual You must manually turn HotSync Manager on each time you want
your computer to respond to a synchronization request.

Click OK.

i Done
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Setting synchronization options

MAC ONLY
1 Open the synchronization options screen:
a. Double-click the HotSync Manager icon C_‘j in the Palm folder.
b. Click the HotSync Controls tab.
2 Select the synchronization options you want:

- X&) HotSync Software Setup

l HotSync Controls ! Connection Settings ]

cﬁ HotSync @ Enabled ) Disabled

Status
’T{msyn: software is enabled. Ta disable the HotSync software, click the *Disabled"

radio button above. Listening on USB and PaimConnect.

B HotSync Options
(5]

E Enable HotSync software at system startup

o [_] Show more detail in HotSync Log
&)

M Continued
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Cont'd. HotSync Enabled/Disabled Sets your computer to respond to synchronization
requests from your handheld.

Enable HotSync software at system startup Sets your computer to
automatically respond to synchronization requests each time you start your
computer. If this option is not selected, you must open HotSync Manager and
select the Enabled option before you can synchronize.

Show more detail in HotSync Log Includes more troubleshooting information
in the log that is generated when you synchronize.

3 Close the HotSync Software Setup window.

i Done

Choosing whether application information is updated

By default, when information in each application is updated in one place (your handheld or your

Conduit The computer), it is updated in the other. However, for an application included during synchronization,
synchronization software you can choose whether information that has been updated in one place is updated in the other
that transfersinformation during the next synchronization.

between an application
onyourcomputerandthe
same application on your
handheld.
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WINDOWS ONLY

Windows For 1
information on choosing

whether application

information is updated if

you are synchronizing

your handheld with b
Outlook, see the online

Select the application you want to customize:

a. Click the HotSync Manager icon {¥) in the taskbar in the lower-right corner of
your screen.

. Select Custom.

Outlook synchronization c. Select the appropriate username from the drop-down list at the top of the
Help. Click the HotSync screen.

Manager icon in the

taskbar in the lower-right d. Select the application you want, and then click Change.

corner of your screen,

select Custom, and then N Continued

select one of the Outlook
applications from the list.
Select Change, and then
select one of the
applications from the list.
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You should generally 2
keep the default setting
(Synchronize the files) for

Choose how information is updated during the next synchronization:

Change HotSync Action
all applications. Choose ENE—
ak I
_an overwrite OptIO.n. Only E“! & Spnchionize the files .,,,Ei”fflm.l
if you have a specific Helo
. o*ga ® Betisnersnis et
reason for sending i end
(=235 © Handheld ovenites Deskion
updates only one way.
Choose Do Nothing if you BuB  pernating
never use an application.

Synchronize the files Information that is changed in one place (your handheld
or computer) is updated in the other during synchronization.

Desktop overwrites handheld Information that has been changed on your
computer is updated on your handheld during synchronization. If information
has been changed on your handheld, it will be replaced by the information from
your computer, and you will lose the changes you made on your handheld.

Handheld overwrites Desktop Information that has been changed on your
handheld is updated on your computer during synchronization. If information
has been changed on your computer, it will be replaced by the information from
your handheld, and you will lose the changes you made on your computer.

Do Nothing No synchronization occurs, so any changes made on either your
handheld or your computer are not updated in the other location.

M Continued
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MAC ONLY

1

To use the option you select on an ongoing basis, check the Set as default box. If
you do not select this box, the option you select applies only the next time you
synchronize. Thereafter, information is updated according to the default setting
(Synchronize the files).

Click OK, and then click Done.

i Done

Select the application you want to customize:

a. Double-click the Palm Desktop icon Zin the Palm folder.

b. From the HotSync menu, select Conduit Settings.

c. From the User pop-up menu, select the appropriate username.
d. Select an application.

e. Click Conduit Settings.

M Continued
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You should generally 2
keep the default setting
(Synchronize the files) for

Choose how information is updated during the next synchronization:

all a pp lications. Choose HotSync action for:  Photos

an overwrite option only ® Synchronize the files

- e .»E O Macintosh overwrites handheld

If you have a SpeCIfIC EPE C Handheld overwrites Macintosh
reason for sending B+ & O Do Nathing

u pdates on |y one Way Default setting: Synchronize the files
Choose DO Noth|ng |fy0u @ ( Make Default ) ( cancel) ﬁ

never use an application.
Synchronize the files Information that is changed in one place (your handheld
or computer) is updated in the other during synchronization.

Desktop overwrites handheld Information that has been changed on your
computer is updated on your handheld during synchronization. If information
has been changed on your handheld, it will be replaced by the information from
your computer, and you will lose the changes you made on your handheld.

Handheld overwrites Desktop Information that has been changed on your
handheld is updated on your computer during synchronization. If information
has been changed on your computer, it will be replaced by the information from
your handheld, and you will lose the changes you made on your computer.

Do Nothing No synchronization occurs, so any changes made on either your
handheld or your computer are not updated in the other location.

M Continued
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Most handheld application
files have the extension
PRC or PDB.

Use Quick Install as an
alternate method for
installing photos and
videos to your handheld.

3 To use the option you select on an ongoing basis, click Make Default. If you do
not select this box, the option you select applies only the next time you
synchronize. Thereafter, information is updated according to the default setting
(Synchronize the files).

4 Click OK, and then close the Conduit Settings window.

i Done

Installing applications to your handheld

Use Quick Install (Windows) or the Send To Handheld droplet to install applications on your
handheld when you synchronize. The applications are stored in program memory and are
optimized for use on the handheld.

Installing applications from a Windows computer

If you installed Palm® Desktop software, you automatically have palmOne™ Quick Install on your
Windows computer. This tool makes it easy to install applications and files when you synchronize.

You can install applications by using Quick Install from within Palm Desktop software, by dragging
and dropping onto the palmOne Quick Install icon, or by using the commands in the palmOne
Quick Install window.
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Using Quick Install from within Palm Desktop software

WINDOWS ONLY
A confirmation dialog 1
box shows whether the Open Palm Desktop software.
items will be copied to
your handheld or to an
expansion card. You can 2 Copy the application:
choose which handheld @
will receive the items by a. Click the Quick Install icon in the launch bar atthe ~  %#3 |
selecting the username in left of the window.

the User drop-down box

in the upper-right corner. b. Drag and drop the application onto the Quick Install

window.

c. When the confirmation dialog box appears, confirm
your username, the application name, and the

applications into the destination, and then click OK.
Quick Install window to

have them ready for
installation the next time 3
you synchronize.

You can move multiple

Synchronize to install the file to your handheld.

i Done
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Using the palmOne Quick Install icon
WINDOWS ONLY

You can also install files 1
on your handheld by

right-clicking them on

your computer. Select

Send To palmOne Quick

Install, and the files are 2
placed on your handheld

the next time you a. From My Computer or Windows Explorer, select the file(s) or folder that you
synchronize. want to install.

Copy or download the application(s) or file(s) you want to install onto your
computer.

Drag and drop the files onto the Quick Install icon:

b. Drag and drop the file(s) or folder onto the

If there are still files in the Quick Install icon on the desktop.
list after you synchronize, S

. c. Select your username and click OK.
they were not installed.

Open the application
associated with this file,
and then synchronize 3

again Synchronize your handheld with your computer.

i Done
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Use the Add Folder
command to copy all the
files in a folder on your
computer—but not the
folder itself—to your
handheld. Each file is
copied to a default
location on your
handheld, based on the
file type, and may be
converted for use on your
handheld. Use File
Transfer to copy an entire
folder and all of its
contents to alocation you

specify on your handheld.

To move applications
between your handheld
and the expansion card,

drag the files up or down.

If you don't see the file
you want to install, go to
the folder you copied the
file to.

CHAPTER 5 Moving and Managing Info Between Your Handheld and Your Computer

Using the palmOne Quick Install window
WINDOWS ONLY

1
2

Copy or download the file(s) you want to install onto your computer.

Double-click the Quick Install icon on the desktop.

Select the files to install:

a. Inthe User drop-down list,
select the name for your
handheld.

b. Click Add.

c. Select the file(s) you want to
install.

d. Click Open.

User drop-down list

Z pawmone Qe tmstan

Fie Edb View Helo

5 T —
Hame Sao| Tyom
E}chidhood dec S45KD Micsssoh Word Doc
] b tha's mry b UKD PG mage
e g TEILH LG mage
W)ries doe TREDEE  MicsoroR Word Doe
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a[mnndnn Canck: 32 0K fuee i of ot HotSyne cpestion
Mame Sz Tipe
@) 440 weea SOFME  Wirekoars Mada fud
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i there ore mapton WMED  IPEG image
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Synchronize your handheld with your computer.

i Done
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Installing applications from a Mac computer

You can install applications from a Mac computer by dragging and dropping them onto the Send

- - - ®
In Mac OS X, you can make To Handheld icon, or by using the commands in the HotSync® menu.

the Send To Handheld

droplet a permanent part Using the Send To Handheld droplet
of your desktop by MAC ONLY
dragging the droplet to the

Dock. Then simply drag

files you want to transfer to

your handheld onto the

droplet in the Dock.

Copy or download the application(s) you want to install onto your computer.

2 Drag and drop the files onto the Send To Handheld droplet:
Use the Send To
Handheld droplet to a. Drag and drop the file(s) or folder onto the
install musicfiles, photos, Send To Handheld droplet in the Palm folder. e
and videos to your ?‘!" :
handheld b. In the Send to Handheld dialog box, select B

your username and click OK.

3 Synchronize your handheld with your computer.

i Done
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To move applications
between your handheld
and the expansion card,
click Change Destination.
Use the arrows to move
the files, and then click
OK.

If you do not see the
application or file in the
folder, go to the folder
that contains the
application you want to
install.

1
2

Using commands in the HotSync menu
MAC ONLY

Copy or download the application you want to install onto your computer.

Select the files to install on your
handheld:

a.

In the Palm folder, double-
click the HotSync Manager.

Select the HotSync menu, and
then select Install Handheld
files.

In the User pop-up menu,
select the name that
corresponds to your
handheld.

. Click Add to List.

Select the file(s) you want to
install.

M Continued

8606 Install Handheld Files
User: dkajiyama i Q)
File Al size Destination
@ Giraffe.prc 19K Handheld =
@ HARDBALL.PRC 17K Handheld ARl
@ MINEHUNT.PRC 9K Handheld J
@ PUZZLE.PRC 4K Handheld j
Remove From List
|

— Tips!

Change Destiation

|

#pplization hia

| e fiks in this list willbe nstalled an
| your handheld devize the next time
| you perform 2 HotSyne operstion.

To add files to this list, either drag-  To fnd otherthind party applications.
and-dmp them anto this widow,ar  nd fikes for your handhe ki de rice,
click the “Add " buttan. check out ourweb site at

http /fwrurw p amOne.com
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If you have an expansion
card inserted into your
handheld’s expansion
slot, you can view and
work with files and
folders on the card in the
File Transfer window in
exactly the same way as
files on the internal
drive—copying, moving,
and so on. You can also
copy and move files
between the internal
drive and the card.

CHAPTER 5 Moving and Managing Info Between Your Handheld and Your Computer

3 Install the files on your handheld:
a. Click Add File.
b. Close the Install Handheld Files window.

c. Synchronize your handheld with your computer.

i Done

Using File Transfer to transfer info to your handheld

RINOTE On a Mac computer, use Drive Mode to move files to your handheld’s internal drive.

WINDOWS ONLY

On a Windows computer, File Transfer provides a live window onto your handheld's large internal
drive. Use File Transfer to copy, move, and manage files and folders on your handheld. File
Transfer copies and moves items instantly; you do not need to synchronize. With File Transfer you
can also work on your handheld even while transferring files.

Using File Transfer, quickly move and carry large amounts of your important Office files, photos,
music, videos, and other files or folders on your handheld. Access and edit this information on
your handheld or, using Drive Mode, from another computer (computer must support standard
USB removable drives).

File Transfer installs automatically when you install Palm Desktop software.

[ Y TIMPORTANT Applications, files, and folders moved to your handheld's internal drive with File
Transfer are not automatically backed up during synchronization. Use File Transfer to copy or
move the updated files and folders to your computer, or to back up the contents of your
handheld's entire internal drive to your computer.
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Use File Transfer to back 1
up the contents of your

handheld’s internal drive
to your main computer. In a. Connect the USB sync cable to the USB port on the back of your computer,

and then insert the other end into your handheld.

Open File Transfer:

the File Transfer window,
right-click the folder next
to the handheld icon, and
then click Save to PC.

b. Double-click the File Transfericon ﬂ[% on your computer desktop to open the
File Transfer window. The File Transfer window opens to display the
contents of the internal drive on your handheld; if an expansion card is
inserted into your handheld’s expansion slot, the window displays the card’s
contents as well.

[ ¥ IMPORTANT If another task is running that uses the USB sync cable —such
as synchronizing or transferring music files with RealPlayer—File Transfer waits
until the task is complete before displaying the contents of your handheld or an
expansion card.

@ palmOne File Transfer g@

File Edit ‘iew Help
O © B|QSO B @B 98
J—

Angus INTERNAL
Updater

M Continued
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Cont'd. RINOTE File Transfer recognizes any security preferences you set for your
handheld. For example, if your handheld is locked, File Transfer displays an
alert message stating that you must unlock your handheld before using File
Transfer. A message also appears if your handheld is not connected to your
computer or is unavailable for any other reason.

2 Drag, copy, or move files, folders, or applications from the desktop into the File
Transfer window to the location you want on your handheld’s internal drive.

RINOTE If you use File Transfer to install an application in the Applications
folder on your internal drive—and if the application is designed to run from a
flash drive—you can run the application on your handheld.

3 Work with files on your MRS internaiDrive LB
handheld: =

El_ Internal Drive
. B3 Applications
a. Press the Files button (5. & Documents

E3 Music
[E3 Photos & Videos

b. Browse to find the file you
want.

c. Select the file to open it.

RINOTE |[f there is no
application for the file, a beep
alert sounds.

M Continued
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You can work with files 4

. . Access or move files from your handheld to a computer that has File Transfer
and folders in the File

) . installed:
Transfer window in many
of the same ways thatyou RINOTE Use Drive Mode if you are at a computer that does not have File
work with files and Transfer installed. The computer must support standard USB removable drives.
folders in Windows
Explorer. For example, a. Connect the USB sync cable to the USB port on the back of the computer,
click a plus sign to the left and then insert the other end into your handheld.
of a folder name to view .
the contents of a folder: b. Double-click the File Transfer icon g% on the computer desktop to open the

File Transfer window. The File Transfer window opens to display the

select multiple items ] )
contents of the internal drive on your handheld.

using the Control or Shift
buttons on your

. c. Access, move, or copy files from the File Transfer window to the computer
keyboard; or click the Py p

. desktop.
Refresh button to view
updated contents of the [T 1IMPORTANT Unlike Windows Explorer, you cannot double-click a file in File
handheld’s internal drive Transfer to open it. If you double-click a file, you are prompted to save it to your
or expansion card. computer and then to open and work with the file on your computer. After
. working on the file, you can copy it or move it back to your handheld with File
You can also manage files Transfer

or folders by right-

clicking a file or folder

name to open a menu i Done
that lets you rename,

move, copy, delete, and

perform other tasks on

the file or folder.

Tungsten™ T5 Handheld 102



CHAPTER 5 Moving and Managing Info Between Your Handheld and Your Computer

Using Drive Mode to work with info on another
computer

On a Mac computer, use Drive Mode to move files between a computer and your handheld'’s
internal drive.

If you are at a Windows computer that doesn’t have File Transfer installed—a computer at a hotel
or your friend'’s house, for example—use Drive Mode to open, move, or copy files on your
handheld. With Drive Mode, your handheld connects to your computer like an external USB
removable drive.

When you use File
Transfer or Drive Mode,
remember to bring your

UsB sync.cable and AC The computer must support standard USB removable drives in order for you to use Drive Mode
charger with you, so you with the computer. Most current operating systems such as Windows 2000, Windows XP, and
can connect to other Mac OS X support USB removable drives.
computers.
RINOTE While you're using Drive Mode, you cannot use any other feature of your handheld,
including using File Transfer or synchronizing. You can, however, continue to receive alerts such
as notifications of appointments or new email messages. If you select an alert or attempt to use
your handheld in some other way such as pressing a quick button, a message appears asking if
you want to continue using Drive Mode or disconnect from Drive Mode to use your handheld.
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If you are formatting your 1 T Drive Mod

handheld’s internal drive urn on Lrive vode- —

or an expansion card .. Drive Mode is Off

while in Drive Mode. be a. Go to Applications and select Drive Mode allows you o connect
o Drive Mode i . your palmOne device as a USB

sure to select the file ‘ Remavable Drive to your computer.

system type FAT—do not b. Select Turn Drive Mode On.

select FAT32 or any other
file system type. If you
select any other file
system type, your
handheld cannot

recognize the information Turn Drive Mode On
on the internal drive or
the card.

2 Prepare your handheld and your computer:

a. Connect the USB sync cable to the USB port on the back of the computer,
and then insert the other end into your handheld.

b. Connect the AC charger cable to the USB sync cable, and then plug it into a
power outlet.

M Continued
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You can work with files 3 Open My Computer or Windows Explorer on a Windows computer, or Finder on
and folder.s on .your a Mac computer. Look for the icon representing your handheld in the list of
handheld in Drive Mode available drives on the computer. On a Windows computer, an icon appears for
in exactly the same way an expansion card also. On a Mac computer, an expansion card icon appears
that you work with any only if a card is inserted in your handheld’s expansion slot.
other file or folder in My
Computer, Windows RINOTE On a Windows computer, if there is no card inserted in your
Explorer, or Finder. handheld’s expansion slot and you try to work with the expansion card icon in
Unlike in File Transfer, My Computer or Windows Explorer, an error message appears.
you can double-click a file
from the computer’s 4ty Computer
window to open it from e
your handheld in Drive 0= Q&1L el
Mode. System Tasks * @analoisk(c:) @analDisk(D:) é Memory Stick (1)
Wiew system infarmation
el [ e T
l:::ypl:::zrkp\aces f“?ﬁmtherw - l"”’ T S Expansion card
o e appears as
gi:i::,';:;?e"ts removable drive
Details ES
Sehom P
4 Work with the files on your handheld as you would on any other external

removable drive.

M Continued
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If you are working with an
expansion card, you must
eject the card from the
computer (using the Eject
command in Windows or
dragging the card to the
Eject icon on the Dock for
Mac) before removing the
card in order to avoid
losing info on the card.

5 When you have finished working with Drive Mode, do the following:

[ Y IMPORTANT To avoid losing any information that was transferred, be sure

to follow these steps to disconnect from Drive Mode before you unplug your

handheld from your computer.

a. Eject the handheld from your Windows computer by selecting the Safely
Remove Hardware (XP) or Unplug or Eject Hardware (2000) icon & in the
taskbar in the lower-right corner of your computer screen. On a Mac
computer, select the Eject command from the File menu or drag the drive
icon to the Eject icon on the Dock.

b. Select Turn Drive Mode Off on your handheld screen, and then select Turn
Off.

i Done

Other ways of managing information

You can move and manage information on your handheld and your computer in the following
additional ways:

¢ Importing information from other applications into Palm Desktop software
e Restoring archived info on your computer
¢ Installing additional applications from the software installation CD

e Checking space and version numbers of applications on your handheld
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Importing information from other applications

Do you have information on your computer in spreadsheets or databases and want to transfer it to

Palm Desktop Help has your handheld? Don’t spend time retyping it. Instead, import the info into Palm Desktop software.

lots of information about

importing from other Palm Desktop software can import the following types of files:

applications, including Calendar vCal/iCal (VCS/ICS) and Calendar archive (DBA)

step-by-step instructions.

Open the Help menu in Contacts vCard (VCF), comma-delimited (CSV, TXT), tab-delimited (TAB, TSV, TXT), Contacts

Palm Desktop software archive (ABA)

and select Palm Desktop

Help for more details. Memos Comma-delimited (CSV, TXT), tab-delimited (TAB, TSV, TXT), Memos archive (MPA),
Text (TXT)

Tasks Tasks archive (TDA)

WINDOWS ONLY
1 Save the file on your computer in one of the accepted formats.
2 Import the file into Palm Desktop software:

a. Double-click the Palm Desktop icon on your computer desktop.

b. Click the icon in the launch bar for the application you want to import the
information into.

M Continued
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Cont'd. c. Click File, and then click

Specify Import Fields x|
Import.
I d Palm Fields Datain "Conference Contacts.csy''
mporte CostHamePardn - k|
fields ———— | First Hame ely
d. Follow the onscreen il Tl e Cancel
. . . Company lpalmOne. Inc.
instructions to map the fields 7 work 0555 2152 Resel
. - . . Home 415-5655-3873
in your file to the fields in (adisss1 1789 Maket St e
City 1 I5an Francisco
Palm Desktop software, and i Stole e
. . [ Fan
import the file. WERE] =
ﬂ Scan Records ﬂ Record 2
~Tip
Ta change the field order, click a field name on the
left and drag it up ar down the list ta match the data
an the right
If the 'ALL" category is selscted bsfors importing
records, the category field will be available in the
field list. Drag the category field to match the data
position on the right
Only existing categonies will be matched.
Unmatched categories wil be placed in ‘Lnfiled"
Source file character set  [windows [BNS1) hl
3 Synchronize your handheld with your computer.

i Done
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MAC ONLY
1 Save the file on your computer in one of the accepted formats.

2 Import the file into Palm Desktop software:
a. Double-click the Palm Desktop icon in the Palm folder on your computer.

b. Click the icon on the toolbar for the application into which you want to
import information.

c. Click File, and then click Import.

d. Follow the onscreen instructions to import the file.

3 Synchronize your handheld with your computer.

i Done

Restoring archived items on your computer

In many applications, you can save a copy of an item that you deleted from your handheld or
desktop software to an archive folder on your computer. This frees up space on your handheld,
while ensuring the information is available if you need it in the future.

You can restore individual entries or an entire archive file to the related application in your desktop
software. The Palm Desktop online Help and the Microsoft Outlook online Help have lots of info
about how to restore archived files. Refer to these Help files for details.
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Installing the additional software from the CD

Your handheld comes with many applications that are already installed and ready to use. The CD
that came with your handheld includes lots of other applications to make your handheld even
more useful and more fun. You can install these applications at any time.

WINDOWS ONLY

1

2
3
4

Insert the CD into your computer.
On the Discover Your Handheld screen, click Add software to your handheld.
Follow the onscreen instructions to install the applications you want to install.

Synchronize your handheld with your computer.

i Done
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MAC ONLY
1 Insert the CD into your computer.
Double-click the Essential Software folder.

Install the applications you want to install.

2 W N

Synchronize your handheld with your computer.

i Done

Checking space and version numbers

Before you install a file or an application, it's important to make sure you have enough space for it.
You may also want to check the version number of applications that are already on your handheld
or expansion card, in case you're interested in upgrading them.
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Open the Info dialog box:

a. Go to Applications and select HotSync &

b. Open the menus.

c. Select Info on the App menu.

View space info and version
numbers:

a. Select the Device pick list and
select one of these options:

Handheld Get information
about applications stored on
your handheld.

Expansion card name Get

information about applications
stored on your expansion card.

M Continued

rDevice: ¥ Handheld

Pick list —

Free Space: 14.8M of 15M

Address 1K
Calendar 1K
Connection 2K
Contacts 10K
Date Book 1K
Expense 1K

Memo Pad 1K

i'
E

("Done ) [ Version [JEE3 Records |
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Cont'd. b. Select one of the following options, and then select Done:
Version Displays the version numbers of all of your applications.

Size Shows how much space each application occupies. The bar at the top
shows the total space currently in use on your handheld or expansion card.

Records Shows the number of records in an application.

i Done

Removing information

You can remove applications from your handheld, and remove Palm Desktop software from your
computer.

Removing an application from your handheld

If you run out of memory or decide that you no longer want some applications you installed, you
can remove them from your handheld or from an expansion card.

RINOTE You can only remove add-on applications, patches, and extensions that you install. You
cannot remove the applications that are part of the operating system of your handheld.

1 Go to Applications.

M Continued
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2 Open the Delete dialog box:

a. Open the menus.

b. Select Delete from the App menu.

3 Delete the application:

a. Select the Delete From pick list, and then select Handheld or an expansion
card.

b. Select the application that you want to remove, and then select Delete.

Select Yes, and then select Done.

i Done

Removing Palm Desktop software from your computer
WINDOWS ONLY

RINOTE Mac computers do not provide an option for uninstalling Palm Desktop software.
If you think you’ll never want to synchronize your handheld with your computer again, you can
remove Palm Desktop software from your computer. This process removes only the application

files. The information in your Users folder remains untouched.

[ ! ]IMPORTANT If you remove Palm Desktop software, you also remove the synchronization
software and can no longer synchronize your information. Even if you want to synchronize with
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another personal information manager, like Microsoft Outlook, you must leave Palm Desktop

software installed on your computer.

RNINOTE You may have to modify these steps to correspond with the operating system on your

computer.

1

Open Add/Remove Programs:

a. From the Start menu, select Settings, and then select Control Panel.

b. Double-click the Add/Remove programs icon.

Remove Palm Desktop software:

a. Click Change or Remove
Programs.

b. Select Palm Desktop software,
and then click Remove.

c. Click Yes in the Confirm File
Deletion box.

d. Click OK, and then click Close.

i Done

Change or Remove Programs

[ Add or Remove Programs 9 [=1 3 I
% Curently installed programs:  Soit by: | Mams |+

UpTaE
(330934

B Palm
Desktop

Falm
VersaMailtm
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Related topics

Click a link below to learn about these related topics:

If you're having problems
with moving and managing
information or with anything
else on your handheld, go to
www.palmOne.com/intl/

support.

Setting Up

Moving Around

RealPlayer

VersaMail

Common
Questions

Switching between Palm Desktop software and Microsoft Outlook
e Opening applications
¢ Using menus

e Transferring files from a CD to your handheld or to an expansion card

e Listening to audio files on your handheld

Synchronizing email messages on your handheld with email messages on
your computer

Answers to frequently asked questions about moving and managing
information between your handheld and your computer
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CHAPTER 6

Managing Your Contacts

Adding a contact

Copying contact information

into multiple contacts

Locating a contact on your
list

Deleting a contact

Customizing the Contacts
list

Making connections from
Contacts

Working with Contacts on
your computer

Related topics

Say good-bye to a paper address book
that you need to update manually
every time someone moves, changes
their email address, or gets a new work
extension. With Contacts, not only is it
easy to enter information such as
names, addresses, and phone
numbers, but it is just as quick to view,
update, and organize contact
information.

You can easily share info with other
handhelds and dial phone numbers or
send messages directly from a contact
entry using your handheld’s built-in
Bluetooth® wireless technology and a
compatible mobile phone. You can
even add photos of your loved ones
directly to their contact information
screen.

o =

Benefits of Contacts

e Carry all your business and personal
contact information in your hand

e Keep track of who is who
e Keep in touch
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Adding a contact

If the first character you
enter in the Last Name or
Company field is an
asterisk (*) or another

Press the Contacts 2= button.

symbol, that record 2 Add your contact information:
always appears at the top
of the Contacts list. That's a. Select New.

useful for an entry like “If

s - Al m { Unfiled
Found Call [your phone Lima, Jose 302-555-9512M First name: | p@
number]” Malita, J.T. jtm@jtm.com Picture:
Maroni, Anthony  415-555-7775W '
Nguyen, Mai 555-3434W
Nosuch, Don  donn@example.com C .
v | Sanagala, Srivinas  954-555-1234 H °mpT°_'t’|V' Example, Inc.
ou can also enter one or Speier, Lane 831-555-7534M itle:
Taylor, David 650-555-9278 W ¥ Work:555-234-1939
more contacts on your Technical Support O ~ Home:
desktop computer, and Venkat, Raja  raja@anyisp.com @A 555-616-2117
h P h P ! Weiss, Chris 555-2367 W
then copy them to your - i -
handheld by Look Up: New hd v

synchronizing. . . . .
b. Select each field where you want to enter information, and enter it. Select

the scroll arrows ¥ to view more fields.

M Continued
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To learn how to download
photos to your handheld,
see palmOne™ Media.

Cont'd. The following fields contain features to help you enter information quickly:

All fields except numeric and email fields The first letter is automatically

capitalized.
If multiple contacts share Title, Company, City, and State As you enter letters, a match appears if you
information, such as a have one on your Contacts list. For example, if you enter S, Sacramento might
company name and appear, and if you then enter a and n, San Francisco might replace Sacramento.
address, you can enter When the word you want appears, select the next field.
the first contact, and then o ] )
copv the information into Address You can enter up to three addresses, each containing five fields: Addr,

City, State, Zip Code, and Country. You can designate an address as work (W),

other contacts.
home (H), or other (O). By default, the first address is designated as work.

3 [ & ] OPTIONAL Add a photo:
a. Select the Picture box.
b. Select a picture from palmOne Media.

c. Select Done.

M Continued
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If you want a reminder 4 [&] OPTIONAL Add a -
about a birthday, check birthday: m : Unfiled
the Reminder box, enter ~ Addr(W): 4929 Rockaway Dr.
the number of days a. Select the Birthday box. Stc:t: é:ytuwn
before the birthday that Zip Code: 000D
you want to see the b. Use the left and right arrows Country:
reminder, and then select to move to and select the birth
OK. year. Hold down either arrow Custom 1:

to scroll quickly through the

years.

Birthdays you enter in

Contacts appear as

untimed events in

Calendar. If you update

the birthday in Contacts, 5
it automatically updates

in Calendar as well.

c. Select the month and date.
After you finish entering all the information you want, select Done.

i Done That's it. Your handheld automatically saves the contact. Make
sure you have a current backup. Synchronize often.
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Entering additional contact information

The Contact Edit screen displays certain fields by default. You can customize the Contact Edit

Additi | field
ttional neles appear screen to display additional fields.

in a contact only if you
enter info into them. If
you leave a field blank, it
does not appear the next 1 Press Contacts IE
time you open the

Contact Edit screen. Also,

additional fields apply 2
only to the current

contact; you can

duplicate contact

information if you need to b
apply the same fields to

Display additional contact fields:
a. Select the contact you want, and then select Edit.

. Select the plus button on the lower-right corner of the Contact Edit screen.

miliple cantacts [contect £ IR contoc e IR
Firstname: | gp First name: | pg
Picture: Picture:
Each field type can be m E
displayed a certain Company: Example, Inc. Company: Exam| [T
number of times, up to a - TR - e ey M ece
preset maximum. Once ~ Home: « Home: Custom 5
you reach this maximum, @A 555-616-2117 > Mobile: 5556 ch=1om 2
the field type no longer (Bone) (Bewiee) (B) (@2 Select here (Tome) (Bt cutoms
appears on the pop-up :
list. For example, you can Note icon
display up to seven
Phone/Email fields. c. Select the field you want displayed from the list. The field appears in a preset
location on the Contact Edit screen.
Select the Note icon next i Done

tothe plus buttontoadd a
note to the contact.
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Selecting contact field types

You can select the types of phone numbers (work, home, mobile, pager, and so on), as well as
specify the instant messenger (IM) account, that you associate with a contact.

Any changes you make to 1
field types apply only to

the current contact. You

can duplicate contact

information if you need to 2
apply the same contact

fields to multiple a. Select the contact you want, and then select Edit.
contacts.

Press Contacts [&=.

Customize the contact field type:

b. Select the pick list next to the field you want to change and select the new
field type you want. Available fields include phone number, email address,
The email address field and instant messenger (IM) fields.
type is located on the
same pick list as the
phone number fields. IM
field types are located on

RINOTE You must set up an instant messenger account with a service
provider and download instant messaging software to use instant messaging
on your handheld.

First name:| pg First name:| pg
Picture: m Picture: m
Company: Example, Inc. work |'Y:Example, Inc.
Title: Home |le:
v Work:555-234-1939 Fax  |’k:555-234-1939
» Home: E)_therl e
Select  — AR 555-616-2117 Man | 555-616-2117
triangle Pager

Done Details... ¢ ¢

i Done
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Defining custom fields

You can define the custom fields that appear at the end of the Contact Edit screen to display any
additional contact information you want, such as spouse’s or children’s names, favorite color, or

any other information.

1
2

Press Contacts [&=.

Define the custom fields:

a. Select the contact you want,
and then select Edit.

b. Open the menus.

c. Select Options, and then

select Rename Custom Fields.

d. Enter names for up to nine
custom fields, and then select
OK.

i Done

Rename Custom Fields €

To rename any custom field
below, enter a new name:

Spouse Name Custom 5
Fav Color Customb
Hobby] Custom 7

Custom 4 Custom 8
Custom 9
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Selecting a contact as your business card

You can create a contact with your own information and select it as your business card by opening
the Record Menu and selecting Business Card. You can then beam or send your business card to
other handhelds. To beam your business card quickly, press and hold the Contacts application
button for approximately two seconds.

1 Press Contacts [&=.
2 Create a business card:

a. Select the contact you want, or create a new contact with your own contact
information.

b. Open the menus.

c. Select Business Card on the Record menu.

i Done
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Copying contact information into multiple contacts

You can quickly make a copy of a contact so that you can edit only the fields you need to change.
For example, if two of your contacts have the same work address or phone number, duplicating

You can also duplicate a . . 4 o Jo
the first contact simplifies entering information in the second.

contact in the Contacts
desktop application by
highlighting a contact in
the Contacts list, and then 1 Press Contacts [;_5
selecting Edit Copy.

Create a new contact,

select the Note icon, and 2
then paste the info into a

note. Then cut and paste

the text into the correct

field in the new contact.

Duplicate a contact:
a. Select the contact you want, and then select Edit.

b. Open the menus.

c. Select Record, and then select Duplicate Contact.
If you duplicate a contact

and do not edit the name, i Done
the contact appearsinthe

Contacts list as “<Last

name>, <First name>

Copy.”
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Locating a contact on your list

You can also press Right 1
on the 5-way navigator

(or select the Quick Look

Up icon at the top of the

screen) to open the Quick 2

Press Contacts a=.

Search for the contact:

. Al
Look Up line. Press Up E» hd
. Lima, Jose 302-555-9512M
and Down to select the a. Select the Look Up line at the Malita, J.T. itm@jtm.com
letter of the name you bottom of the screen and N__ A°" 415'
want in each box, and enter the first letter of the Nosuch,!Don donn@example.com
. name vou want to find. Sanagala, Srivinas  954-555-1234H
press Right to move to y Speier, Lane 831-555-7534M
the next box. Taylor, David 650-555-9278 W
. Enter th nd | r of th Technical Support e
b ter the second ette. ofthe Tsai, Lee 555-234-1939 W
name, and so on, until you Venkat,Raja  raja@anyisp.com
can easily scroll to the contact -
The Phone Lookup y Look Up: mar] Nev) ¥
you want.

feature lets you add

contact information

directly into certain other 3
applications on your

handheld. For example,

you can add a name and i Done
phone number to a

memo or task.

Select the contact to open it.
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You never know when
you're going to need to
look up an old business
associate. If you save an
archive copy of your
deleted contacts, you can
refer to them later by
importing them.

Deleting a contact

1
2

Press Contacts a=.

Open the Delete Contact dialog
box:

Delete Contact (i)

@ Delete selected
Contact?

a. Locate the contact you want.
¥ Save archive copy on PC

b. Open the menus.

c. Select Delete Contact on the
Record menu.

[ &] OPTIONAL Check the box to save an archive copy of the contact on your
computer.

Select OK.

i Done
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Customizing the Contacts list

By default, the Contacts list displays the work phone number for a contact; if no work phone
number is entered, another entry is displayed. You can customize a contact’s settings to display
different information on the Contacts list. You can also customize the appearance of the list.

If you select Work, Home, 1
Fax, Other, Main, Pager,

or Mobile from the pick

list, the first letter of your

selection appears next to 2

the contact in the
Contacts list—for a. Select the contact you want.

Press Contacts a=.

Open the Contact Details dialog box:

example, W for Work. If
you select email, no letter
appears next to the

b. Select Edit, and then select Details.

contact.
3 Specify the information
displayed with a contact: T
You can also use the Show inList:|ToMe. y
Contact Details dialog a. Select the Show in List pick 0:,?:3:::; E;I:i\:" ‘
i list, and select the information
poxto assign a contact to that you want to appear in the &= gat%eerr =)

a category or to mark a

contact as private. Contacts list for this contact.

b. Select OK.

M Continued
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4 Customize the appearance of the Contacts list:

a. From the Contacts list, open the menus.

b. Select Options, and then select Preferences.

c. Select the display options you want:
Remember last category Check the box if you want Contacts to display the
last category shown when you return to it from another application. If the

box is unchecked, Contacts opens to the All category.

List by Select whether to sort the Contacts list by last name and first name
or by company and last name.

i Done
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Making connections from Contacts

[!] Before You Begin You can set up your contacts so that you can do tasks like dialing a phone number; creating an
You must complete all the email or text message; accessing the web; or sending an instant message (requires additional
software, sold separately) directly from a contact screen. Contacts gives you two tools to perform

these tasks:

prerequisites for the
email and messaging
applications.

Quick Connect Lets you select a connection type and opens the application for making that type

To use Quick Connect of connection directly from a contact’s information screen.
with your handheld’s
built-in Bluetooth Tap-to-Connect Opens the application to perform a connection task directly by selecting the

technology, you must set appropriate entry (phone number, email address, and so on) from a contact’s information screen.

up a phone connection.

To use it with your Using Quick Connect
handheld’s IR port, run
Phone Link Updater, and
then use the Phone Link
application to set up a
phone connection.

If you have a compatible mobile phone (sold separately) that includes Bluetooth technology, you
can use Quick Connect to dial a phone number; address an email or a text message, go to a
website, or send an instant message (requires additional software, sold separately) directly from a
contact.

1 Press Contacts IE

M Continued
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2 Make a connection using Quick Connect:
a. Select the contact you want.

b. Press Right on the 5-way or select the Quick Connect icon @@» at the top of
the screen to open the Quick Connect dialog box.

B> Unfiled
ee Tsai Lee Tsai
ork:  535-234-1939 Mobile: 255 234 3191
obile: 555-234-9191 WESMS: 5552349191

-mail: tsuilee@exumple.cnm B Email: tsailee@example.com

Done ) [ Edit ][ New )

c. Select the type of connection you want. For example, select a phone number
to dial the number on your mobile phone, or select an email address to open
the email application to a new message containing that address in the To
field.

i Done
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Customizing Quick Connect settings

You can specify which application opens when you choose a Contacts record field, and whether to
add a prefix to each phone number.

1
2

Press Contacts [&=.

Customize Quick Connect settings:
O Number Prefix:
Dial: > Phone Dialer

SMS: > Messages

a. Select the contact you want.

b. Press Right on the 5-way or
select the Quick Connect icon
@ss at the top of the screen
to open the Quick Connect
dialog box.

E-mail: ¥ VersaMail
Web: ~ - None Available -
IM: ~ - None Available -

Map: ~ - None Available -

c. Select Settings and enter the
settings you want:

Number prefix Check the box and enter a prefix to add a prefix to all dialed
phone numbers.

RINOTE A prefix is not added to any number that begins with a “+” character.

All other fields Select each pick list and select the application you want to use
to connect by that method.

d. Select OK.

i Done
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Using Tap-to-Connect

With Tap-to-Connect, you can select a contact and dial a phone number or address an email or text
message by selecting the appropriate entry on the contact screen. By default, Tap-to-Connect is

not enabled.
[!] Before You Begin
You must have a -
compatible mobile phone Press Contacts [4Z.

(sold separately) that

includes Bluetooth

wireless technology, and 2
you must complete all the

Enable Tap-to-Connect:

prerequisites for the a. From the Contacts list, open the menus.

email and messaging

applications. b. Select Options, and then select Preferences.

To use Tap-to-Connect c. Select Enable Tap-to-Connect, and then select OK.
with your handheld’s

built-in Bluetooth \I Continued

technology, you must set
up a phone connection.
To use it with your
handheld’s IR port, run
Phone Link Updater and
then use the Phone Link
application to set up a
phone connection.
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3

Make a connection with Tap-to-Connect:

a. Select the contact you want.

s> Unfiled

ee Tsai

ork: 555-234-1939
obile: 555-234-9191
-mail: tsoilee@example.com

—I I Select to edit

Eonnecting i

Done ) [ Edit ][ New )

b. Select the entry you want to use to connect. For example, to dial a phone
number, select the number you want to dial. To address an email message,
select an email address.

c. Select the entry to edit it if necessary. For example, you might need to add
an area code or country code to a phone number.

i Done
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Working with Contacts on your computer

Use Contacts on your computer to view and manage the contacts you create on your handheld.
Check out the online Help in Palm® Desktop software to learn how to use Contacts on your
computer. The online Help includes info about the following topics:

e Viewing, copying, and deleting contacts

¢ Editing contact details

e Marking contacts private

e Showing, masking, and hiding private contacts

e Printing contacts

¢ Changing between the list, contact info, and Contact Edit views

e Adding notes to a contact

e Adding a date and time stamp to a contact

e Organizing contacts into categories

e Sharing contacts

WINDOWS ONLY

To open Contacts on your computer, double-click the Palm Desktop icon on the Windows desktop,
and then click Contacts on the launch bar.

MAC ONLY

To open Contacts on your computer, launch Palm Desktop software from the Palm folder, and then
click Addresses.
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Related topics

Click a link below to learn about these related topics:
If you're having problems
with Contacts or with
anything else on your Moving * Opening applications

handheld, go to Around

. e Using menus
www.palmOne.com/intl/ 9

support. e Synchronizing with Palm Desktop software and Outlook
Categories Organizing contacts by type and sorting them
Entering Transferring contact information from other applications such as databases,
Information spreadsheets, and other organizer software
Privacy Keeping contacts private by turning on security options
Sharing Sending contacts to other Bluetooth devices by using Bluetooth wireless
technology on your handheld
VersaMail Sending contacts as attachments to email messages
SMS Sending contacts as part of a text message
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CHAPTER 7

Managing Your Calendar

Scheduling events

Color-coding your schedule

Setting an alarm

Rescheduling an event

Deleting events

Checking your schedule

Customizing your calendar

Working with Calendar on
your computer

Related topics

Staying on top of your schedule is an
important part of being productive
both at work and at home. Calendar
can help you remember appointments
and spot schedule conflicts. You can
view your calendar by day, week, or
month, or as an agenda list that
combines your list of tasks with your
appointments.

Benefits of Calendar

e Track current, future, and past
appointments

e Stay on top of deadlines
e Carry one calendar
¢ Spot schedule conflicts
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Scheduling events

Use Calendar to manage your schedule. You can enter appointments, events without a start time,

Event The name for an events that repeat at regular intervals, and events that span a period of time.

entry in the Calendar

application, including Scheduling an appointment
appointments, birthdays,

reminders, recurring

meetings, and so on. 1 .
Open Day View:
— 8:00
a. Press the Calendar ©s: button. 9:00
You can also scroll to a }?gg
date by pressing Right or b. Select the Day View icon |:| 12.00
Left on the 5-way or by ;gg | Day View icon
selecting the arrows at 3:00
. 400
the top of the Day View 5:00
600 | —~Go To
screen.

You can use more than

one Il_ne to describe an 2 Select the date of the appointment:
appointment.
4 2006 p
a. Select Go To. Jan | Feb | Mar | Apr (May| Jun
Jul | Aug Oct |Nov | Dec
b. Select the arrows to select the SM TW T F §
1 2
year. 3 4 7 8 9

5 6
10 11 12 @EP 14 15 16
17 18 19 20 21 22 23

c. Select the month. 24 25 26 27 28 29 30
d. Select the date.
M Continued
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You can color-code your 3
calendar to file events in

categories. Each category

has its own color. You can 4
also mark events as

private to hide them from

prying eyes.

Select the line next to the time the appointment begins, and enter a description.

If the appointment is longer or shorter than an hour, set the duration:

o

. In Day View, select the start time.

b. In the Set Time dialog box, select End Time.

If you are synchronizing

; c. Select the hour and minute lists to select the time the appointment ends.
with Outlook on your PC,

you can select a time d. Select OK.
zone when creating a
new event. Also, if you sep 13,06 KIETNE v HEED
created appointments in Stort i a0 Description Start Time: E&I;]
. art time :
Outlook that include 10:00 [l ] 2 10
11:00 End Time: 3 15
more than one person, 12:00 _ A 20
these persons appear F};%'Meetmg - Notimezone | 3 25
when you synchronize / 3,00 AllDa 7 35
(ANDay )
with your handheld. You : 00 8 40
Yy . Duration [ 6:00 o Dinner with Rose 9 45
can not edit this 700 = 10 50
. . 5 oK Cancel 11 55
information on your B () (0etal) 6o =L
| .
handheld. Category marker Hour Minute
list list

Jg Done That's it. Your handheld automatically saves the appointment.
Make sure you have a current backup. Synchronize often.
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Scheduling an event without a start time

Keep track of events that take place on a particular date but not at a particular time. For example,

Need to reserve a date
before you know the
details of the

appointment? Schedule 1 Open Day View:

an event without a start

. o
time. a. Press Calendar Oss.

b. Select the Day View icon |:|

2 Select the date of the event:
a. Select Go To.

b. Select the arrows to select the
year.

c. Select the month.

d. Select the date.

M Continued

you may want to enter holidays, anniversaries, and deadlines.

AugBI,l]G 4 SMTW. Fls|p

8:.00
9:00
10:00
11:00
12:00
1:00
2:00
3:.00
400
5:00
6:00

W ®EDED

| _— Day View icon

| _—~ GoTo

4 2006 )

May

Jun

Jan | Feb | Mar | Apr
Jul | Aug Oct

Nov

Dec

S M TW T

3 4 5 6 7
10 11 12 §ED 14
17 18 19 20 21

F
1
8
15
22

S
2
9
16
23

24 25 26 27 28 29 30
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You can change an event 3
without a time to a

scheduled appointment.

Select the event

Add an unscheduled event line:

a. Select New.

description, select b. Select No Time.
Details, select the Time
SMITWRRFI®
box, and select the start (aug 31,06 K T A Set Time
and end times. ggg Start Time: 12P4] [-00
10:00 1 3 %
11:00 End Time: 3 15
1200
T 1 s ||z
2:00 w* No time zone P 30
3533 -AII Day 7 35
; 8 40
00 2 |5
Cox) (Ganeel] 11| [ 551
4 Enter a description on the line Aug 31, 06 KIBNEN T BEL
that appears at the top of the &3 - Launch celebration
screen. 8:00
9:00
10:00
RINOTE A diamond appears in };gg
the time column to show that the 100
event doesn’t start at a specific ggg
time. 400
5:00
4 Done
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Scheduling a repeating event—standard interval

There's no need to re-enter events that take place on a regular basis. Just set up a repeating event.
To select intervals such as This is a great way to block out time for things like a daily walk with the dog, a weekly team

the 2nd Tuesday of every meeting, a monthly game night with friends, and annual events like anniversaries and holidays.

month or the 3rd
Thursday in November of

o
every year, see . 1 Press Calendar Oss.
Scheduling a repeating
event—unusual interval.

2 Enter the event you want to repeat, and then select the event description.
3 Set the repeat interval:
. Time:
a. Select Details. Date:
Alarm: O
b. Select the Repeat pick list and Location:
select how often the event Category: ~ Unfiled
repeats: Daily until, Every week, Repeat: ~ Every week
Every other week, Every month, Private: [
or Every year.
RINOTE |If you select Daily, a dialog box appears for you to select the end
date.
c. Select OK.

i Done
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Scheduling a repeating event—unusual interval

Some events don't fit neatly into the preset repeat intervals, so you need to set up your own
repeat intervals. For example, set aside time for a trip to the gym every other day, schedule a class
that meets on the 1st Wednesday of each month, or enter annual holidays that occur during a
particular time of month such as the 1st Monday in September or the 3rd week of November.

1 =
Press Calendar ©ss.
2 Enter the event you want to repeat, and then select the event description.

Open the Change Repeat dialog box:
a. Select Details.

b. Select the Repeat pick list and select Other.

Time: : [None [Day [ Week [[YIIET Year |
Date: ;] Every: 12 Month(s)
Alarm: Endon: w NoEndDate
Location: T Repeat by: B
Category: (Daily until..
Repeat: |Every week The 4th Thursday of every 12th
A Every other week month
Private: |Every month
e

M Continued

Tungsten™ T5 Handheld 143



CHAPTER 7 Managing Your Calendar

To enter holidays such as 4
Labor Day or

Thanksgiving, select

Month, enter 12 on the

Set the repeat interval:

a. Select Day, Week, Month, or Year as the repeat unit.

Every line, and then b. Select the Every line and enter the frequency at which the event repeats.
select Day as the Repeat
By setting. c. Select the End on pick list and select an end date, if needed.

d. If you selected Week in step c, select the day of the week the event repeats. If
you selected Month in step c, select Day to select the week within the month,
such as the 4th Thursday, or select Date to select the same date within the
month, such as the 15th.

e. Select OK.

i Done
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Scheduling an event that is longer than a day

Reserve a block of time for events that span several days such as a vacation, conference, training

Reserve a specific block class, or an extended project.

of time during the day or
use events without times
to flag a series of dates. 1 Press Calendar 3¢,
For example, you can

reserve vacation time

from 6/23—6/30 using a 2
repeating event without a

time, and then schedule a

specific excursion from 3

Enter the event, and then select the event description.

9:00 to 3:00 on 6/24 and Set the repeat interval:
dinner with a friend at Time:
6:00 on 6/25. a. Select Details. Date:
Alarm: O
b. Select the Repeat pick list and Location:
Need to enter an event select Daily until. Category: ~ Unfiled
that extends beyond Repeat: ¥ Daily until 11/25/06
. c. Select the year, month, and date Private: [
midnight? Enter an end hen th t end
time that is earlier than whenthe event ends.

the start time. d. Select OK.

i Done

Tungsten™ T5 Handheld 145



CHAPTER 7 Managing Your Calendar

Entering a location or a note for an event

Enter a description of the event's location such as a restaurant, a conference room, or your friend’s
house. Enter a note such as dial-in info for a conference call or directions to a location.

1 =
Press Calendar ©ss.
2 Enter the event, and then select the event description.
3 [ & ] OPTIONAL Enter the
location: Time: "
i Date: |
a. Select Details. Alarm:
Location: Lake Tahoe
b. Select the Location field and Category: + Persondl
enter a description of the Repeat: ~ Daily until 11/25/06
location. Private: [J
N Continued
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4 [ &] OPTIONAL Enter the note:
Snowtop Lodge - 1 King rm.
Confirmation #12345678
a. Select Note (&). Confirmation
b. Enter the note text.
c. Select Done.

5 Select OK.

Jg Done The location name and a note icon appear next to the event
description in the Agenda View and in the Day View.
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Scheduling an event with a time zone

[ ! TIMPORTANT Time zones only work if you are synchronizing with Outlook. Palm® Desktop
software does not recognize time zones.

Selecting a time zone when creating a new event allows you to travel and have your events
You can also set a automatically adjust to the time zone in your new location. When you schedule an event, set the
time zone and time the event occurs in the location of the event. The event automatically adjusts

preference to - .
on your schedule based on the primary location you have set on your handheld.

automatically include a
time zone whenever you
create a new event. Open
the Options menu and
select Preferences. Select
New events use time RINOTE Only events that have a time zone setting adjust when you change the primary time
zones. Only new events zone on your handheld. Events that do not have a time zone setting remain at their set time.
created after the

preference is set are

affected. 1

When you travel, you can change the primary location on your handheld and the event
automatically adjusts on your schedule to the correct time according to the time zone of the new
primary location.

Press Calendar Oss.

M Continued
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2 Set the time and the time zone: Set Time 1)
E b Start Time: 12rt| T

a. Enter the event. 1 05
EIXY (|5

End Time: 3 15

b. Set the time for the event as it is 4 20
scheduled at the location where  Time zone - SanFrancisco i- ;3

it occurs. pick list 7 | |35

8 40

s 9 | |45

c. Select the time zone pick list and 10 50
select a city within the time zone (Cok ) (cancel) 11| | 55|

that the event is located.

d. Select OK.

i Done

Color-coding your schedule

Use color-coding to quickly spot different types of events. For example, make all your family
appointments green, your work appointments blue, and your appointments with friends yellow.
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Managing your color-codes

Each color-code represents a category of events. You can assign each category a name and select

which color you want to assign to it.

1 Open Day View:
a. Press Calendar Oss.

b. Select the Day View icon |:|

2 Open the Edit Categories dialog box:

a. From Day View, select the event
description.

b. Select Details.

c. Select the Category pick list and
select Edit Categories.

M Continued

I EED

8.00
9:00
10:00
11:00
12:00

2:00

3:00

400

[ 6:00 o Dinner wi
7:.00

Event Details (i)

Time:
Date:
Alarm: O

Location:

|Categery: [®Business

. |2 Personal

Repeat: | nfiled
Private: [T [{Re [ TaT1

Category
marker

|l-Day View icon
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3 Select the color-code for the category:

a. Select New or select a category, and then select Edit.

Edit Categories... (i)
®Business Edit Category

» Personal Enter a new category name:

Select color:

ENEEEEEN
EEECEDEN
(oK) (Cancel)

(oK ) (New ) (_Edit ) (Delete )

b. Enter or edit the category name.
c. Select the color you want to give this category.

d. Select OK, and then select OK two more times.

i Done The category name and its color-coded marker appear on the
category list.

Tungsten™ T5 Handheld 151



CHAPTER 7 Managing Your Calendar

Assigning a color-code to an event

In Day View and Month 1
View you can set the

Display Options to show

the category list so that

you can view all your 2
events or just the events

for a single color-code.

Press Calendar Oss.

Enter the event you want to color-code.

3 Select the category marker next to the description, and then select a category
from the list.

Aug 31,06 4[sM|T|WRBF|5(p Aug 31,06 4[sM|T|WRBF|5(p
3  Launch celebration Business tion
800 | Category 8:0| & Holiday

9:00 marker 9:0C| < Personal

10:00 10:0C) & Unfiled

11:00 11:00

12:00 12:00

1:00 1:00

2:00 2:00

3:00 3:00

400 4:00

5.00 5.00

i Done In Agenda View and Day View the category marker next to the
event is color-coded. In Week View and Month View the symbol

for the event is color-coded.
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Setting an alarm

You can customize your
alarm settings in the
Calendar Preferences
dialog box.

Press Calendar Oss.

2 Enter the event you want to assign an alarm to, and then select the event

description.
If you set your alarms in

World Clock instead of
Calendar, you have 3

different alarm sound Set the alarm:
chomgs. Keep in mind a. Select Details. |me.
that since World Clock Date:

Iy g Alarm: ¥ 5 ~ Minutes
alarms aren’t tied to a b. Check the Alarm box. L ocation
specific event, you won't c“tegory: < Unied
see an event description c. Select the pick list and select Repeat: ~ None
when a World Clock alarm Minutes, Hours, or Days. Private: []
sounds.

; -OK -Cancel -Delete...
d. Enter how many minutes, () (Cancel) (Eelete.)

hours, or days before the
When you set an alarm, a event you want the alarm to

little alarm clock appears sound, and then select OK.

to the right of the event
description. i Done
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Rescheduling an event

You can also use the

Event Details dialog box

to change the alarm,

location, category, repeat,

and privacy settings. 2

Press Calendar Oss.

Go to the event you want to reschedule:

a. From Day View, select Go To.

b. Select the year, month, and date of the event.

c. Select the event description, and edit it if necessary.

[ ¥ IMPORTANT If you edit the description of a repeating event, the new
description appears in all instances of the event.

3 Change the date and time:
a. Select Details. ;:::
A Alarm:
b. Select the Time box and Location:

select the new start and end Category: ~ Unfiled

times. Repeat: ~ None
Private: []

c. Select the Date box and select

the new date.

d. Select OK.

M Continued
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4 If you're changing a repeating
event, select one of the following Aoolv the ch .
e changes to:
to select the event(s) you want to @_tp:eycu"m ,Zc.m.,
. -this & all Future records,
apply the changes to: -All occurrences?
Current Apply your changes to
only the selected instance of the
repeating event.

Future Apply your changes to the selected event and all instances of the
repeating event that occur at a later date.

All  Apply your changes to the selected event and all past and future instances
of the repeating event.

i Done
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Deleting events

If an appointment is cancelled, you can delete it from your schedule. When deleting a repeating
event, you can indicate you want to delete just the selected event, or to include other instances of
the event. You can also delete all your old events that are before a selected time frame.

You can also delete a
specific event by
selecting the event,
selecting Details, and
then selecting Delete.

Many people find it useful
to refer to old events for
tax purposes. If you save
an archive copy of your
deleted events, you can
refer to them later by
importing them.

Deleting a specific event

1
2

Press Calendar Oss.

Go to the event you want to delete:
a. From Day View, select Go To.
b. Select the year, month, and date of the event.

c. Select the event description.

Open the Delete Event dialog
box:

Delete Event (i)

@ Delete selected
event?

a. Open the menus.

M Save archive copyonPC

b. Select Delete Event on the

Record menu.

M Continued

Tungsten™ T5 Handheld

156



CHAPTER 7 Managing Your Calendar

4 [ &] OPTIONAL Check the box to save an archive copy of the event on your
computer.

5 Select OK.

6 If you're deleting a repeating P RepeatingEvent @
event, select one of the following Aoy the chances to:
to select the event(s) you want to @_t":&umnt rzmrd’.
delete: -this & all Future records,
-All occurrences?
Current Delete only the selected
instance of the repeating event.

Future Delete the selected event
and all instances of the repeating event that occur at a later date.

All Delete the selected event and all past and future instances of the repeating
event.

i Done
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Deleting all your old events

When you need more space on your handheld, or you just want to do some “housekeeping,” you
can delete all your old events.

Press Calendar Oss.

2 Open the Purge dialog box:

Delete events older
a. Open the menus. @ than: ~ 1week

b. Select Purge on the Record [ Save archive copy on PC

menu.

3 Select the events to purge:
a. Select the Delete events older than pick list and select a time frame.
b. Check the Save archive copy on PC box if you want to place a copy of the
deleted events in an archive file on your computer the next time you

synchronize.

c. Select OK.

i Done
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Checking your schedule

Sometimes you want to look at your schedule for a particular date, while other times you want to

Press the Calendar button see an overview of a week or month.

repeatedly to cycle

through the four different Viewing your appointments and tasks together

views.
The Agenda View shows your daily schedule and any items on your Tasks list that are overdue or

due today. If there’s room on the screen, the Agenda View also shows your schedule for the next

. dates that have events scheduled on them.
The Agenda View shows

how many unread
messages you haveinthe 1

VersaMail® application. Press Calendar GE_

RINOTE If Calendar is already open, select the Agenda View icon instead.

You can use a favorite
photo as the background M Continued
for your Agenda View.
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2 Do one of the following to view your schedule:
e Select an appointment to go to it in Day View.

e Select a task to go to it in Tasks.

m Thursday, Nov 20

8:00 0 Walk dog
9:00 © Dentist

! Santa Cruz Location
12:00 ® Lunch with Joe

2:00 8 Meet with sales team
FOMOFPOW ==oeereeereerssnnennnnn e

—— < Movie with Midyne

Category marker

No-time icon

O 1 Update project schedule .
O 2 Distribute meeting notes I —|—— Overdue task icon

Agenda View icon

i Done
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Viewing your daily schedule

Day View shows your daily schedule one day at a time. You can scroll between days in the current
week or jump to any other date.

1 Open Day View:
a. Press Calendar Oss.

b. Select the Day View icon |:|

(SMITRITIFIS[p}— Day selector

Birthday icon — & Adam Spear G—— Alarm icon

—® eBeta candidate

8:00

No-time icon 2:00

10:00

11:00

12:00 Repeat icon
Event duration — ;gg @ Meeting B

[ 6:00 o Dinner with Rose +——Note icon
Category marker _M

|

Day View icon

I Continued
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2

Do any of the following to view your daily schedule:

e Select the day selector to view another day in the same week, select the
arrows to scroll to the previous or next week, or select Go To to choose a
specific date.

e Select the Repeat icon, the Alarm icon, or Details to open the Details dialog
box.

e Select the Note icon to view the note text.
e Select the Birthday icon to view the birthday entry.

e Select the category marker to assign the event to a color-code.

i Done
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Viewing your weekly schedule

Week View shows your schedule for an entire week. The time frames that appear on the screen are
based on the Start Time and End Time settings in Calendar Preferences.

You can also press Right
and Left on the 5-way to
scroll to the next or
previous week. To go to
Day View for a particular
day, press Center on the
5-way to insert a
highlight, press Right or
Left to select a day, and
then press Center on the
b-way again.

Reschedule an event
within the same week by
dragging the event box to
the new time and day.

1

Open Week View: Sep '06  Week 37 p]—Week selector
- S M T W T F S5 .
a. Press Calendar ©ss. oop 0 +HL[12.213, 14 15 16 Multi-day event
: |
. . 10:00 L
b. Select the Week View icon 1200 . . . —No-time icon
. |
B. 200 I [ | Bl Fvent
400
; —Scroll arrows
6:00 - i
v

| ————— After-hours event
Week View icon

Do any of the following to view your weekly schedule:

e Select the week selector to scroll between weeks, or select Go To to choose a
week.

e Select a date to go to that day in Day View.
e Select an event to view the event description and location.

e Select the scroll arrows to view events scheduled earlier or later in the day
during the selected week.

i Done
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Viewing your monthly schedule

Month View shows your schedule for a whole month. You can scroll between months or jump to
You can also press Right any other month.
and Left on the 5-way to
scroll to the next or

revious month. To go to .
P . _g 1 Open Month View:
Day View for a particular m € sep p|— Month selector
date, press Center on the YA
» Pres a. Press Calendar O::. S M T WTE S

5-way to insert a 1 72 Event

. . . — Even
highlight, press Right or b. Select the Month View 3 4 5= 7 8§59
Left to select a date, and Tl T3 T s =he
then press Center on the icon . e = =

17 18 19 20 21 22723
24 25 26| 27 28 29730

— No-time icon

b-way again.

Multi-day event

When you turn off the |£|_|j|EE (GoTo) (Year

input area, you can see Month View icon
the month before and the
month after the currently
selected month. 2

Do any of the following to view your monthly schedule:

e Select the month selector to scroll to the previous or next month, or select Go
To to choose a specific month.

e Select a date to go to that day in Day View.

i Done
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Viewing a yearly calendar

Year View shows a calendar for an entire year. You can scroll between years or jump to any other
You can also press Right year.
and Left on the 5-way to
scroll to the next or

revious month. To go to 1 .
P . _g Open Year View:
Day View for a particular (2006] 4 p]— Year selector
= Jan Feb Iar
date, press Center on the a. Press Calendar ©::. T T T
5-way to insert a BEEBISS  BRMEKRE  penesnl
highlight, press Right or b. Select the Month View or My i
1 123456 12z
Left to select a date, and Eedgsid || BdHER | daeTe
then press Center on the icon spibgng gggiesr  Bhmdgan
. ’ Jul ALig Sep
5-way again. soasert| [ordBidd [oas,iit
Select Year el P fee
C' e . 33372526272329 2rze2an 24252627 282930
(=[] (Go To) &|— Scroll arrows
When you turn off the
input area, you can see Month View icon
the entire year.
2 Do any of the following to view a yearly calendar:

e Select the year selector to scroll to the previous or next year, or select Go To
to choose a specific year.

e Select the scroll arrows to see months that don’t fit on the screen.

e Select a month to go to that month in Month View.

i Done
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Finding events that overlap
When an event starts before a previous event finishes, the events overlap. You can spot events
that overlap in Week View and in Day View.

May '06 o Week 19 p May 12, 06 KIENI T F B

S M T W T F S [ 8:00 o Swim &
7 8 9 10 11 12 13 9:00

8:00 = = = 10:00 & Meeting with Joe
. ; _ |lf11:30 @Pick up comps from Kwong

10:00 m L Overlapping [112:00
12:00 L1 events 12:30
1:00
2:00 - 2:00
400 = 3:00
4.00
6:00 .00

Customizing your calendar

Control the appearance of your Calendar screens. Select display options for the Agenda View, Day
View, and Month View. The options you select for each view apply only to that view. You can also
choose alarm and start and end time settings.
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Customizing display options for your calendar

1 Press Calendar Oss.
2 Open the Display Options dialog
box:

Default View: ¥ Agenda

a. Open the menus. Day | Month |
 Show Due Tasks
M Show Messages

& Background:

b. Select Options, and then
select Display Options.

3 Select the Default View pick list and select the view you want to see when you
open Calendar.

M Continued
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If the text is difficult to see
against your new
background, select a
different Color Theme to
change the text color.

If you want to see the
hours when you have
nothing scheduled as well
as your appointments,
deselect Compress Day
View. But don't forget to
scroll down to see the
events at the end of your
day, or hide the input area
and display as much of
Day View as possible.

4

Set any of the following Agenda View display options:

Show Due Tasks Display tasks that are due today and tasks that are overdue.
Show Messages Display the number of read and unread email messages.
Background Use your favorite photo as the Agenda View background. Check

the Background box, select the photo thumbnail, and then select a photo.
Adjust the fade setting so that the text is easy to read against the photo.

Select Day and set any of the
following Day View options: O] Show Category List
Default View: ¥ Agenda
Show Category List Display the Day
category pick list. By default, the & Show Time Bars
Category pick list doesn’t appear. M Compress Day View

# Show Category Column

Show Time Bars Display the bars

that show the duration of an event
and event conflicts.

Compress Day View Avoid scrolling and display only the time period with
scheduled events.

Show Category Column Display the category marker between the time and

description. The color of the category marker indicates which category the
event is filed under.

M Continued
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6 Select Month and set any of the
following Month View options: O Show Category List
Default View: ¥ Agenda
Show Category List Display the [ Agenda | Day
category pick list. By default, the Show:
Category pick list doesn’t appear. M Timed Events

® Untimed Events

i ¥ Daily Repeating Events
Timed Events Show events that

are scheduled for a specific time.

Untimed Events Show events
that are scheduled for a specific date, but not a specific time.

Daily Repeating Events Show events that repeat every day.

7 Select OK.

i Done
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Setting alarm and time options

You can view and 1
schedule events in time

slots that are before or

after the start or end time.

You just need to scroll to 2

Press Calendar Oss.

Open the Preferences dialog box:

those time slots.
Start Time: ¢
a. Open the menus. e
End Time: g

O New events use time zones
O Alarm Preset:
Alarm Sound: ~ Alarm

b. Select Options, and then
select Preferences.

Remind Me: ~ 3 Times

PlayEvery: ¥ 5minutes

3 Select the start and end times of your typical day.This time frame appears in
your Day View and Week View:

M Continued
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4 Set any of the following alarm settings:

Alarm Preset Set an alarm for each new event. When you check this box, you
also need to enter the default number of minutes, days, or hours before the
event that the alarm sounds. For events without a time, the alarm settings are
based on midnight of the date of the event. The Alarm Preset settings appear as
defaults for each new event, but you can change these settings in the Details
dialog box for individual events. If you don’t want to use alarms for most of
your events, don’t check this box.

Alarm Sound Select the sound the alarm makes when it goes off.

Remind Me Select how many times the alarm sounds after the first time it
goes off: Once, Twice, 3 Times, 5 Times, and 10 Times.

Play Every Select how often the alarm sounds: Minute, 5 minutes, 10 minutes,
and 30 minutes.

5 Select OK.

i Done
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Working with Calendar on your computer

Use Calendar on your computer to view and manage your schedule. Check out the online Help in
Palm® Desktop software to learn how to use Calendar on your computer. The online Help includes

Mac ~ Checkout the info about the following topics:

Holiday Files folder in the
Palm folder. It contains

. . e Scheduling events
various holidays that you

can import into  Rescheduling events
Palm Desktop software
on your computer. e Setting alarms

¢ Deleting events

e Marking events as private and hiding them

e Printing your schedule

e Working with Day View, Week View, Month View, and Year View

WINDOWS ONLY

To open Calendar on your computer, double-click the Palm Desktop icon on the Windows desktop,
and then click Calendar on the launch bar.

MAC ONLY

To open Calendar on your computer, double-click the Palm Desktop icon in the Palm folder, and
then click Date Book.
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Related topics

Click a link below to learn about these related topics:

If you're having problems
with Calendar or with

anything else on your Sharing e Beaming events to other Palm Powered devices
handheI(Ij, %’ to Jintl/ ¢ Sending events to other Bluetooth® devices by using Bluetooth wireless
www.palmOne.com/Int technology on your handheld
support.
¢ Synchronizing with Palm Desktop software and Outlook

VersaMail Sending events as attachments to email messages

Privacy Keeping events private by turning on security options

Categories e Editing and deleting categories

e Viewing events by category

Common Answers to frequently asked questions about Calendar
Questions
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Managing Your Office Files

How can | create and
manage Office files?

Related Topics

With its ability to store large amounts
of important information, your
handheld lets you take your office with
you—including your Microsoft Office
files. With the Documents application,
you can carry, create, view, and edit
Microsoft Word and Excel files directly
on your handheld. You can also view,
carry, and manage PowerPoint files on
your handheld.

You can keep updated copies of the
files on both your handheld and your
computer to work on them in the most
convenient location any time.

Benefits

¢ Manage Word, Excel, and PowerPoint
files on your handheld

¢ Improve productivity by taking
important docs, spreadsheets, and
presentations with you on the go
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How can | create and manage Office files?

The Documents application provides powerful editing and file management features for Office
The Documents files on your handheld. What's more, Documents makes it easy for you to share files between your
computer and your handheld, using either File Transfer or synchronization. Here are some of the
capabilities of Documents:

application has a
companion application
on your computer called

e View Word, Excel, and PowerPoint files in their native format (DOC, XLS, or PPT); no conversion
Documents To Go. Use

needed.
Documents To Go to
move or copy files to the e Create or edit a Word document or Excel spreadsheet on your handheld and save it in native
Documents folder on format. Create or edit a PowerPoint presentation that is automatically converted for optimal
your handheld’s internal viewing on your handheld.
drive when you
synchronize. ¢ Open Office files received as attachments to incoming email messages, and attach files to

) ) outgoing messages.
For complete information

on this application, click ¢ View files such as spreadsheets in landscape mode to see more information across the screen.
the Documents To Go

icon on your computer

and then click Help, or go

to www.dataviz.com.
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Opening files from within Documents

In the Documents application, you can view and open any Word, Excel, or PowerPoint file on your
handheld.

When you are working on 1
a file, save it to a specific

location on your

handheld’s internal drive

by opening the menus, 2 [ & ] OPTIONAL If the file you

selecting Save As from want does not appear in the list,

Go to Favorites and select Documents.

) o [@Name  [size [5]]
the File menu, and then browse for the file: - Travellnfo.. | BK O
navigating to the location %-zo:.lfse qug_... ‘112:2 g
= QoIT an I...
where you want to save a. Open th_e menus, and then ) - Getting Started Ti.. 74K @
the file select File.

b. Select Search For Files.

z;/):c(l’:]arz ;l:(e)(;s\?vgord’ Show: = All Formats
Excel, or PowerPoint file

from within the

Documents application,

even if you copied it

using File Transfer. See 3
the Documents To Go

application on your i Done
computer for

information.

Select the file you want from the list.
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Related Topics

Click the link below to learn about these related topics:

If you're having problems
with Documents, click the
Documents To Go icon on
your computer, and then click
Help; or go to
www.dataviz.com.

VersaMail Sending and receiving Office files as attachments to email messages
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CHAPTER 9

Viewing Photos and Videos

Supported file types

Viewing photos or videos

Organizing photos and
videos

Personalizing a photo

Copying a photo or video

Deleting a photo or video

Sharing photos and videos

Working with palmOne
Media on your computer

Related topics

A picture may be worth a thousand
words, but what happens when you
have lots of pictures—or videos—that
you are trying to keep organized? Or
maybe just a few that are so
meaningful that you want to have
instant access to them at any time?

Solve both problems with palmOne™
Media. Media features easy viewing
and organization of still photos and
videos. You can keep your favorite
photos right on your handheld; select
photos as the background for your
Favorites and Applications views and
Agenda View in Calendar; even add a
photo to a Contacts entry.

Benefits

¢ Never be far from your favorite
people or places

e Simplify photo and video
organization

e Store multiple videos and photos
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Supported file types

You can copy a photo or video from your computer and save it directly on your handheld or on an
expansion card (sold separately) inserted into the expansion slot.

If you view a photo in a
popular format from an

. . You can view photos in popular formats such as JPG, BMP, TIFF (uncompressed), and GIF on your
expansion card inserted

handheld. On a Windows computer, when you copy a photo in a popular format to your handheld

into YOL_” handheld’s using the Media desktop application from within Palm® Desktop software, it is saved on your
expansion slot, the photo handheld in its original format. If you copy a photo in a different format, it is saved on your
remains in its original handheld in JPG format.

format.

On a Mac computer, all photos you copy by dragging them onto the Send To Handheld droplet

icon are saved on your handheld in JPG format.
If you want to carry a
video on your handheld
to view on another
computer, use palmOne
File Transfer (Windows)
or Drive Mode (Mac) on

To view a video on your handheld, on a Windows computer, open Media from within

Palm® Desktop software, add the video, and then synchronize to send the video to your handheld.
On a Mac computer, drag the video to the Send To Handheld droplet, and then synchronize. The
video is converted to a format (ASF (MPEG-4)) your handheld can play and is optimized for
viewing on the handheld.

your computer. These For both Windows and Mac computers, note that there are numerous video formats, and even
applications transfer the many variations within the ASF (MPEG-4) format. Not all types can be converted to a format that's
video to your handheld in viewable on your handheld. If you can’t open and view a video in the desktop Media application
its native format with no on a Windows computer, you won't be able to view the video on your handheld.

conversion, so you can

view it on the computer in RINOTE On a Windows computer, Windows Media Player is required for Media to play videos
the format you prefer. that have been prepared for playback on your handheld. If you do not have Windows Media Player

on your computer, use the link on the software installation CD to download the application.
(Download requires Internet connection; additional fees may apply.)
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Viewing photos or videos

You can view photos and videos in the following ways:

Photos and videos
located in the Photos & Thumbnail View miniature preview versions of your photos and videos.
Videos folder on your

handheld are backed up
to your computer when

you synchronize.

List View names and dates of photos and videos on your handheld or an expansion card.
Slide show View all photos and videos in an album, automatically one after another.
You can easily see a full-screen view of a photo or play a video by selecting the photo or video

from the Thumbnail or List View. You can also rotate the orientation of the photo, zoom in to view
a magnified portion of a photo, and view or edit detailed information about a photo or video.

Viewing a photo or video in the Thumbnail View

1 Go to Favorites and select Photos & Videos EE.

M Continued
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Select the pick list in the upper-
right corner and select the
location on your handheld or an
expansion card of the photo or
video you want to view:

¢ |f the photo or video is in the
Photos & Videos folder on your
handheld’s internal drive or on
an expansion card, select the
correct location from the list.

¢ |f the photo or video is located
elsewhere on your handheld’s
internal drive, select Find More
and browse to the item.

M Continued

Media

All
Unfiled

Family
Friends
Vacation

Find More...

CHAPTER 9 Viewing Photos and Videos
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Can’t remember what 3 If the Thumbnail View is not displayed, select Thumbnails (& in the lower-left
album your photo or corner of the screen.
video is in? Select All

from the pick list.

~ Al QD Icons

H
M
-
=

Quickly switch between
thumbnails of photos on
your handheld and

[Medial
photos on an expansion %
=)

Select a photo or
video to view

card by selecting the
icons in the upper-right
corner of the screen. The
icons appear only if there

@)

. . Thumbnails
is an expansion card
inserted into the
expansion slot.
4 To see a full-screen view of a photo or to play a video, select the photo or video

from the thumbnails. A video automatically starts playing when you select it.

M Continued
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When a photo is zoomed 5 For photos, press Up or Down on
out, the size of the photo the 5-way to zoom in or out. If
appears above the Rotate you zoom out, icons appear for
and Send icons. You can rotating or sending the photo.

also select Done in the
zoomed-out view to
return to the Thumbnail
or List View.

6 Press Center or tap anywhere in the photo or video to return to the Thumbnail
View screen.

i Done
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Viewing a photo or video in the List View

1
2

Go to Favorites and select Photos & Videos EE.

Select the pick list in the upper-right corner and select the location on your
handheld or an expansion card of the photo or video you want to view:

e |f the photo or video is in the Photos & Videos folder on your handheld’s
internal drive or on an expansion card, select the correct location from the list.

e |f the photo or video is located elsewhere on your handheld’s internal drive,

select Find More and browse to the item.

If the List View is not displayed,

select List [ in the lower-left [Medial

w All

ol Icons

25K

46K

hd

corner of the screen. : boat

1/20/04
. Select a
N Continued photo Orﬂ bounce
video 1/20/04
‘i" friends
N 1/20/04
=

List

=@

%

@)

@
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If a photo is larger than
your handheld’s screen—
either because of its
original size or because
you have zoomed in—tap
and drag with the stylus
to view different parts of
the photo.

Viewing Photos and Videos

a4

5

To see a full-screen view of the photo or to play a video, select the item from the
list. A video automatically starts playing when you select it.

For photos, press Up or Down on
the 5-way to zoom in or out. If
you zoom out, icons appear for
rotating or sending the photo.

OISR

Rotate

Press Center or tap anywhere in the photo or video to return to the List View
screen.

i Done
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Viewing a slide show
By default, both photos and videos in an album are displayed during a slide show. To view photos

only, select Preferences from the Options menu, and then uncheck the Show videos in Slide Show

You can set how long a
box.

photo is displayedinslide
show mode before the
next item appears by
opening the Options
menu, selecting Options,
selecting Preferences,
and then selecting a time

interval from the Slide 2 Select the pick list in the upper-right corner and select the location on your
Show Delay pick list. The handheld or an expansion card of the photos or videos you want to view:
default is 3 seconds.

Go to Favorites and select Photos & Videos [E&.

e If the photos or videos are in the Photos & Videos folder on your handheld’s
internal drive or on an expansion card, select the correct location from the list.

In a slide show, videos
play through in their
entirety before the next
item appears.

¢ |f the photos or videos are located elsewhere on your handheld’s internal
drive, select Find More and browse to them.

M Continued
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3 In the Thumbnail or List View,
select Slide Show @

11 Slide Show

4 Press Center or tap a photo or video to stop the slide show and return to the
Thumbnail or List View.

i Done
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Rotating a photo

You can also rotate a 1
photo by pressing Down

on the 5-way to zoom the

photo out and then

selecting Rotate at the 2 Select the pick list in the upper-right corner and select the location on your
bottom of the screen. handheld or an expansion card of the photo you want to rotate:

Go to Favorites and select Photos & Videos [E&.

e If the photo is in the Photos & Videos folder on your handheld’s internal drive
If you receive a message or on an expansion card, select the correct location from the list.

that the photo is too large
to rotate on your
handheld, synchronize,
and then open and rotate

¢ |f the photo is located elsewhere on your handheld’s internal drive, select Find
More and browse to the item.

the photo in 3

Palm Desktop software. Rotate the photo: e p———
Synchronize again to . Select arotation:
send the rotated photo a. Select the photo you want in

back to your handheld the Thumbnail or List View. - y
(Windows only). B Q e

b. Open the menus.

c. Select Rotate Picture from the
Media menu.

d. Select the rotation you want.

M Continued
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4 Tap anywhere in the photo to return to the Thumbnail or List View.

i Done

Viewing and editing photo or video details

You can also view details 1
for an entire album—

including last date

changed, number of

items in the album, and 2

Go to Favorites and select Photos & Videos [E&.

Select the pick list in the upper-right corner and select the location on your

size—by opening the handheld or an expansion card of the photo or video you want to view:
Album menu and
selecting Album Details. e If the photo or video is in the Photos & Videos folder on your handheld’s

internal drive or on an expansion card, select the correct location from the list.

¢ |f the photo or video is located elsewhere on your handheld’s internal drive,
select Find More and browse to the item.

3 Select the photo or video whose details you want to view.

M Continued
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Select the scroll arrows at 4 View photo or video details:
the bottom of the Media P '
H H Name: Birthday boy

Details screen to view a. Open the menus. Date: 12/8/37, 11:44am
other photos in the Size: 31KB, 432x624
album. b. Select Edit Details from the Album: ~ BUnfied

Media menu. Notes:

c. In addition to viewing photo or ﬁ
video details, you can do the
following: L1

Change name Select the photo or video name and enter a new name.

Move to different album Select the Album pick list and select a new album
location for the photo or video.

Add notes Select the Notes field and enter a note for the photo or video.

5 When finished viewing details, select Done.

i Done

Tungsten™ T5 Handheld 190



CHAPTER 9 Viewing Photos and Videos

Organizing photos and videos

You can organize your photos and videos in the following ways:

If a photo is stored on
your handheld, you can
only add it to an album
located on the handheld.
Likewise, if a photo is
stored on an expansion
card, you can only add it

e Create albums and place your photos and videos in those albums.
¢ Move photos and videos within or between albums.

e Sort photos and videos in the List View.

to an album that is on the Organizing photos and videos in albums

same card. Use the copy

feature to move a photo 1

from your handheld to a Go to Favorites and select Photos & Videos E&.

card and vice versa.

2 Open the Manage Albums screen:
To rename or delete an
album, open the Album a. Open the menus.
menu and select Manage
Albums. Select the album b. Select Album, and then select Manage Albums.
you want, and then select
Rename or Delete, N Continued
depending on what you
want to do.
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Drag the stylus across 3 Create an album:
H Device _Card
videos to add or remove a. Select whether to create the _
them all at once. album on your handheld E:’i’:r"'gs
(device) or on an expansion Vacation
card inserted into the
If you remove a photo or expansion slot.
video from an album, itis
moved to the Unfiled b. Select New, enter the name of
category. The photo or the new album, and select OK. (6K) Chew) (Rename) (oelete )

video is not deleted from
your handheld or the
expansion card.

c. Select OK on the Manage
Albums screen.

4 Do one of the following:

Tap to select or deselect:

To add photos or videos to a new
album Select the photos or videos
you want on the Organize Album
screen.

Select to add

Select + to
remove

To add or remove photos or videos
from an existing album From the
Thumbnail or List View, select the
album you want from the pick list in —
the upper-right corner, and then select Manage Albums @J Select a photo or
video without a plus sign to add it to the album; select a photo or video with a
plus sign to remove it from the album.

M Continued
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5 Select Done.

i Done

Moving a photo or video within and between albums

Move photos within 1
albums to easily put the

slide show of your child’s

birthday party in the

sequence you want. 2 Move a photo or video within an album:

Go to Favorites and select Photos & Videos [E&.

a. Select the pick list in the upper-right corner and select the album containing
the photo or video you want to move.

b. Use the stylus to drag the photo or video you want to its new position.

M Continued
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You can also move a 3 .

. . Move a photo or video between
photo or video by adding albums:
it to a different album. '
The it?”_‘ is removed from a. Select the pick list in the upper-
the original album. right corner and select the

album containing the photo or
video you want to move.

b. Open the menus.

c. Select Edit Details from the

Media menu, and then select the

photo or video you want to
move.

d. Select the Album pick list, and
then select the new album for
the photo.

e. Select Done.

i Done

Photo Details (i)

Name: Birthday boy

Album: ~ BUnfiled

Notes:

Date: 12/8/37, 11:44am
Size: 31KB, 432x624

4

Select to
move photo
or video
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Sorting photos and videos

You must be in an album
to sort manually; it does 1
not work when All is

selected from the pick list.

Go to Favorites and select Photos & Videos EE.

2 Sort photos and videos:

Media \:1[1T58 Options

ok liat i g Sort by Dat

a. S_elect the pick list in the upper Stbmee
right corner and select the Sort by Size
album containing the photos e

. . |Beam Album...
and/or videos you want to sort. Send Album..

Copy Album to Card...

b. Open the menus. : Manage Albums...

c. Select Album, and then select B @J @@J
one of the following:

Sort by Date Lists photos and videos from earliest to most recent date. Select
Sort by Date again to list items from most recent to earliest date.

Sort by Name Lists photos and videos by name in ascending (A-Z) order.
Select Sort by Name again to list items by name in descending (Z-A) order.

Sort by Size Lists photos and videos from smallest to largest file size. Select
Select Sort by Size again to list items from largest to smallest file size.

Sort manually Lets you tap a photo or video and drag the stylus to where you
want the item to appear. A dotted black line indicates the position of the item.

i Done
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Personalizing a photo

Use the drawing tool to add a personal touch to a photo.

Create multicolored art:
Select a color and draw
on a photo, and then 1 Go to Favorites and select Photos & Videos EHE.
select a different color

and draw some more.

Each drawing keeps its 2
original color.

Personalize a photo:

a. Inthe Thumbnail or List View,
select the photo you want.

Select the drawing tool
button to change line size.
Select the text tool button

to change font size. c. Select Draw on Picture from the
Media menu.

b. Open the menus.

—J—Text tool

@@ Drawing tool

L Color button

Use the eraser selection d. Draw on the photo using the
on the drawing tool to following tools:

erase drawings only;
select Undo to delete text.
You can only use Undo
once to delete text for a
given photo. If you need
to delete text after using
Undo, select Done and do

Drawing tool Draw anywhere on the photo using the stylus.

Text tool Enter text in the field. Tap anywhere on the screen to open a text field
in a new location.

Color button Select a drawing color.

not save the photo, and e. Select Done.
then open the photo and
try again. N Continued
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3 Select one of the following to save
or reject changes: You have drawn on this

picture. What do you want to
. . do with the ch ?
Replace Original Saves the photo © WIth the changes

with drawing in place of the
original photo with no drawing; the
original photo is lost.

Save as New Picture Saves both
the photo with drawing and the
original photo with no drawing. You can enter a name for the new photo.
You can also select the pick list to save the updated photo to a different
album.

Don’t Save Changes Saves only the original photo with no drawing.

Cancel Returnsto Draw on Photo screen.

i Done
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Copy an entire album by
opening the Album
menu, selecting Album,
and then selecting Copy
Album to Card or Copy
Album to Handheld.
Select the album you
want, and then select
Done when copying is
complete.

Copying a photo or video

You can copy photos and videos from your handheld to an expansion card, and vice versa.

1 Go to Favorites and select Photos & Videos [E&.

2 Select a photo or video to copy:

a. Select the pick list in the upper-right corner and select the album containing
the photo or video you want.

b. Select the photo or video.

3 Copy the photo:

a. Open the menus.

b. Select Copy to Card (for photos or videos on your handheld) or Copy to

Handheld (for photos or videos on an expansion card) from the Media menu.

i Done
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Deleting a photo or video

Delete an entire album by 1
opening the Album menu

and selecting Album

Details. Select the album

Go to Favorites and select Photos & Videos [E&.

you want, and then select 2 Select a photo or video to delete:
Delete on the Album
Details screen. a. Select the pick list in the upper-right corner and select the album containing

the photo or video you want.

You can also delete a b. Select the photo or video.
photo or video from the
Media Details screen by

selecting Delete on that 3 Delete the photo or video:
screen.

a. Open the menus.

b. Select Delete from the Media menu, and then select Delete again.

i Done
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Sharing photos and videos

You can easily share photos and videos with family and friends. Use your handheld’s built-in
Bluetooth® wireless technology to wirelessly send photos and videos to other Bluetooth devices
within range.

You can also easily send
photos and videos from
the palmOne Media
desktop application
(Windows only). See
Palm Desktop Help for

information. e Beam a photo or video to other Palm Powered devices.

You can also share photos and videos using any of the following methods:

e Attach a photo or video to an email message.

e Copy a photo or video from your handheld to your desktop computer, or from computer to

You can also beam or handheld, by synchronizing.
send an entire album by
opening the Album menu N NOTE Sending a large number of photos or videos using Bluetooth technology or beaming

and selecting Beam can take a long time.

Album or Send Album.
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Working with palmOne Media on your computer
WINDOWS ONLY

Use palmOne Media on your computer to view and manage photos and videos. Check out the
online Help in Palm® Desktop software to learn how to use Media on your computer. The online
Help includes info about the following topics:

e Learning about the parts of the Media window

e Using Photo Editor to view, crop, rotate, or enhance a photo

e Using Video Editor to create or trim a video clip

e Editing photo and video details and titles

e Adding notes to a photo or video

¢ Printing photos

e Rotating videos larger than 320 pixels wide

e Switching between the Thumbnail, List, and Details views

¢ Creating slide shows of photos and videos

e Sorting photos and videos

¢ Organizing your photos and videos into albums

To open Media on your computer, double-click the Palm Desktop icon on the Windows desktop,
and then click Media on the launch bar.

RI NOTE There is no palmOne Media desktop application on Mac computers.
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Related topics

Click a link below to learn about these related topics:
If you're having problems
with palmOne Media or with
anything else on your
handheld, go to
www.palmOne.com/intl/
support. Sharing ® Beaming photos and videos to other Palm Powered devices

Moving e Opening applications
Around
e Using menus

e Sending photos and videos to other Bluetooth wireless devices using the
Bluetooth technology on your handheld

VersaMail Sending photos and videos as attachments to email messages
Common Answers to frequently asked questions about palmOne Media
Questions
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CHAPTER 10

Listening to Music

Transferring MP3 files to your

handheld

Transferring music from a CD

to your handheld

Playing music on your
handheld

Managing playlists

Viewing song info

Working with RealPlayer on
your computer

Related topics

Are you tired of listening to small talk
during that long commute on the bus
or train? Do you need something
smaller than a CD player when you're
out for a walk or at the gym?
RealPlayer lets you play music on your
handheld. Simply transfer songs onto
your handheld, and then listen through
the built-in speaker or stereo
headphones (sold separately).

Benefits

e Listen to songs in the popular MP3
format

* No separate MP3, CD, or mini-disc
player required
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Transferring MP3 files to your handheld

[!] Before You Begin The RealPlayer software that comes with your handheld is compatible with the popular MP3 audio
Windows: Install the file format. Use RealPlayer on your computer to copy MP3 files to your handheld’s internal drive.

RealPlayer desktop
application on your
computer. Insert the
software installation CD

and follow the onscreen 1
instructions for installing

extra software.

WINDOWS ONLY

Connect your handheld to your computer using the USB sync cable.

You must install this 2 Prepare RealPlayer on your computer:
software, even if you
already have a version of a. Open the RealPlayer application.

RealPlayer installed on
your computer. The
version on the CD

b. Select palmOne Handheld from the Current Burner/Device drop-down list.

Select © RealGuide | & Music &My Library | (3 Bun/Transfer | O, Search (210
contains all of the palmOne —4—— 4 < e 3 peirne Mook v () riomTo..
components needed to Handheld |8 paimone Handheld
transfer music files to P b el

your handheld. oy iy BE:

Name | Description
@ Al Media iew all the aud

& Music View all your M

o
]
O]

M Continued
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For tips on using 3
RealPlayer on your

computer, go to the Help
menu in RealPlayer or
visit www.real.com.

Prepare your handheld:
a. Go to Favorites and then select Music @.

b. Connect your handheld to your computer using the USB sync cable.

[ Y IMPORTANT Do not press the HotSync button on your cable.

4 Select the songs you want to transfer:
a. In RealPlayer on your computer, click Burn/Transfer.

b. If necessary, select palmOne Handheld from the Current Burn/Transfer
Device drop-down list.

c. Drag the song files you want from the My Library window on the left into the
palmOne Handheld window on the right.

G Real Guide | 15 Music &My Library | C3) BurniTransfer | ©), Search 00
(48 ~) (<) | ( # ) Burn/Transfer Hame | Current BumerfDew:e|@ paimone Handheld
W My Library i palmQne Handheld
Drag clips from the My Library list below into the:
device view at the right.
1My Library lv] =2
Name | Deseription
& all Media Wigw all the aud|

wiew all your M
s all your Vi

wigw all yaur res
[ Create your o]
B} AutoPlaylists Generate playl:
J Purchased usic view all your puf

M Continued
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You can also transfer MP3 5
files by dragging a folder of
files or individual files to

Transfer the selected songs to your handheld:

a. Be sure your handheld is on and that RealPlayer is open. If it is, a green

the File Transfer Connected light appears in the lower-left corner of RealPlayer on your
application on your computer.

desktop, and then

dragging the item(s) to the b. Click Start Transfer. When the transfer is complete, the tracks you selected
Music folder in the File should say “On Device.” The files are transferred to the Music folder on your
Transfer window. This is handheld’s internal drive.

useful if you want to copy
an entire folder of music to
your handheld, for
example, to keep all the
songs from the same CD in i Done
one folder.

[ ! IMPORTANT Do not press the HotSync button on your cable. RealPlayer is
transferring the files, so there's no need to do anything.
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You can also transfer MP3
files on a Mac computer
using Drive Mode.

MAC ONLY

1

Drag and drop the files onto the Send To Handheld droplet:

a. Drag and drop the file(s) or folder onto the
Send To Handheld droplet in the Palm folder.

{:.r_'
b. In the Send To Handheld dialog box, select ?ﬁ

your username and click OK.

Synchronize your handheld with your computer.

i Done
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Transferring music from a CD to your handheld

If your songs are on a CD and you want to listen to them on your handheld, use RealPlayer on your
computer to convert and transfer the files.

NI NOTE Mac users can use iTunes, included with Mac OS X, to transfer music from a CD to their
computer. Then use Drive Mode to transfer the files to your handheld. Music files should be
imported in MP3 format.

WINDOWS ONLY

1 Access the music CD from RealPlayer on your computer:
a. Double-click the RealPlayer icon @ on your computer desktop.
b. Insert the CD into your computer’s CD drive.

c. If the track listing does not appear, click Music & My Library, and then click
CD/DVD in the View menu.

~ign T
_ LYETS Warious Atists LT Verve Unmixed [T General Jazz
JI Music store It |7 - ot p—
J3 Music Guide m g
CD/DVD Fij Radio &) 2. How Long Has This Been Going On7 4:06
— — L D/D¥D & 3. who Needs Forever? 3:09
R — & 4. IsYou s O Is You Ain't My Baby 259
& 5. Fesling Good 2:56
& 6. Return To Paradise Si11
D soveTracks > 7. WE\ETIIIVDuSeeHer 1:32
@ & 5. Don'tExplain 256
@Info = @ 5. See-Line Woman 238
[ Print Jowel Case & 10. Summertime 254
® bunaco @ 11. strangs Frut 305
&) 12. Hare Krishna - Hal Krishna 6:15
A Fject

M Continued
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If you want to select only
a few songs, click
Deselect All and then
check the box next to the
songs you want to select.

If you want to download
songs from the Real
Music Store (U.S. only;
additional fees may
apply), you need to
download and install a
special version of
RealPlayer that is
compatible with Real
Music Store files. Go to
www.real.com for

information.

Select the songs you want to add to your library:

a. Click Save Tracks.

b. Follow the

onscreen instructions to select and copy tracks.

@ea}P}ayer Filz

5] Mow Playing || 1 Spanish Grease - Various Artists () [[ed_J1411 Kbps ooo/zae (o é:’;istl
album

[ e o

:)./ @ Wwa @

D RealGuide | (15 Music &My Library | W7 BurnTransfer | ), Search

CUTTLN Yerve Unmixed

Pusic Store [
J3 Music Guide 1. X
L S B ;
iFay  Radia .J) 2. How Long Has This Been Going On? Gelect Tracks 1o Save
@ CD/D¥D &5 3. who Needs Forever?
el & 4, Is¥ouTs Or Is You Ain't My Baby v Track Name ~
@ 5. Feeling Good M 1. Spanish Grease
& 6. Return To Paradiss % 2. How Long Has This Been Going On?
3 2
& 7. wait Till You See Her 3. Who Needs Forever
Save Tracks ——+@® saveTrads @ . Dort Explsin [ 4. 15 ouls Or ls You Ain't My Baby =
P oomfo - A v— M 5. Feeling Good
] ) ' [ 6. Return To Paradiss
B Pprint Jewl Case S 10, Summertime W 7. Wit Til You Soe Her
& Bumaco @ 11, Strange Fruit ¥ 8. Dot Explain
& 12, Hars Krishna - Hall Krishina [ 3. SeeLine Woman
A Eject ™ 10, Summertime [/
Select Al Desslect Al
Save to

M Continued

Lacation: C:ADacuments and Settingsios Saduskyihy
Documentshiy Musich

Format:  MF3 (mp3)

96 Kbps Stereo
Change Seftings

To get CD-quality MP3 encoding capabilities. please click here.
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For tips on using 3
RealPlayer on your

computer, go to the Help
menu in RealPlayer or
visit www.real.com.

Prepare your handheld:
a. Go to Favorites and then select Music @.

b. Connect your handheld to your computer using the USB sync cable.

[ Y IMPORTANT Do not press the HotSync button on your cable.

4 Select the songs you want to transfer:
a. In RealPlayer on your computer, click Burn/Transfer.

b. If necessary, select palmOne Handheld from the Current Burn/Transfer
Device drop-down list.

c. Drag the song files you want from the My Library window on the left into the
palmOne Handheld window on the right.

G Real Guide | 15 Music &My Library | C3) BurniTransfer | ©), Search

(48 ~) (<) | ( # ) Burn/Transfer Hame | Current BumerfDew:e|@ paimone Handheld

TE My Library

Draq clps from the My Library list below into the
device view ot the right.

=
[+ (?JHonTa..,

1My Library l"] &
Name | Deseription

& all Media Wigw all the aud|
o Music Wiew all your M

18] Piay
B} AutoPlaylists Generate playl:
J Purchased usic view all your puf

M Continued
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On your handheld, tap 5
Songs to view a list of the
songs available for you to

Transfer the selected songs to your handheld:

- a. Be sure your handheld is on and that RealPlayer is open. If it is, a green
play. The songs you just Connected light appears in the lower-left corner of RealPlayer on your
transferred are at the computer.

bottom of the list.
b. Click Start Transfer. When the transfer is complete, the tracks you selected
should say “On Device.” The files are transferred to the Music folder on your
handheld’s internal drive.

[ ! IMPORTANT Do not press the HotSync button on your cable. RealPlayer is
transferring the files, so there's no need to do anything.

i Done
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Playing music on your handheld

If RealPlayer reaches the 1
period of inactivity you

set before you exit the

application, the screen

turns off and the music 2
continues playing. To set

On your handheld, go to Favorites and then select Music ‘¥.

Select a song to play:

the period of inactivity, e To play the current song, tap Play.
open the Options menu
and select Preferences. ¢ To play a different song, tap Songs and select a song from the list.

Select an option from the
Auto-powersave after
pick list, and then select
OK. If you exit RealPlayer,
it turns off when it -
reaches the period of Falling Angel

. . . . Electric Angel
inactivity defined in

Dream

Power Preferences. G
Progress indicator

e To play a song that is not located in the Songs list, open the menus, select
Play Folder, and navigate to the song you want.

© RealOne

Continuous play

1:05 | 4:44

Random play

Want to stop playing Play/Pause Volume
music when you exit

RealPlayer? Open the Stop
Options menu and select Previous song Next song
Preferences. Uncheck the

Enable Background

Playback box, and then . . e .
select OK. i Done RealPlayer continues playing until it reaches the end of your list. It

stops playing if you tap Stop or turn off your handheld.
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Managing playlists

You can create dozens of playlists with your favorite songs.
Creating a playlist

For tips on using 1
RealPlayer, open the

Options menu and select
Help.

On your handheld, go to Favorites and then select Music ‘¥.

2 Open the Edit Playlist screen:
a. Tap Playlists.

b. Select New.

Playlists Edit Playlist

Name:New Title

No playlists found

Choose New to create a playlist

New (Done ) (Remove ) (Add.. ) (a) ()

3 Enter a name for the playlist.

M Continued
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To quickly select all the 4 .
. . Add songs to the playlist:
songs in the list, select d play '” EonysitolRlaylist
. [ Electric Angel — Awakening
Select All. To qwckly a. Select Add. [ Electric Angel —Falling Angel
deselect all the songs, [ Electric Angel — Gather The Women
[ Electric Angel — | Believe

select Select None. b. Check the box next to the [ Electric Angel — Through The Mist
songs you want to include on
the playlist.

The Add Songs to Playlist

screen displays all songs c. Select Done.

located in the Music file ((Done ) (_Select All ) ( Select None )

on your handheld’s
internal drive.

5 Put the songs in the order you

want to hear them: Name:Electric Angel

Electric Angel — Awakening

Electric Angel — Falling Angel
a. Selecta song you wa nt to Electric Angel — Gather The Women
move. Electric Angel — Through The Mist

b. Tap the up or down arrow to L Up arrow
move the song up or down
one slot.

(‘Done ) (Remove ) (Add... ) (4] (®)——— Down arrow

c. Repeat this process until the
songs are in the right order.

d. Select Done.

6 Select Done, and then select Done again.

i Done
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Playing songs from a playlist

1

On your handheld, go to Favorites and then select Music ‘¥.

2 Select a song from a playlist:

Electric Angel — Awakening

Electric Angel — Falling Angel
Electric Angel — Gather The Women
Electric Angel — Through The Mist

a. Tap Playlists.

b. Select the playlist you want to
play.

c. Select the first song you want
to play.

(Done ) ( Edit ) (Delete List )

i Done Your handheld plays the songs in the playlist beginning with the
song you selected. After it plays the last song in the list, it stops.
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Editing a playlist

1
2

On your handheld, go to Favorites and then select Music ‘¥.

Open the playlist you want to edit:

a. Tap Playlists.

b. Select the playlist you want to edit.

c. Select Edit.
Playlists Electric Angel
Ambient Electric Angel — Awakening
Classic Rock Electric Angel — Falling Angel
Electric Angel Electric Angel — Gather The Women
Jazz Electric Angel — Through The Mist
New (Done ) [ Edit ) (DeleteList )

M Continued
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3 Select Edit and do any of the following:

Delete a song Select a song and tap Remove to delete the song from the
playlist.

Add a song Tap Add, check a song’s box, and then tap Done.

Move a song Select a song and select the up or down arrow to move the song
up or down one slot.

4 Select Done, and then select Done two more times.

i Done
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Deleting a playlist

1
2

On your handheld, go to Favorites and then select Music ‘¥.

Open the playlist you want to delete:

a. Tap Playlists.

b. Select the playlist you want to delete.

Playlists Electric Angel
Ambient Electric Angel — Awakening
Classic Rock Electric Angel — Falling Angel
Electric Angel Electric Angel — Gather The Women
Jazz Electric Angel — Through The Mist
New ((Done ) [ Edit ) (Delete List )

3 Delete the list:
a. Select Delete List.

b. Select Yes in the confirmation dialog box.

c. Select Done.

i Done

Tungsten™ T5 Handheld

218



CHAPTER 10 Listening to Music

Viewing song info

You can view details for the song that is currently playing.

1
2

On your handheld, go to Favorites and then select Music ‘¥.

Select a song to play and view:

e To play and view the current
song, tap Play.

e To play and view a different
song, tap Songs and select a
song from the list.

e To play and view a song that is
not located in the Songs list,
open the menus, select Play
Folder, and navigate to the
song you want.

M Continued

Information
icon

© RealOne

Falling Angel
Electric Angel
Dream

1:05 | 4:44

o

F
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You can also view song
details by opening the
Music menu and
selecting Song Details.

3 Open the Song Details dialog
box:

a. Select the information icon
@ on the song screen.

b. After you finish viewing the
info, select Done.

i Done

Working with RealPlayer on your computer

WINDOWS ONLY

Use RealPlayer on your computer to play and manage your songs. Check out the online Help in

Title:
Artist:
Album:
Genre:

Track #:
Format:
Size:
Filename:

Falling Angel
Electric Angel
Dream

AAA

6

MP3

2.,632KB
FalliingAngel. MP3

RealPlayer to learn how to use RealPlayer on your computer. The online Help includes info about

the following topics:

e |earning about the parts of the RealPlayer window

e Finding media

¢ Playing media

e Saving and burning media

e RealPlayer premium services
¢ Preferences

¢ Troubleshooting

To open RealPlayer on your computer, double-click the RealPlayer icon on the Windows desktop.
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Related topics

Click the link below to learn about these related topics:

If you're having problems
with RealOne Mobile Player
or RealOne Player on your
computer, go to
www.real.com.

Expansion
Cards

Managing

Info

Common
Questions

¢ |nserting and removing expansion cards

e Naming expansion cards

¢ Viewing the contents of a card

¢ |nstalling the RealPlayer software on your computer

e Using palmOne™ Quick Install and the Send To Handheld droplet

Answers to frequently asked questions about RealPlayer
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CHAPTER 11

Managing Your Tasks

Creating a task

Organizing your tasks

Marking a task complete

Deleting tasks

Customizing your Tasks list

Working with Tasks on your

computer

Related topics

Some of the most successful people in
the world are also the busiest. When
asked how they manage to do it all,
busy people usually say, “I make lists.”
The Tasks application on your
handheld is the perfect place to make a
list of the things you need to do.

Vv -
n-ll"
u-lll"

Benefits of Tasks
e Set priorities

¢ Track deadlines

e Stay focused
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Creating a task

If no task is currently 1 7
selected, you can create a Go to Applications and select Tasks &=,

new task by writing
Graffiti® 2 characters in 2

the input area. Create a task TtISkS- All
[ 2 Distribute meeting notes  11/6!
a. Select New. S ; gpldcrl]te project schedule 1} },;g—— Due date
il change
Add a note to a task. O 1 Pay bills 11714
Select the Note button b. Enter a description of the task. O 2 Get foothall tickets 11714
! O 3 Buy anniversary gift for 11/26 Lo
enter the note text, and Midyne & Greg ———————{— Long description
O 1 Submit monthly accruals 11/27
then select Done. =5 = New task
O 4 Call painter -
O 4 Wash car - L.
' Priority number
|

You can organize your
tasks by filing them into

categories. You can also
mark tasks as private to

hide them from prying 3 [&] OPTIONAL Assign a priority and due date:
eyes.

V\Xote button

a. Select the priority number, and then from the pick list select a number 1—5.
1 indicates the most important task.

b. Select the due date and select a date from the list, or select Choose Date to
select a date from the calendar.

Jg Done That's it. Your handheld automatically saves the task. Make sure
you have a current backup. Synchronize often.
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Setting an alarm

[!] Before You Begin
Create atask and assign it 1
a due date. A task must
have a due date before

V=
Go to Applications and select Tasks .

you can set an alarm.
2 Open the Set Alarm dialog box:
You can customize the a. Select the task you want to assign an alarm to.
alarm sound for your
tasks in the Task b. Select Details.

Preferences dialog box.
c. Select the Alarm box.

When you set an alarm, a Josk Detalls o ¥ Alarm ol 00
little alarm clock appears Priority: f2[3]4]5] 3 daysearler | 3 "
. Category: v Unfiled
to the right of the task . 4 15
L Due Date: ¥ Wed5/10/06 Alarm Time: 5 20
description. Alarm: | g gz
Repeat: 8 35
. ; Next alarm:
Private: [ Sun5/7/06 |l
Ik
OK Cancel 12P%#| | 55
N Continued
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3 Set the alarm:
a. Check the Alarm box.
b. Enter how many days before the due date you want the alarm to sound.
c. Select the time columns to set the time the alarm sounds.

d. Select OK, and then select OK again.

i Done

Scheduling a repeating task—standard interval

Repeating tasks are a great way to add tasks that happen over and over again, like taking out the

. trash every Thur night or making monthly mort r rent ments.
To select intervals such as ash every sday night or making monthly mortgage or rent payments

the 2nd Tuesday of every
month or the 3rd
Thursday in November of 1 Go to Applications and select Tasks .
every year, see

Scheduling a repeating

task—unusual interval. 2

Enter the task you want to repeat and assign it a due date.

M Continued
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3

Set the repeat interval:

a. Select the task description, and
then select Details.

b. Select the Repeat pick list and
select how often the task
repeats: Daily until, Every week,
Every other week, Every month,
or Every year.

RI NOTE I you select Daily, a dialog box appears for you to select the end

date.

c. Select OK.

i Done

Priority:
Category: ¥ Personal
Due Date: ~ Fri1/6/06

Alarm: ; None:

Repeat: ¥ Every week

Private:

]
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Scheduling a repeating task—unusual interval

For tasks that don’t fit neatly into the preset repeat intervals, you can set up your own repeat
intervals. For example, enter tasks for paying a quarterly insurance bill or a credit card bill that is
due every 28 days, or changing your smoke detector battery every six months.

Ve

1 Go to Applications and select Tasks .

2 Enter the task you want to repeat and assign it a due date.
3 Open the Change Repeat dialog box:

a. Select Details.

b. Select the Repeat pick list and select Other.

[None [ Day [ Week Year |
Priority: Fixed Schedule
Category: ¥ Personal Every: .4 Month(s)
Due Date: [y Endon: ~ NoEndDate
Alarm: | Daily until... Repeat by:

Every week

Repeat:

Every other week
Private: [Every month

The 6th of every 4th month

M Continued
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To schedule an annual
task, such as decorating
for a holiday on the first
Sunday of a particular
month, select Month as b
the repeat unit, enter 12

on the Every line, and

then select Day as the

Repeat By setting.

a4

f

Set the repeat interval:

Select Day, Week, Month, or Year as the repeat unit.

. Select Fixed Schedule to base the due date on the due date of the current

task, or select After Completed to base the due date on the date you
complete this task. With this option if you complete this task early or late, the
due date for the next task adjusts accordingly.

Select the Every line and enter the frequency at which the task repeats.
Select the End on pick list and select an end date, if needed.

If you selected Fixed Schedule in step b and Week in step a, select the day of
the week the task repeats. If you selected Fixed Schedule in step b and
Month in step a, select Day to select the week within the month, such as the
4th Thursday, or select Date to select the same date within the month, such

as the 15th.

Select OK.

i Done
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Organizing your tasks

Sometimes you want to look at all the things you need to do, while at other times you want to see
only certain types of tasks.

Overdue tasks have an
exclamation point () next
to the due date.

Your Task Preferences
settings control which
tasks appear in the Tasks
list, such as completed or
due tasks. To change
these settings, open the

Options menu and select
Preferences.

Create a new category for
tasks by selecting Edit
Categories in the
Category pick list.

1
2

v
Go to Applications and select Tasks .

In the Tasks list, select one of these options:
All Displays all your tasks.

Date Displays tasks that are due in a specific time frame. Select the pick list in
the upper-right corner of the screen to select Due Today, Last 7 Days, Next 7
Days, or Past Due.

Category Displays tasks that are assigned to the selected category. Select the
pick list in the upper-right corner to select a different category.

[ 2 Distribute meeting notes  11/6! Due Today - 1
O 1 Update project schedule  11/7 (MR M EY] Last 7 Days -2 O 2 Distribute mee|Personal
O 2 Qil change 11710 O 1 Update pro O 1 Update projec|Unfiled
0 1 Pay bills 11/14 Past Due - 1 O 1 Submit monthl[Edit Categories...
O 2 Get football tickets 11/14
O 3 Buy anniversary gift for 11/26
Midyne & Greg
O 1 Submit monthly accruals 11/27
O 4 Call painter -
O 4 Wash car -

i Done
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Marking a task complete

You can check off a task to indicate that you've completed it.

You can set Task
Preferences to record the
date that you finish your 1 Go to Applications and select Tasks .
tasks, and you can show

or hide finished tasks. To

change these settings, 2
open the Options menu

Check the box on the left side of

and select Preferences. the task. ~ Personal
® 4 Wash car 11/7
2 Oil change 11/7
i Done O 1 Pay bills 11/14
O 3 Buy anniversary gift for 11/26
Midyne & Greg

O 4 Call painter -

RI NOTE Palm® Desktop software and Microsoft Outlook handle completed repeating tasks
differently. Palm Desktop software checks off all overdue instances of the task, and Microsoft
Outlook checks off only the oldest instance of the task.
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Deleting tasks

If a task is cancelled, you can delete it from your Tasks list. When you delete a repeating task, you
delete all other instances of the task. You can also delete all your completed tasks.

You can also delete a
specific task by selecting
the task, selecting Details,

and then selecting Delete.

If you save an archive
copy of your deleted
tasks, you can refer to
them later by importing
them.

Deleting a specific task

1
2

V=
Go to Applications and select Tasks .

Select the task you want to delete.

Open the Delete Task dialog box: Delete Task )

Delete selected task?
a. Open the menus. @

b. Select Delete Task on the [ Save archive copy on PC

Record menu.

[ & ] OPTIONAL Check the box to save an archive copy of the task on your
computer.

Select OK.

i Done
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Deleting all your completed tasks

Many people find it useful 1
to refer to old tasks for tax

purposes. If you save an

archive copy of your

deleted tasks, you can 2
refer to them later by

V=
Go to Applications and select Tasks .

Open the Purge dialog box:

. . Delete all tasks
importing them. a. Open the menus. @ marked completed?

b. Select Purge on the Record [ Save archive copy on PC

menu.
3 [ & ] OPTIONAL Check the box to save an archive copy of your completed

tasks on your computer.

4 Select OK.
i Done
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Customizing your Tasks list

Control which tasks show up in the Tasks list and how they are sorted. These settings also affect
Calendar’s Agenda View tasks in Calendar’s Agenda View. You can also choose the alarm sound for your tasks.

also displays your tasks.

-
1 Go to Applications and select Tasks .
2 Open the Preferences dialog box:
Sort by: ¥ DueDate, Priority
a. Open the menus. M Show Completed Tasks
 Record Completion Date
b. Select Options, and then ¥ Show Due Dates
select Preferences. & Show Priorities
O Show Categories
. Alarm Sound: ~ Alarm
Continued
b
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3

Change any of the following settings, and then select OK:

Sort by Select the order in which the tasks appear in the Tasks list.

Show Completed Tasks Display your finished tasks in the Tasks list. If you turn
off this setting, your finished tasks disappear from the list when you check them
off, but they stay in your handheld’s memory until you purge them.

Record Completion Date Replace the due date you assign to a task with the
date you really complete and check off the task. If you don’t assign a due date to

a task, the completion date still records when you complete the task.

Show Due Dates Display each task’s due date in the list (if you assigned one),
and display an exclamation point next to each task that is overdue.

Show Priorities Show the priority setting for each task in the list.
Show Categories Show the category for each task in the list.

Alarm Sound Select a sound for the alarms you assign to your tasks.

i Done
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Working with Tasks on your computer

Use Tasks on your computer to view and manage your tasks. Check out the online Help in
Palm Desktop software to learn how to use Tasks on your computer. The online Help includes info
about the following topics:

e Learning about the parts of the Tasks window

¢ Entering, editing, and deleting tasks

e Creating repeating tasks

e Marking tasks private

e Showing, masking, and hiding private tasks

¢ Assigning tasks to categories

e Printing your task list

e Selecting how to view tasks

e Sorting tasks by due date, priority level, or categories

WINDOWS ONLY

To open Tasks on your computer, double-click the Palm Desktop icon on the Windows desktop,
and then click Tasks on the launch bar.

MAC ONLY

To open Tasks on your computer, double-click the Palm Desktop icon in the Palm folder, and then
click To Dos.
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Related topics

Click a link below to learn about these related topics:

If you're having problems
with Tasks or with anything
else on your handheld, go to
www.palmOne.com/intl/
support.

VersaMail

Sharing

Privacy

Categories

Common.
Questions

Sending tasks as attachments to email messages

e Beaming tasks to other Palm Powered devices

¢ Sending tasks to other Bluetooth® devices by using Bluetooth wireless
technology on your handheld

e Synchronizing with Palm Desktop software and Outlook
Keeping tasks private by turning on security options
Organizing tasks by type

Answers to frequently asked questions about Tasks
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CHAPTER 12

Writing Memos

Creating a memo

Viewing and editing a memo

Moving memos in your
memos list

Deleting a memo

Working with Memos on
your computer

Related topics

Your handheld contains applications
for storing the most common types of
information: contact names and
numbers, appointments, and so on.
Memos is the tool to use for capturing
information that is meaningful to you
but does not fall into one of these
categories. From meeting notes to
recipes and favorite quotations,
Memos provides a quick and easy way
to enter, store, and share your
important information.

Benefits of Memos

e Store essential but hard-to-remember
information

¢ Easily retrieve and share information
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Creating a memo

In the Memos list, you 1
can also just start writing

to create a new memo.

The first letter is

automatically capitalized. 2

Go to Applications and select Memos @

Create a memo:

a. Select New.

Us.e Phone Lookup to [ Memas] m—r [Memo KIETSEN TUntied:
quickly add a name and 1. Power Tips
phone number to a 2. Actionltems 11/5
3. Quote of the Day
memo. 4. Birthday Wish List

5. Edits for Draft 2
6. Hot New Restaurants

|

b. Enter your memo. Select Enter on the onscreen keyboard or draw the
Graffiti® 2 writing Return stroke / to move to a new line in the memo.

c. Select Done.

i Done That'sit. Your handheld automatically saves the memo. Make sure
you have a current backup. Synchronize often.
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The Memos list shows
the first line of each
memo, so make sure that
firstlineis something you
will recognize.

You can connect your
handheld to a portable
keyboard and type your
memos on the go without
carrying around a heavy
laptop. You can purchase
a variety of portable
keyboards.

You can change the size
of the text in Memos to

enhance readability.

Viewing and editing a memo

1
2

Go to Applications and select Memos @

View or edit the memo:

a.

In the Memos list, select the memo you want.

- Al
1. Power Tips
3. Quote of the Day
4. Birthday Wish List
5. Edits for Draft 2
6. Hot New Restaurants

New

[Memo KIFTSAN

i Unfiled

Action Items 11/5

*call Larry about deadline
*revise draft 2
*get quote from printer

b. Read or edit the memo, and then select Done.

i Done

CHAPTER 12 Writing Memos
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If you use Palm® Desktop
software for
synchronizing, you can
send a memo to your
computer by
synchronizing, and then
open the memo on your
computerin an
application such as
Microsoft Word for
further editing,
formatting, and so on.
Right-click the memo on
your computer, click Send
To, and then select the
application to which you
want to send the memo.

CHAPTER 12 Writing Memos

Moving memos in your memos list

You can move memos up or down in your memos list. For example, you might want to keep all
memos on a certain topic grouped together.

Go to Applications and select Memos @

2 Move a memo:

a. Locate the memo you want.

m! I!’ - Al I!m - All
1. Power Tips 1. Power Tips
2. Action Items 11/5 2. Action Items 11/5
3. Quote of the Day 3. Quote of the Da
4. Birthday Wish List 4. Hot New Restaurants
5. Edits for Draft 2 5. Birthday Wish List
6. Hot New Restaurants 6. Edits for Draft 2
New

b. Move the memo up or down by dragging the stylus across the screen.
A black dotted line appears to represent the memo you are moving.

¢. When the line is in the location you want for your memo, lift the stylus.

i Done
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Deleting a memo

Need to retrieve that
holiday recipe you
stored? If you save an
archive copy of your
deleted memos, you can
refer to them later by
importing them.

1
2

Go to Applications and select Memos @

Open the Delete Memo dialog Ty v o
box:

@ Delete current memo?
a. Locate the memo you want.  Save archive copy on PC

b. Open the menus.

c. Select Delete Memo on the
Record menu.

[ &] OPTIONAL Check the box to save an archive copy of the memo on your
computer.

Select OK.

i Done
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Working with Memos on your computer

Use Memos on your computer to view and manage the memos you create on your handheld.
Check out the online Help in Palm® Desktop software to learn how to use Memos on your

You can copy the text of a i i - - s
computer. The online Help includes info about the following topics:

memo and paste it into a
new Word file in
Documents on your
handheld. Edit the text in
Documents, save it as a

¢ Viewing, copying, and deleting memos

e Editing memo details

Microsoft Word file, and e Marking memos private

then send the file to your

computer by e Showing, masking, and hiding private memos
synchronizing so you can

view and edit it in Word. ¢ Printing memos

¢ Changing between the list and single memo views
¢ Adding a date and time stamp to a memo

¢ Organizing memos into categories

e Sorting memos

e Sharing memos

WINDOWS ONLY

To open Memos on your computer, double-click the Palm Desktop icon on the Windows desktop,
and then click Memos on the launch bar.

MAC ONLY

To open Memos on your computer, launch Palm Desktop software from the Palm folder, and then
select Memos.
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Related topics

Click a link below to learn about these related topics:

If you're having problems
with Memos or with anything
else on your handheld, go to
www.palmOne.com/intl/
support.

Moving
Around

Entering

Information

Categories
Privacy

Sharing

VersaMail
SMS

Common.
Questions

¢ Opening applications
e Using menus

Adding a phone number or other contact information to a memo using Phone
Lookup

Organizing memos by arranging them into categories and sorting them
Keeping memos private by turning on security options

e Beaming memos to other Palm Powered devices

¢ Sending memos to other Bluetooth® devices using the Bluetooth wireless
technology on your handheld

e Synchronizing with Palm Desktop software and Outlook
Sending memos as attachments to email messages
Sending memos as part of a text message

Answers to frequently asked questions about Memos
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CHAPTER 13

Writing Notes in Note Pad

Creating a note

Viewing and editing a note

Deleting a note

Working with Note Pad on
your computer

Related topics

Need to jot down a phone number or a
reminder to yourself? Avoid fumbling
for scraps of paper, and write
important reminders in Note Pad. You
can use Note Pad to do everything you
might do with a piece of paper and a
pencil. Note Pad gives you a place to
draw freehand and take notes in your
personal handwriting, which is even
faster and more flexible than creating a
memo on your handheld.

Benefits of Note Pad

* No learning curve

e Capture information in the moment
e A picture is worth a thousand words
e See reminders when you set alarms
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CHAPTER 13 Writing Notes in Note Pad

Creating a note

[!] Before You Begin
Make sure full-screen 1

writing is turned off. You
cannot create or edit

notes in Note Pad when 2

Go to Applications and select Note Pad @

full-screen writing is on. Create a note: [Note KIETIEAD TRARE]— Category box
1:00 pm 7/5
a. Use the stylus to write your | T Time ortitle
Select the pen selector to note directly on the handheld
change the pen width or screen. | Seroll bar

to select the eraser. To
clear the screen
completely, select the
note (anywhere but the

b. Select the time at the top of
the screen and enter a title

using Graffiti® 2 writing or

Pen selector

th keyboard. N Del — Eraser
title), open the Edit menu, © onscreen Keyhoar
and select Clear Note.

3 [ & ] OPTIONAL Assign the note to a category by selecting the Category box

Prevent others from in the upper-right corner, and then selecting a category.
viewing your notes by
marking them as private.

4 Select Done.

i Done That's it. Your handheld automatically saves the note. Make sure
you have a current backup. Synchronize often.
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Choosing the pen and paper (background) colors

1 Go to Applications and select Note Pad @

2 Open the Select Colors dialog box:
a. Select Done to display the Note Pad list.
b. Open the menus.
c. Select Options, and then select Preferences.

d. Select Color.

Select Colors (i)
Note Pad Pref
ote Pad Preferences € —
Sort by: ¥ Manual

Alarm Sound: ¥ Alarm D D D I:l I:l
 Confirmnote delete? ONENO

C

(oK ) (Cancel ) (Color... )

M Continued
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CHAPTER 13 Writing Notes in Note Pad

3 Select the pen and paper colors:
a. Select Pen, and then select the ink color you want to use.
b. Select Paper, and then select the background color you want to use.

c. Select OK, and then select OK again.

i Done
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Change the alarm sound
by opening the Options
menu, selecting
Preferences, and then
selecting a sound from
the Alarm Sound pick list.

Setting an alarm
To use a note as a reminder, set an alarm for that note.

1 Go to Applications and select Note Pad @

2 Open the note:

a. Select Done to display the Note Pad list.

b. Select the note you want to set an alarm for.

Note Pad w All
1. Welcome to Note Pad 7/2

2. Groceries 7/5

3. Bob 7/5

4. Flowers 7/5

5. Bank 7/5
New

N Continued

|m 4 20f5 p {Errands:

™k
Egas
Rreod
Lettuce

(Done ) (Delete )
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You can also open the Set
Alarm dialog box by
selecting a note and
tapping the right edge of
the screen next to the
note title.

3

Set the alarm:

a. Open the menus.

b. Select Options, and then select Alarm.

c. Select the Date box, and then select the year, month, and date you want the
alarm to sound.

[ SetAlarm |
11 4 [-00 4 2006 p
12P 05 Jan | Feb | Mar | Apr (May| Jun
; :g Aug | Sep | Oct | Nov | Dec
3 20 SM TW T F S
4 25 & 1
El E0 2 3 4@ s 7 8
6 35 9 10 11 12 13 14 15
7 40 16 17 18 19 20 21 22
23 24 25 26 27 28 29

8 45 30 31
9 50

oK ) (AlarmOff ) [10_#| | 55

d. Select the time you want the alarm to sound.

e. Select OK.

i Done
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Viewing and editing a note

Sort the Note Pad list 1
alphabetically, by date, or
manually. Open the

Options menu, select
Preferences, and then 2

select the Sort by pick list.

Go to Applications and select Note Pad @

Open the note:

a. Select Done to display the Note Pad list.
If you sort manually, you

can rearrange the list by
dragging notes to

another position in the Note Pad - Al [Note KIERTEND TErrands.
list 1. Welcome to Note Pad 7/2 Groceries /5
’ 2 -

b. Select the note you want to view or edit.

. Groceries 7/5) m -
3. Bob 7/5 i l k
4. Flowers 7/5

5. Bank 7/5 Eg gs
Rread

Le,'\""‘uce.

New (Done ) (Delete )

3 Read or edit the note, and then select Done.

i Done
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Deleting a note

You can also delete a note 1
by opening the Record
menu and selecting

Go to Applications and select Note Pad @

Delete Note.
2 Open the note:
Want to get rid of those a. Select Done to display the Note Pad list.
deletion confirmation
messages? Open the b. Select the note you want to delete.
Options menu, select Note Pad - Al [Note KIEETEAL “Errands
Preferences, and then 1. Welcome to Note Pad 272 Groceries 7/5
uncheck the Confirm note 3 ‘e”es o m \ l P\
delete box. 4. Flowers 7/5 E
5. Bank 7/5 g gs
Rread
Lettuce
New (Done ) (Delete ) [
3 Select Delete, and then select OK to confirm deletion.

i Done
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Working with Note Pad on your computer

Use Note Pad on your computer to view and manage the handwritten notes you create on your
handheld. Check out the online Help in Palm® Desktop software to learn how to use Note Pad on
your computer. The online Help includes info about the following topics:

e |Learning about the parts of the Note Pad window

¢ Viewing, copying, and deleting notes

¢ Editing note details and titles

e Setting an alarm for a note

e Marking notes private

e Showing, masking, and hiding private notes

e Printing notes

e Changing between the List and note Preview views

e Sorting notes

e Sharing notes

WINDOWS ONLY

To open Note Pad on your computer, double-click the Palm Desktop icon on the Windows desktop,
and then click Note Pad on the launch bar.

MAC ONLY

To open Note Pad on your computer, double-click the Note Pad icon in the Palm folder.
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Related topics

Click a link below to learn about these related topics:

If you're having problems

with Note Pad or with
anything else on your
handheld, go to
www.palmOne.com/intl/

support.

Moving
Around

Sharing

VersaMail

Privacy

Categories

Common
Questions

¢ Opening applications
e Using menus

e Beaming notes to other Palm Powered devices

¢ Sending notes to other Bluetooth® devices by using Bluetooth wireless
technology on your handheld

Sending notes as attachments to email messages
Keeping notes private by turning on security options
Creating categories so you can organize notes

Answers to frequently asked questions about Notes
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CHAPTER 14

Connecting Wirelessly to Other Devices

What can | do with the built-
in Bluetooth technology?

Entering basic Bluetooth
settings

Setting up a phone
connection

Accessing email and the web

wirelessly

Setting up a connection for
wireless synchronization

Setting up a connection to
your Windows desktop

computer

Setting up a connection to a
network

Creating trusted pairs

Setting advanced Bluetooth
features

Related topics

Your handheld helps keep your world
organized by storing contact
information, recording appointments,
and so on. Now your handheld can
actually connect you to the world—
wirelessly, using Bluetooth® wireless
technology. Need to make a phone
call? Select the number in Contacts,
and your mobile phone begins dialing.
How about browsing the web or
sending an email message from your
handheld—without a cable?

Your handheld’s built-in Bluetooth
functionality helps you easily set up
wireless connections to a number of
devices so you can enjoy the
convenience of cable-free connectivity.

Benefits of your handheld’s
Bluetooth technology

e Connect to your Bluetooth phone to
send text or email messages or to
access the web

* Reduce cable clutter by synchronizing
wirelessly

e Connect to other devices and
handhelds, to share files wirelessly
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CHAPTER 14 Connecting Wirelessly to Other Devices

What can | do with the built-in Bluetooth technology?

Connect to your Bluetooth phone to send text or email messages or to access the web.
Whether you access the Internet or your email account, or send text messages, once a week or
constantly throughout the day, wireless connectivity means that you can go online or share files
anytime by connecting via your mobile phone or your laptop connected to the Internet.

Bluetooth Technology
that enables devices such
as handhelds, mobile

phones, and computers Reduce cable clutter by synchronizing wirelessly. Imagine your desk and workstation without

to connect wirelessly to cable clutter. Bluetooth technology on your handheld replaces many of the connecting cables with
each other. a wireless connection for tasks such as synchronizing your handheld with your computer.

[!] Before You Begin Connect to other devices, such as cameras and other handhelds, to share files wirelessly.
Any device you connect Wouldn’t it be great if you could send files such as photos to another handheld? Use the built-in
to must also be a Bluetooth technology to set up connections to devices within approximately 30 feet of your
Bluetooth device. Check handheld.
the user guide for your
device to enable the What types of connections can | make?

Bluetooth features. With Bluetooth technology, you can make the following connections:

e Connect to your computer wirelessly to synchronize your handheld.

e Access the Internet or an email account using your mobile phone. In order to use a mobile
phone, you must dial your ISP or sign up for an account with a high-speed wireless carrier.

e Send and receive text messages using your mobile phone.

e Share files by forming a trusted pair with a Bluetooth device, such as a camera, handheld, or
printer.

e Browse the Internet or access your email account by linking through your desktop computer's
network connection or establishing a connection to a Bluetooth LAN Access Point.
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What is device discovery?

Discovery is the process in which your handheld searches for other Bluetooth devices within its
range (approximately thirty feet). As each device is discovered, it shows up in your Discovery
Results. After you find the devices you are looking for, you can select the devices with which you
want to connect.

The Bluetooth application on your handheld can be turned on and off, and the application has a
Discoverable setting that can also be turned on and off. The following is a description of setting
combinations and the resulting discovery states:

Bluetooth Off: When the Bluetooth setting is off, other users cannot discover your handheld.
This is similar to locking your door with a dead bolt and a security chain, and disabling the
doorbell. When Bluetooth is off, you cannot access the Discoverable setting.

Bluetooth On and Discoverable No: When your handheld and Bluetooth are on and the
Discoverable setting is set to No, you can receive connections only from devices with which you
have previously formed a trusted pair. This is similar to locking your door with a dead bolt and
disabling the doorbell, but any friends who already have the key can enter. By default, the
Discoverable setting is enabled when Bluetooth is on.

Bluetooth On and Discoverable Yes: When your handheld is on, Bluetooth is on, and the
Discoverable setting is set to Yes, you can receive connections from any Bluetooth device. You are
automatically connected with devices with which you have previously communicated, but you can
refuse invitations to connect with unrecognized devices. This is similar to locking your front door
with a dead bolt and enabling the doorbell. Friends who already have the key can enter freely, and
if someone without a key rings the bell to request a connection, you can choose to open the door
or ignore the request.

Tungsten™ T5 Handheld 256



CHAPTER 14 Connecting Wirelessly to Other Devices

Entering basic Bluetooth settings

Discoverable Setting
that allows other
Bluetooth devices to find
and connect with your
handheld. Your handheld
must be on to be
discoverable.

If you are trying to
conserve battery life, turn
Discoverable mode off.

1
2

Go to Favorites and select Bluetooth .

Enter the basic Bluetooth
settings:

a.

b.

Select On.

Select the Device Name field
and enter a name for your
handheld. This is the name
other Bluetooth devices see
when they connect to your
handheld. By default it is the
username you use during
synchronization, but you can
change it.

Select the Discoverable pick
list and select Yes or No.

i Done

Bluetooth

Bluetooth:

Bluetooth is Off

Network ¥ NoNetwork Service

(" Setup Devices ) [ Help )
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CHAPTER 14 Connecting Wirelessly to Other Devices

[1] Before You Begin Setting up a phone connection
If you have an IR phone,
you must download the [ ! IIMPORTANT To use Bluetooth Manager to set up a phone connection, you must have a GSM
Phone Link application mobile phone that is optionally enabled with GPRS data services.
from the web. Go to
http:// This is how you form a trusted pair between your handheld and your mobile phone. Once you
www.palmOne.com/us/ have set up the trusted pair connection, you automatically connect to your phone when you want
support/downloads/ a Bluetooth connection.

phonelink.html to

download the software.

You can also launch the

above link from Phone

Link Updater in the

palmOne folder located

under the Windows Start 2 Open the Phone Setup dialog

Programs menu. box. Phone Setup (i)

Select a phone to connect to:

Go to Favorites and select Bluetooth .

a. Select Setup Devices. Manus .
Trusted pair Two anufacturer: elect

devices—for example, b. Select Phone Setup.
your handheld and your
mobile phone—that can
connect to each other
because each device can
find the same passkey on
the other device. Once
you form a trusted pair
with a device, you do not
need to enter a passkey to
connect with that device
again.

c. Select Phone Connection.

d. Select Next. (Cancel ) (Previous ) [ Next )

N Continued
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CHAPTER 14 Connecting Wirelessly to Other Devices

If i

you receive a message 3 Select the phone you want to connect to:

that your phone is not

ready to accept a a. Select the Manufacturer and Model pick lists, select the correct entries for
connection, check to your phone, and then select Next.

make sure that your

phone is prepared to b. The Connection Setup screen displays all Bluetooth phones within range. If
make a Bluetooth your phone did not show up on the discovery results, select Find More to
connection. See the search again.

instructionsincluded with
your phone.

If the phone still does not appear on the list, go to www.palmOne.com/us/

support/downloads/phonelink.html to download the driver for your phone,

and then go to step 4.

c. Select the phone you want, select OK, and then select Next again.

DiscoveryResults €

Show: w Nearby devices
Select a phone:
B PalmNokia3600

ENT6 16

(oK )(cancel) (FindMore H——

M Continued

Select phone

Select if your phone
does not appear
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CHAPTER 14 Connecting Wirelessly to Other Devices

Passkey Like a 4
password, the passkey is

a security measure. Your
handheld can only
connect with a device that

Enter a passkey:

a. Enter a passkey number. This i Bluetooth Security
can be any number you Enter passkey for

choose; it does not, for T616:
has the same passkey. example, have to be a 111l
For example, to connect password you use to access a
OK Cancel

to your mobile phone, network or an email account. Lo
you need to enter the
same passkey on your [ ! IIMPORTANT You must enter
handheld and on your the same passkey on your
phone. handheld and your mobile phone

in order to connect to your

phone.

b. Select OK.

5 Select Done to finish phone connection setup.
N Continued
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GPRS Acronym for 6 .
General Packet Radio Determine if you want to be set ;

. up with a network: NetworkService
Service, a method of @ Do you want to setup
ingi i . handheld
sending information a. Select Yes to begin network Y onnaet to the Internet

wirelessly at high speeds. setup. Go to step 7. and sglr;d
Select Yes in step 7 only if e-mart
you have a GPRS account b. Select No if you want to use
for your mobile phone. your phone connection only
to dial phone numbers from
your handheld or_send text
messages. You have finished
setup.
7 Begin network setup:
J P
a. If you select Yes, go to step 8. @ Do you subscribe to
high speed data
service (GPRS) from
b. If you select No, go to step 9. your carrier?
v Yes

c. Select Next.

M Continued

(Cancel ) (Previous ) [ Next )
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Contact your ISP or your 8 .
- ior i If you selected Yes in step 7:
wireless carrier if you are Y P Network Service Setup €
Select the area where your
not .sure about these a. Select the pick lists and select phone service is registered:
settings. the correct information for v USA

your cellular carrier.
Select your carrier:

b. Select Next, and then select  your carrier

Done.

(Cancel ) (Previous ) [ Next )

9 If you selected No in step 7:
a. Select Next.

b. Enter the phone number you use to dial in to your ISP and the username for
your dial-up account.

c. Select the Password box, enter your account password, and select OK. This
is the password you use to access your dial-up account.

d. Select Next, and then select Done.

i Done You now have set up your phone connection to browse the web
and send and receive email messages.

Tungsten™ T5 Handheld 262



CHAPTER 14 Connecting Wirelessly to Other Devices

Accessing email and the web wirelessly

After you set up a connection with a mobile phone, you can send and receive email or browse the
web wirelessly using this connection.

RY NOTE Bluetooth functionality must be on if you want to use wireless features. You must also
set up an email account on your handheld before you can send or receive email messages.

You can tap Bluetooth on 1
the status bar to quickly

open the Bluetooth

settings screen from any

application onyour 2 Verify Bluetooth status:
handheld. —

a. Tap Bluetooth B on the Power

status bar to open the

Open the email application or the web browser.

Bluetooth is Off

You can also check the Bluetooth settings screen. You
Bluetooth indicator next can select the icon even if it is
to the battery indicator at dimmed (n_“leanlng that

the top of Favorites or Bluetooth is currently off).

Network v No Service

Applications view to see . Service
. PP . b. Make sure On is selected.
if Bluetooth is on.

M Continued
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Service Way of 3
connecting to a mobile

phone to send

information wirelessly,

Connect to your phone:

a. Select the Service pick list and select the service that you want to use to
connect to the Internet. If you set up a phone connection, the name of the

for example, through a service you configured is listed.
high-speed (GPRS)
carrier or a dial-up b. Select Connect.

account with an Internet
service provider (ISP).

i Done You are now ready to send and receive email messages or to

When you enter a URL in browse the web.
the Web browser or select

Get and Send in the

VersaMail® application, a

connection automatically

initiates with the last used

service.
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Setting up a connection for wireless synchronization

1
2

Open the PC Setup dialog box:
a. Select Setup Devices.

b. Select PC Setup.

c. Select Bluetooth HotSync.

d. Select Next.

Select a computer and select
Next.

The Discovery icon e
appears to indicate that the
discovery process is active.

If your computer did not show up

on the discovery results, select
Find More to search again.

M Continued

Go to Favorites and select Bluetooth .

PC Setup i)

To set up a connection or
wireless HotSync, tap below:

2

Set up a wireless conneciton
and data service for your

PC.
@ Bluetooth HotSync

Set up your PC for Bluetooth
HotSync.

DiscoveryResults €

Show: w Nearby devices
SelectaPC:
BRAD S

(oK )(Cancel ) (FindMore )

CHAPTER 14 Connecting Wirelessly to Other Devices
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To synchronize with your 4
computer, go to HotSync

Manager and select the

pick list below the

Set up a connection for wireless synchronization:

a. Follow the onscreen instructions for steps 1-3, selecting Next after each step.

HotSync icon to select To launch HotSync® Manager on your computer, click the HotSync Manager
your computer from the icon on the task bar in the lower-right corner of your computer screen.

list. Select the HotSync

icon to begin b. Select Launch HotSync in step 4.

synchronization.
c. Select HotSync to synchronize your handheld with your computer.

i Done Now you can easily synchronize with your computer wirelessly.

Tungsten™ T5 Handheld 266



CHAPTER 14 Connecting Wirelessly to Other Devices

Once you have set up
your PC as a trusted
device, you can set up
your handheld and
desktop computer to
synchronize wirelessly.

To access the Internet
through the desktop
computer's network
connection, you must
allow Internet Sharing on
your computer. For more
information, see the
documentation that came
with the computer or the
operating system.

Setting up a connection to your Windows desktop

computer

1
2

Open the PC Setup dialog box:
a. Select Setup Devices.

b. Select PC Setup.

c. Select PC Connection

d. Select Next.

Select a PC and select OK.

The Discovery icon @ ')
appears to indicate that the
discovery process is active.

If your PC did not show up on the

discovery results, select Find
More to search again.

M Continued

Go to Favorites and select Bluetooth .

PC Setup (i)

To set up a connection or
wireless HotSync, tap below:

2

Set up a wireless conneciton
and data service for your

PC.
@ Bluetooth HotSync

Set up your PC for Bluetooth
HotSync.

DiscoveryResults €

Show: ¥ Nearby devices
SelectaPC:
BRAD

(oK )(cancel) (FindMore )
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To access the Internet 4 Choose to add the PC as a trusted device or not:
through the desktop

computer's network Yes Go to step 5.

connection, you must

allow Internet Sharing on No Go to step 6.

your computer. For more

information, see the 5

documentation that came [&] OPTIONAL Create a

Bluetooth Security

with the computer or the trusted connection. Enter passkey for
operating system. BRAD:
a. Select Next. 11
b. Enter the passkey number for
your PC and select OK.
6 [&] OPTIONAL Setup yourPC
username and password:

Enter the username and
password for your PC.
a. Enter the username and

password for your PC and Username: |

select Next. Password: |-

Service Name:

b. If you don't want to use a BRAD
username and password,
leave the fields blank and ((Cancel ) (Previous ]  (_Next )
select Next.
7 Select Done.

i Done
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[!] Before You Begin
You must get the passkey,
username, and password
for the LAN from the
system administrator.

LAN Acronym for local
area network. LAN refers
to a local network that
connects computers
located in your home or
business.

Setting up a connection to a network

1
2

Go to Favorites and select Bluetooth .

Open the PC Setup dialog box:
a. Select Setup Devices.
b. Select LAN Setup.

c. Select Next.

Select a LAN and select OK.

The Discovery icon @ ')
appears to indicate that the
discovery process is active.

If the LAN did not show up on

the discovery results, select Find
More to search again.

M Continued

Setup Devices (i}
Phone Setup
=

Messaging, Dial from Contacts,
Internet connectivity.

@ PC Setup

Browse the Web, Check Email,
HotSync wirelessly.

@ LAN Setup

Browse the Web, check Email.

(" Done ) Trusted Devices )

DiscoveryResults €

Show: ~ Nearby devices
Select aLAN:

& Palm

& BlueGate AP

B Te16 Tt
& Unnamed Network Access Point
El

& Pico 2.

BRAD Tt
& Pico-3.

(oK )(cancel) (FindMore )
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4 Create a trusted connection.

Bluetooth Security €
a. Select Yes to add the LAN as a Enter passkey for

. Pico
trusted device.
12345
b. Select Next.

c. Enter the passkey number for
the LAN and select OK.

5 Enter the username and
password for the LAN and select —
Next Enter the username and
ext. password for your LAN.
Username: bh
Password:
Service Name:
Pico
(Cancel ) (Previous ) [ Next )
6 Select Done.

i Done
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Creating trusted pairs

After you have set up your phone and computer as trusted devices, you may want to set up other

When your handheld and trusted devices, such as a friend’s handheld. When your device recognizes a trusted device, your
Bluetooth are on and the device automatically accepts communication, bypassing the discovery and authentication
Discoverable setting is set process.

to No, you can receive

connections only from

devices with which you 1 Go to Favorites and select Bluetooth .

have previously
communicated. 2
Begin the discovery process:

a. Select Setup Devices.
b. Select Trusted Devices.

c. Select Add Device.

d. Select Trusted Devices to begin the discovery process. The Discovery icon

@' ') appears to indicate that the discovery process is active.

3 Select the device you want to :
) DiscoveryResults €
add as a trusted device. ;
Show: w AllKnown Devices
Select a device:

If the device you want to add = BlueGate AP

does not appear on the discovery BRAD Ern
. . B PalmNokia3600
results list, select Find More to 5 Palm
search again. @ Pico
& Pico-3
B Sglais
N Continued

(0K )(Cancel) (FindMore )
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You can delete a trusted
device or view the details
about a trusted device,
such as the device
address and your most
recent connection. In
Bluetooth Manager, select
Setup Devices, and then
Trusted Devices. Select
the appropriate device
and select Details.

Connecting Wirelessly to Other Devices

4

Enter the same passkey on your handheld and the other device and select OK.

[ ! ]IMPORTANT Some Bluetooth devices have a built-in passkey; others
enable you to choose the passkey; see the documentation included with your
Bluetooth device for information. In either case you must use the same passkey
on both the device and your handheld.

Many phones also require you to put the phone into a mode where it can

accept a key exchange for bonding in a trusted pair. See the documentation
included with your phone for information.

Trusted Devices (i)

Bluetooth Security € BRAD
T616
Enter passkey for
T616:

(Done ) (Details.. ) [((Add Device )

Select Done.

i Done
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Setting advanced Bluetooth features

These advanced settings are used in special circumstances.

Storing recently found device names

When you enable or disable the device name cache you control whether or not your handheld
retrieves the names of remote devices each time the discovery process takes place. By default, the
device name cache is enabled, which means the names of devices that are found are stored in
cache. The next time the device is discovered, the name appears very quickly.

If the remote device name
has changed, disabling
and then enabling the
device name cache forces
your handheld to retrieve 1

the new device name. Go to Favorites and select Bluetooth .

2 Open the menus.
3 Select Options, and then select Disable device name cache.

The selection on the Option menu toggles to Enable device name cache. This
indicates that the cache is disabled.

i Done
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Allowing your handheld to wake up when it is turned off

You can set your handheld to receive information through Bluetooth connections when your
handheld is turned off. The radio remains on, but your device is not discoverable. For another
Bluetooth device or application to wake up your handheld, it must know your device name. This
limits the connections to devices that are trusted or have connected with you before.

1 Go to Favorites and select Bluetooth .

2 Open the menus.

Select Options, and then select Allow wakeup.

The selection on the Option menu toggles to Do not allow wakeup. This
indicates that Allow Wakeup is enabled.

[ ! IIMPORTANT Enabling the Allow Wakeup setting uses battery power even
when your handheld is turned off. Be sure to monitor your battery level.

i Done
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Related topics

Click a link below to learn about these related topics:

If you're having problems
with Bluetooth or with
anything else on your
handheld, go to
www.palmOne.com/intl/

support.

Moving
Around

Managing Info

Contacts

VersaMail

SMS

Common
Questions

¢ Opening applications

e Using menus

Synchronizing your handheld with your desktop PC
Connecting to telephone numbers in your list of contacts

Sending and receiving email messages wirelessly using your handheld’s
Bluetooth technology

Sending and receiving text messages wirelessly using your handheld’s
Bluetooth technology

Answers to frequently asked questions about Bluetooth wireless
technology
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CHAPTER 15

Sending and Receiving Email Messages

Upgrading an existing email

account

About email accounts

Creating an account

Managing email accounts

Getting and reading email

Sending an email message

Working with email folders

Working with email
messages

Working with attachments

Synchronizing email on your

handheld with email on your

computer

Advanced VersaMail
application features

Related topics

If you already know how efficient email
is for staying in touch with personal
and business contacts, the VersaMail®
application brings you a new level of
convenience: email on the go. If you
are a new email user, you will enjoy the
ease and speed of communicating with
friends, family, and colleagues
anywhere you can make an Internet
connection.

You can attach files such as photos to
email messages, as well as Microsoft
Word, Excel, or PowerPoint files—or
receive any of these file types as
attachments to view and edit at your
convenience. You can also synchronize
email messages on your handheld with
email on your computer (Windows
only).

g
am—
a—

Benefits
e Access email on the go

¢ Send and receive photos, sound files,
Word and Excel files, and more

e Save messages from your computer
to view at a convenient time
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Upgrading an existing email account

[!] Before You Begin If you have already used the VersaMail application on a different handheld and have kept your old

Before you can set up an username, you can upgrade your existing email account for use on your new handheld.

email account on your
handheld, you must do

the following: 1 Synchronize your new handheld

e |f you don't already with your computer. Select the "'S“:e':"mme_
have one, establish an username associated with your Joeduky o
account with an Internet old handheld; this contains your Y s —
service provider such as existing account information.
Earthlink or a wireless
carrier such as Cingular.
You can also use a [t )

corporate email account.

e For wireless accounts

only: Have active service

with a wireless carrier 2
and a mobile phone

equipped with

Bluetooth® wireless

technology. You must

also set up a phone

connection on your i Done
handheld. (Not required if

you want to access email_

over your company'’s

Bluetooth network.)

On your handheld, go to Favorites and select VersaMail &4.

Select Yes to accept the upgrade.
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About email accounts

The VersaMail application is software that lets you access email on your handheld from an_
account with an email provider (such as Earthlink or Yahoo!) or from your corporate email
account. For each email account you want to access, you must set up an account on your
handheld. For example, if you have an Earthlink account and a corporate account, set up one
account for each. You can create up to eight email accounts on your handheld.

[ Y JIMPORTANT You must have an account with an email provider or a corporate account. The
VersaMail application works with these accounts to transfer messages to your handheld. The
application is not an email service provider.

Account and connection types
You can set up two types of email accounts on your handheld:

Wireless Send and receive email directly to and from your handheld using the built-in
Bluetooth® technology or by positioning the IR port on your handheld so that it can beam to the
IR port on your mobile phone.

Synchronize Only (Windows computers only) Transfer messages from the email application on
your computer (such as Microsoft Outlook) to your handheld by synchronizing. You can’t send and
receive messages wirelessly for this type of account.

Using an email provider

If you are setting up a new email account and have a well-known email provider (Internet service
provider, or ISP) such as Earthlink or Yahoo!, many of the required settings during the account
setup are automatically configured.

For other ISPs, you need the following information:

e The protocol used for incoming mail, such as Post Office Protocol (POP) or Internet Message
Access Protocol (IMAP)

¢ The name of the incoming mail server
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e The name of the outgoing mail (Simple Mail Transfer Protocol, or SMTP) server
Firewall Asystemsetup
to protect against
unauthorized access into
a private network.

e Your account’s security feature (if it has one), such as Secure Sockets Layer (SSL), Authenticated
Post Office Protocol (APOP), or Extended Simple Mail Transfer Protocol (ESMTP)

e Your email address and password

Go to your email provider’s website or contact their customer support to obtain this information.

Using a corporate email account

If you want to access email on your handheld using your corporate email account, you create this
account on your handheld in exactly the same way as any other account, with one exception: for a
corporate email account, you may need to set up a virtual private network (VPN).

If your company has a Bluetooth network located behind the corporate firewall, or if you are using
an 802.11b (also called Wi-Fi) SDIO card (go to www.palmOne.com/intl to check on the availability
of these cards) in your handheld and your company has an 802.11b network located behind the
corporate firewall, you may not need to set up a VPN to access your corporate email account. See
the following section for details.

Before you set up a corporate email account, check with your company’s system administrator to
get the following information:

Username and password This might be your Windows username and password, your Lotus
Notes ID username and password, or something else. The VersaMail application provides strong
128-bit AES encryption for your password.

Protocol Many corporate mail servers use the IMAP protocol for retrieving mail. In rare cases,
your company server may use the POP protocol.

RINOTE Some corporate mail servers do not use either protocol. If so, you cannot send and
receive email wirelessly from your handheld. You can synchronize email on your handheld with
email in Microsoft Outlook or Lotus Notes on your computer.
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Incoming and outgoing mail server settings Check with your company’s system administrator to
obtain these settings.

With a corporate email account, you may be able to access the following types of mail servers,
among others:

e Microsoft Exchange
e |BM Lotus Domino
e Sun iPlanet

VPNs

If you want to access email on your handheld using your corporate email account, you may need
to set up a virtual private network (VPN) on your handheld. A VPN enables you to log in to your
corporate mail server through the company’s firewall (security layer). Without a VPN, you cannot
pass through the firewall to gain access to the mail server.

You need to set up a VPN to access corporate email in either of the following situations:
e Your company'’s wireless local area network (LAN) is located outside the firewall.

e Your company’s wireless LAN is located inside the firewall, but you are trying to access the
network from outside the firewall (for example, from a public location or at home).

Check with your company’s system administrator to see if a VPN is required to access the
corporate network.

The auto get mail with notification feature in the VersaMail application may not work with a VPN
connection. Also, you cannot use scheduled sending retry of email with accounts that use a VPN
connection.
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Creating an account

The steps for creating an account are different depending on how you plan to send and receive
email:

Wireless only If you plan only to send and receive email wirelessly from your handheld, set up
the account on your handheld by following the procedures below.

Synchronize only (Windows only) If you plan only to synchronize email on your handheld with
email on your computer, and never to send and receive email wirelessly from your handheld, do
not set up the account on your handheld. Instead, follow the steps for setting synchronization
options on your computer later in this chapter. When you are finished, synchronize to transfer the
account settings to your handheld.

Both wireless and synchronize (Windows only) If you plan both to send and receive email
wirelessly and to synchronize email on your handheld with email on your computer, you must set
up the account on your handheld and follow the steps for setting synchronization options on your
computer. If you do not set up the account in both places, synchronizing email does not work.

[ ! TIMPORTANT If you plan to synchronize your new handheld with an existing username from
another handheld, you must do so before you enter your email account information in the
VersaMail application. If you enter the email account information first and then synchronize your
handheld to an existing username, the email account information you entered is overwritten.
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Setting basic account options

1 Go to Favorites and select VersaMail 4.
2 Open the Account Setup screen:
To setup an account, tap New,
a. Open the menus. or select an account to edit.

Yahoo
Work Email

b. Select Accounts, and then
select Account Setup.

c. Select New.

N Continued (New..) (Edit.) (Delete)
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Protocol Settings your 3
email provider uses to

receive email messages.

Most providers use the

Post Office Protocol

(POP); a few use the Mail Service: ¥ Yahoo

b. Select the Mail Service pick list,
Protocol: ¥ POP
Internet Message Access and then select your email rotoco
Protocol (IMAP).

provider. Select Other if your

provider is not listed.

c. If you chose Other, select the Protocol pick list, and then select POP or IMAP.

Enter the basic account information:

Enter a name for this account
a. In the Account Name field, enter (e.g. My Mail) and select settings.

a descrlptlve name. Account Name: VYersaMail

O Synchronize Only Account

If your email provider
appears on the Mail

Service pick list, you don’t [ ¥ JIMPORTANT Do not check the Synchronize Only Account box. If you plan
need to select a protocol. only to synchronize email on your handheld with email on your computer, do
The correct protocol is not set up the account on your handheld. Instead, follow the steps for setting
automatically displayed. synchronization options on your computer later in this chapter.

d. Select Next.

M Continued
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Your username is usgally 4 Enter the account username and a . "
the part of your email password: VersaMail 5
address appearing before E::‘i;l"s username and password

the @ symbol, not your a. Enter the username you use Username:

entire email address. to access your email. isuser] )

Check with your ISP if you Password:

are not sure what b. Select the Password box, Cisigneds:

Lsername to enter. enter your email account MERIoRECN ;

password, and then select OK.
(Cancel] (Previous) (Next)

Your incoming mail c. Select Next.

server is also called your
POP or IMAP server; your 5

outgoing mail server is If you chose a common email .
ider f the Mail S . VersaMail (1 ]
also called your SMTP p_row. er from the Mail Services Review your settings and edit
server. pick list on the Account Setup if necessary.
screen, this screen is already Email Address:
filled in. If not, enter the names Isuser@yghoo.com
of the incoming and outgoing Incoming Mail Server:

. mail.yahog,
mail servers: Pop-mat.yaheo.com

Outgoing Mail Server:

. smtp.mail.yahoo.com
a. Enter your email address.

(Cancel) (Previous) (Next )

b. Enter the names of your mail
servers.

c. Select Next.

M Continued

Tungsten™ T5 Handheld 284



CHAPTER 15 Sending and Receiving Email Messages

6 Do one of the following:
FInISh setup Select Done to Your VersaMail account is
finish setup and go to the Inbox completed. To exit, tap
of the account you set up, where done.
you can begin getting and To set additional mail
sendin g email. options, tap next.
Set additional mail options
Select Next to set advanced mail (Done ) (Previous)  (Next)
options.

i Done
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The POP protocol does
not support retrieval of
unread mail only from the
server. If you have a POP
email account, the
VersaMail application
downloads all messages
from the server
regardless of whether
you have read them (for
example, onyour desktop
or on the web), and
regardless of whether
this box is checked.

If you choose to leave
mail on the server and,
for example, read
messages from your
Yahoo! account on your
handheld, the messages
are still visible the next
time you check your
Inbox on Yahoo.com.

Sending and Receiving Email Messages

Setting advanced mail options

Set mail retrieval server options for a POP or IMAP account:

POP accounts IMAP accounts
VersaMail (i) Work Email (i)
Incoming Mail Options: Incoming Mail Options:
® Getunread mail ONLY. ® Getunread mail ONLY.
O Delete messages on the O Delete messages on the
server when they are server when they are
deleted in VersaMail. deleted in VersaMail.

® Leave mail on server (e.g.
to view on desktop later.)

Port Number:110 Port Number:143

[ Use Secure Connection (SSL). [ Use Secure Connection (SSL).

Maximum Message Size: 5 KB. Maximum Message Size: 5 KB.
(Cancel] (Previous) (Next ) (Cancel] (Previous) (Next )

a. Select any of the following:

Get unread mail (IMAP account only) Select Get unread mail ONLY to
download only unread mail to your handheld. If you don’t choose this option
and you select Get & Send, all of your messages on your provider’s mail server
are downloaded to your Inbox, including messages you have already read.

Delete messages on server To delete messages on your provider’s mail server
when they are deleted in the VersaMail application, check the Delete messages
on the server when they are deleted in VersaMail box.

Leave mail on server (POP account only) To get email on your handheld but

leave it on the server so you can view it later on your computer, check the Leave
mail on server box.

M Continued
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Cont'd. Port Number The port number setting defaults to 110 for POP and to 143 for
IMAP servers. You may need to change the port number if you choose to
retrieve incoming mail over a secure connection (see the next item). If you are
not sure about the correct port number, check with your system administrator.

Use Secure Connection To retrieve incoming mail over a secure (Secure
Sockets Layer, or SSL) connection, check the Use Secure Connection box. If you
check the box, the port number for incoming mail changes to 995. You may
need to change the port number; check with your system administrator.

Maximum Message Size To limit the maximum size of an incoming email
message, enter the size in kilobytes (KB) for Maximum Message Size. The
maximum size of an incoming message is 5KB by default, but you can enter any
size up to 2048KB (approximately 2 megabytes, or 2MB), including attachments.
The maximum message size that you can retrieve is 60KB for the body text and
approximately 56MB of total data for any attachments. Because downloading
large messages can consume handheld resources, the VersaMail application
displays the size of the message and asks if you want to continue downloading
any message that exceeds your maximum message size, up to a total size of
2MB.

b. Select Next.

N Continued
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2 Set outgoing mail options:
Outgoing Mail Options:
a. Select any of the following: YYour Name {for display only):

Reply To Address (if different than
current account):

Display Name Enter the name you
want to appear on your outgoing
messages, such as “Joe Smith.”

O BCC acopy of outgoing msgs to:

Reply To Address Enter the email
address that you want recipients to
see and reply to on your email
messages, only if this is different from the email address from which you are
sending the message. For example, if you are sending a message from

me @yahoo.com but you want recipients to reply to me@earthlink.net, enter the
reply-to address here. Reply To Address makes it look as though the email came
from the address you entered.

(Cancel) (Previous) (Next )

BCC Check the BCC box to send a blind copy of any email message you send

to another email address. The blind copy email address is not seen by the other
recipients of the message. For example, if you want a copy of all messages you
send from your handheld to be sent to your corporate email account, enter that
email address.

b. Select Next.

N Continued
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Use a signature to add 3 .
Add a signature:
your name and phone
; . Outgoing Mail Options:
number to all outgoing a. Check the Attach Signature to Mu A?t:'c:":ignz:urepm'::suges_
messages. messages box, and then enter J.5.User

H Marketing Director
the text of the signature. 555-525-555

b. Select Next.

M Continued

(Cancel] (Previous) (Next )
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If you need to enter new
authentication
information, enter your
username, tap the
Password box, enter a
password, and then
select OK. Check with
your email service
provider for
authentication username
and password
information.

Sending and Receiving Email Messages

4 Set additional outgoing mail options: VersaMail 7}
Advanced Outgoing Options:
a. Select any of the fo||owing: Port Number:25
[0 Use Secure Connection (SSL).
. M My server requires
Port Number The defaultis 25, the authentication (ESMTP)
port number most SMTP servers Username:
use. If you are not sure about the isuser]
correct port number, check with :
your system administrator. Tap done to complete setup.

Use Secure Connection To send outgoing mail over a secure (Secure Sockets

Layer, or SSL) connection, check the Use Secure Connection box.

Authentication Check the box if the outgoing server (SMTP) requires ESMTP
authentication. Check with your system administrator before selecting this
option. If you select this option, username and password fields appear. These
fields are already filled in based on the account information you entered. In
most cases, the information displayed is correct; however, occasionally your
authentication username and/or password is different from your account
username or password.

b. Select Done.

i Done

Testing your new account

After you finish setting up a new email account, the Inbox of the account you just created is
displayed. You can test whether the email account is set up and working properly by getting
messages.
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If you set up a synchronize-only email account, you need to configure this account on your
computer. You can’t synchronize email on your handheld with email on your computer unless you
configure the account on your computer.

Managing email accounts

After you create an account, you can edit or delete it, or customize the account by adding ESMTP
authentication, selecting a specific service to connect to your network, and more.

Editing an email account

1 Select the account you want to
odit

To setup an account, tap New,
or select an account to edit.

a. Open the menus. Yahoo
Work Email

b. Select Accounts, and then
select Account Setup.

c. Select the name of the

account to edit, and then (New..) (Edit.) [(Delete)
select Edit.
2 The same series of screens appears for editing an account as for creating an

account. Go through the screens by selecting Next, and change the entries you
want to edit on the appropriate screens.

i Done
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Synchronize your
handheld with your
computer to free up the
memory associated with
an account after you
delete it.

Deleting an email account

When you delete an account in the VersaMail application, the account is removed from your

CHAPTER 15 Sending and Receiving Email Messages

handheld. The account still exists on the server. For example, deleting your Yahoo! account from

the VersaMail application deletes the account only from your handheld. Your email account still

exists at Yahoo.com.

You can delete all but one of your email accounts; you must have at least one account.

1

Select the account you want to
delete:

a. Open the menus.

b. Select Accounts, and then
select Account Setup.

c. Select the name of the
account to delete, and then
select Delete.

Delete the account:

a. Select Yes in the Delete
Account dialog box to delete
the account and all associated
email messages.

b. Select OK.

i Done

To setup an account, tap New,
or select an account to edit.

Yahoo

VersaMail

(New..) (Edit.) [(Delete)

Delete Account

@ Are you sure you want
to permanently remove
the Work Email
account?
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Selecting a different service for an email account

When you set up a phone connection on your handheld, you pair each connection with a network
service. You also select one of these services to be the default for all network activity on your
handheld, including sending and receiving email.

For any given email account, however, you can switch to a different service for that account only.
For example, the default service you have selected for your handheld may be called Bluetooth and
may use your handheld’s built-in Bluetooth functionality to make a connection to your corporate
mail server. However, for your Earthlink account, you may want to switch to the service called IR,
which uses your handheld’s IR port to make a connection to your email service provider through
your mobile phone.

When you exit the VersaMail application, the service disconnects (unless you are using the default
service for your handheld). When you reopen the application, the email account you selected
(Earthlink in this example) continues to connect using the new connection (IR in this example)
until you either select a new service or uncheck the Always connect using box. If you uncheck the
Always connect using box, the email account (Earthlink) connects using the default handheld
service (Bluetooth in this example).

The Always connect using box changes the connection service for the selected email account only.
You must follow the procedure for each email account whose connection you want to switch from
the default connection on your handheld.
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If there is an existing
service connection, it is
disconnected and the
new connection is
initiated. The VersaMail
application sends and
checks for any new email
using the new
connection.

Open the Account Details dialog
box:

a. From the Inbox of the account
you want to switch, select Get
Mail.

b. Select Details.

Select the new service:

a. Check the Always connect
using box. A pick list of
available services appears.
The currently used connection
is displayed by default.

b. Select the connection you
want to switch to from the
Service pick list.

c. Select OK, and then select OK
again.

i Done

Get only:

M unread mail

O mail fromlast:7  days
 Download Attachments
Max Message Size 5 KB
O Always connect using:

M Getunread mail ONLY
 Download Attachments

IR /T2 T WorldNet
O Auto-l{Compuserve

Max Mess|Earthlink

Ce| Yerio
Windows RAS
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Adding ESMTP to an account

Some services require ESMTP authentication to validate your username and password on an
SMTP server. If you aren’t sure if your ISP or web email provider supports ESMTP, check with your
email provider.

1 Select the account to which you .
want to add ESMTP:

Account v
Work Email
a. In your Inbox or on another Protocol ¥ |y o rsaMai
folder screen, open the Username:  [Edit Accounts.,
’ .

Jsuser

Password: -
b. Select Options, and then O Always connect using:

select Mail Servers.

(oK ) (Cancel ) ( Details... )

c. Select the Account pick list,
and then select Edit Accounts.

d. Select the name of the

account you want to change,
and then select OK.

M Continued
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If you need to enter new 2

icat Add ESMTP:
authentication Mail Servers (i)
. . . Options: + Advanced Outgoing
information, enter your a. On the Mail Servers screen PortNumber: 25
username, tap the (see step 1), select Details.
Password box, enter a My server requires
password, and then b. Select the Options pick list, and authentication (ESMTF)
select OK. Check with then select Advanced Outgoing. erpame:
your email service Password:: -
provider for c. Check the box.

L OK ) (Cancel
authentication username

RINOTE Check with your system

administrator before selecting this option. If you select this option, username
and password fields appear. These fields are already filled in based on the
account information you entered. In most cases, the information displayed is
correct; however, occasionally your authentication username and/or password
is different from your account username or password.

and password
information.

d. Select OK.

i Done
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Getting and reading email

You can choose to see only the subjects of your email (which includes message size, sender, and
subject), so that you can decide if you want to download the entire message. Or you can choose to
get the entire message for all of your incoming email. If you choose to get the entire message, the

handhelcfl to body text of the message is downloaded up to the maximum message size you select.
automatically check for

and download new email . . .
messages. Switching among email accounts

To view the email in an account, you must switch to that account and then get the email.

You can set up your

1 Go to Favorites and select VersaMail 4.

2 Select the account for which you want to get email:

a. Inyour Inbox or on another folder screen, open the menus.

b. Select Accounts, and then select the name of the account you want.

3 Select the folders pick list, and
then select Inbox if the Inbox is
not displayed.

i Done Edit Folders...

((New )(_ GetMail ) (Display )
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Getting email messages

If you have set up the 1
account to synchronize

email on your handheld

with email on your

computer only, you must 2 Choose whether to get message subjects only or full messages:
synchronize your

handheld with your a. Open the menus.

computer to download

messages to your b. Select Accounts, and then select the account you want.
handheld.

Go to Favorites and select VersaMail 4.

c. Select Get Mail or Get & Send.

g ~ Inbox

You can deactivate the
Get Mail Options dialog

box by using VersaMail Get Mail Options €
Preferences. Subjects Only

(oK ) (Cancel ] (Details... |

If you select Messages,
the first 5KB of each
message is downloaded.
You can change the
maximum size for d. In the Get Mail Options dialog box, select Subjects Only to download
downloaded messages in subjects only, or select Messages to download entire messages.

((New ) GetMail )(Display )

VersaMail Preferences.
M Continued
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For IMAP accounts, you
have the option of
synchronizing IMAP
folders from the Get Mail
Options dialog box. With
wireless IMAP folder
synchronization, you can
synchronize email
messages between a
folder in an email account
on your handheld and a
folder with the same
name on your email
provider’s mail server.

Sending and Receiving Email Messages

3

i Done

[ &] OPTIONAL Select advanced
options for getting email: Get only:
o unread mail
a. Select Details, and then select O mail fromlast:7__ days
any of the following: o Download Attachments
Max Message Size 5 KB
* Get only unread mail O Always connect using:
(IMAP accounts only)
e Get mail from last X days
(number of days you specify;
default is 7)

e Download Attachments
e Set Max (maximum) Message Size (default is 5KB)
e Set the default connection type for this account.

b. Select OK to return to the Get Mail Options dialog box.

Select OK.

[ & ] OPTIONAL If you are retrieving mail using a VPN connection, you may
be asked to enter the username and password you use to log in to the VPN.

Select OK.

A list of your messages appears in the Inbox.
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Auto get mail with notification

You can set up the VersaMail application to automatically get new email messages and download
them to your handheld with the auto get feature.

If auto get downloads any new messages, your handheld lets you know with a blinking light or a

beep. And a list with the number of new messages retrieved appears on the Reminders screen.
If more than one

scheduled auto get The auto get feature downloads only the first 3KB of each message. You can select the More

happens at the same time button on the message screen to download the entire message.

(for example, for two

separate email accounts), Auto get recognizes any filter criteria you set up for downloading messages. Messages that don’'t
auto get retrieves meet these filter criteria are not downloaded during an auto get. You need to turn off all filters and
messages in the manually retrieve these messages.

following order:
RINOTE In order for auto get mail to work, your handheld must be able to make periodic

1. Any past-due auto get connections to the Internet through your Bluetooth wireless technology-enabled mobile phone or
(forexample, a retry of an a Bluetooth access point. If your handheld is not within range of a Bluetooth device that allows it
earlier failed auto get). to connect to the Internet, auto get mail does not take place.

2. Current retrievals

according to the order of Schedullng auto get mail

emdall accc);unts (#1, #2, You can set up different schedules for each of your email accounts, but you can set up only one
and so on).

schedule for each account. For example, if you set up a schedule to get mail on weekdays for your
Yahoo! account, you can’t set up a separate schedule for weekends for that account.

The auto get feature may not work with your specific VPN connection. It doesn’t work for SSL
connections, nor does it work if your security preferences include encrypting databases on your
handheld.
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You should perform a
manual get mail after
setting up a scheduled
auto get. Then only new
messages are retrieved
during auto get.

Or if you have configured
an email account to
synchronize messages on
your handheld with
messages on your
computer, you can
synchronize after setting
up a scheduled auto get
to make sure that only
new messages will be
retrieved.

Sending and Receiving Email Messages

Select Auto Get Mail for a given

account: Auto Get Mail

M Get mail automatically

a. From the Inbox or on another Every: ¥ 1Hour
folder screen, open the ] 5
menus.

:

b. Select Options, and then
select Auto Get Mail.

c. Check the Get mail
automatically box.

Set schedule options:

Interval Select the Every pick list and select the time interval, from 15 minutes
to 12 hours. Note that if you set a more frequent interval, you may need to
recharge your handheld’s battery more often.

Start/End Time Tap the Start and End Time boxes, and then select the hour,
the minute, and AM or PM to enter the time for the first and last auto get mail to
take place. Select OK.

Days Select the days you want the schedule to be active. You can choose any
number of days, but you can set up only one schedule for each email account.

Select OK.

M Continued
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4 [ &] OPTIONAL Select Get Mail.

i Done

Auto get notifications
The auto get mail feature provides three types of alerts during and after it gets messages:

Status messages Depending on the connection type, a series of status messages may appear
during the auto get connection and mail retrieval process.

Notifications You can choose to have your handheld alert you with a beep or alert sound, or with
a blinking light, when a new message arrives in your account.

Reminders screen If auto get discovers and downloads new messages for an email account,

a notification appears on the Reminders screen, telling you the account name and the number of
new messages. If auto get is scheduled for more than one account, a separate notification appears
for each account.
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Setting notification options

You can choose a sound—such as a bird, a phone, or an alarm—to let you know when new email

arrives.
Any custom sound you 1 T ification:
install on your handheld urn on notification:
appears on t.he Notify a. In the Inbox or on another folder screen, open the menus.
Sound pick list.
b. Select Options, and then select Notification.
You can follow these c. Check the Notify me of new mail box.
steps to change the
notification sound at any
time. 2 e L .
Select notification options: Notification (i)
Sel he Notifv S d pick i  Notify me of new mail.
i a. oSelect the Notity Sound pick list, ¥ Notify me of Auto Get
You can also adjust the USt th_e and then select a sound. The and Send failures.
volume of the notification handheld plays a brief Notify Sound: v None
sound. demo of the sound.

b. To receive notifications of
successful auto get mail and automatic send retries only, uncheck the Notify
me of Auto Get and Send failures box. Leave the box checked if you want to
receive notifications of both successful and failed auto get mail and
automatic send retries.

c. Select OK.

i Done
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Viewing and using the Reminders screen

The Reminders screen on your handheld shows info about new email messages. It also shows
alerts from other applications, such as Calendar appointments.

To view the Reminders screen, tap the blinking asterisk when it appears in the upper-left
corner of any screen.

If you set up a scheduled auto get mail and you receive new email messages, they are
downloaded into the Inbox. If you are working with email messages in the Inbox, the Reminders
screen doesn’t display a reminder for new messages, because they are already displayed in the
Inbox.

A broken envelope icon LIi appears next to a notification when an auto get mail fails.
You can do any of the following:
e Check the box to clear a reminder from the list.

e Select the reminder (either the mail icon or the text description) to go to the Inbox of that
account or to read a detailed error message.

e Select Done to close the Reminders screen and return to whatever you were doing on your
handheld before the Reminders screen appeared.

e Select Clear All to delete all reminders on the Reminders screen.

When a notification appears on the Reminders screen, select the notification to go to the Inbox of
that account, or launch the VersaMail application and go to that account. Once you view a

message in the Inbox, the message is removed from the Reminders screen, even if you don’t open
it. Auto get then starts at the next scheduled interval, with the Reminders screen counter reset to 1.

If you don’t go to the Inbox of the selected account and another scheduled email retrieval finds
new messages, the Reminders screen adds the number of new messages to the notification for
that account. For example, if scheduled auto get #1 finds two new messages and, before you view
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the Inbox, scheduled auto get #2 takes place and finds three more new messages, the Reminders
screen notification indicates five new messages for that account.

If auto get discovers new messages but then fails for any reason, the Reminders screen shows the
account name and an error message. You can select the error message or open the VersaMail
application for that account for more detailed information on the failed auto get.

5:02am Reminders

O =5 L3 VersaMail mail account
Scheduled get failed

Auto Get Mail

The last scheduled get
failed. You may wish to
perform a manual get at
Your convenience. user
cancel (0x121F)

(Done ) ((Snooze | ((Clear All )

You can choose to disable notifications for auto get mail failures.

Auto get mail retries

If the interval for a scheduled auto get is set at “Every 1 hour” or less frequently, and an auto get
fails for any reason, the VersaMail application tries to retrieve email every 30 minutes until either
the next scheduled auto get occurs or the end time for scheduled email retrieval is reached. If the
interval is set for more frequently than “Every 1 hour,” the VersaMail application waits until the
next scheduled auto get.
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Resource issues with auto get mail

The auto get mail feature can cause the following resource constraints:

Decreased battery life If you set the auto get interval for more often than once per hour, your
handheld’s battery charge may drain more quickly, and you may need to recharge the battery more
frequently.

Increased monthly charges Some wireless providers, such as Cingular or T-Mobile, charge a fee
for data transactions. If you use one of these providers, using the auto get feature can
substantially add to your monthly charges. This is especially true for POP accounts, because POP
messages take longer to download than IMAP messages.

If you primarily retrieve messages over your company'’s network (Bluetooth or 802.11b network),
monthly charges should not be an issue.

If you are concerned about resource issues, set your interval for email auto get to retrieve
messages no more frequently than once per hour.

Inbox icons in the VersaMail application

The icons to the left of a message in the Inbox tell you the message’s status.
™M Only the subject header information is downloaded.

B Part or all of the message text is downloaded.

@ Part or all of the message text and attachment information is downloaded.
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If you use the b-way
navigator to select and
open a message, press
Center after reading the
message to close it and
return to the folder where
you started.

Highlight a message and
press Right on the 5-way
to open a menu of
message commands such
as forward, reply, and
delete.

Sending and Receiving Email Messages

Reading email messages
To read email, select the email message in the Inbox or the folder where the message is located.

e hd G/5 ¥ Inbox

revised instructions for creatin... |

© 8 Travis Washington 5:30a
these are funny

© [ Angela Yee 5:28a
review comments

© [ Travis Washington 5:24a
cool site

© ¥l monica_lewis 3:33a
ALC Account Form Reminder

((New )(_ GetMail )( Display )

* 8% Les Newman 5:36a| 5. ioct 1o read

If you chose to get messages by subjects only, select the More button to view the body of the

email message, plus any attachments, up to the maximum message size you select. If the
downloaded message exceeds your maximum message size, only a partial message is displayed.

Select the More button to

view the entire message.

If you choose to get entire messages, the body of the message is displayed. However, if the
downloaded message exceeds your maximum message size, only part of the message is

displayed. Select the Mor

[inbox] 4 305 p [

From: "Angela Yee"
<angyee? 1@hotmail.com>
Subj: review comments

for your approval

There are now three new levels of
MSN Hotmail Extra Storage! Learn
more.

e button to view the entire message.

| Select More to view

(Done ) (Reply) (Delete) (&) —

the entire message
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Selecting whether to receive messages as HTML or plain text
By default, the VersaMail application is set to receive mail in HTML format. This means that any

email messages sent as HTML are displayed on your handheld with basic HTML formatting intact,
including the following:

¢ Bold

e ltalics

¢ Underlining

e Colored words

e Bullet lists

e Numbered lists

e Line breaks

For certain types of graphics (for example, JPEG or GIF files), the graphic may be displayed as a
URL in the body of the email message. In some cases, you can select the URL to open the graphic.

Messages sent as plain text are displayed as plain text only, and any text stripped of its HTML
formatting is displayed as plain text as well. You can set the application to receive all messages as
plain text only, regardless of the format in which they were sent. If you choose this option, only the
text of any messages sent in HTML format is displayed.

RINOTE The VersaMail application sends all messages as plain text only, with all HTML tags
stripped, even if you are forwarding or replying to a message that was originally received as
HTML.
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Open VersaMail Preferences:

a. Open the menus.

b. Select Options, and then select Preferences.

Select message format:
a. Selectthe Receive Format pick
list, and then select HTML or

Plain Text. The default is
HTML.

b. Select OK.

i Done

General [Advanced|System

Get w Subjects Only
[ Ask Every Time

[ Confirm Deletions
O Delete Msgs on Server
[ Download Attachments

Receive Format: JzRNV(8

OK Cancel
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Customizing the font of messages you are reading

You can change the font, size, or style of incoming messages to make them easier to read.

The font settings you 1
choose apply to all

incoming messages, not

just the current one. a. On the message screen, open the menus.

Open the Select Font dialog box:

b. Select Options, and then select Font.

2 Customize the font: — =
a. Select each pick list (Font, Font: ~ Paim
Size, Style) and select the Size: ¥ 9
option you want. Style: ¥ Plain
Sample:
b. Select OK. This is a sample.
¥ Done
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Sending an email message

If you set up the account 1
to synchronize email on

your handheld with email

on your computer only,

Go to Favorites and select VersaMail <.

you must synchronize so 2 Open a new message:

that messages you

compose on your a. Open the menus.

handheld can be sent out

through your computer’s b. Select Accounts, select the account you want, and then select New.

email application. wm ~ Inbox NewMessuge =l

You cansetupyour L R ;
handheld to
automatically try
resending any messages
that are not sent correctly
the first time.

((New )(_ GetMail )( Display ) Send )( Outbox )(Drafts ] (Cancel

When you put addresses N Continued

in the copies (cc:) field,
they are visible to all
other recipients.
Addresses in the blind
copies (bcc:) field are
hidden from all other
recipients.

Tungsten™ T5 Handheld 311



CHAPTER 15 Sending and Receiving Email Messages

Subjects longer than one
line are shown on asingle
line with an ellipsis
symbol to the right of the
subject line. Select the
subject to see the full
subject.

Open the Edit menu to
access the editing
features available for a
message you are
composing.

If you open another
application while you're
working on a message,
the message is
automatically saved as a
draft.

3

Address and compose your message:

a. Enter the recipient’s email
address by entering it directly,
entering it from Contacts, or_
using Smart Addressing.

b. In the Subject field, enter the
subject of your email.

c. Inthe area below the Subiject line,
enter the text of your email.

New Message =l

To: myemployees@meinc.com

Subj Payroll dates

Have been changed to the 5th and
the 19th because of the holiday]

(Send )(Outbox ) (Drafts )(Cancel

[ &] OPTIONAL Attach one or more files to send with your message.

Select one of the following options to send your message:

Send Sends the email immediately.

Outbox Stores email so you can compose email offline and then send it all
during one connection with the server. To send your email, select Get & Send.

Drafts Saves your message so you can work on it at another time.

i Done
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You can’t see the whole
list of addresses in a field
if the list is longer than
two lines. To see the
whole list, tap the word
To, cc, or bcc.

It's OK to enter commas
instead of semicolons
between addresses,
because they’re changed
to semicolons. But you
can’t use other
punctuation or no
punctuation between
addresses.

1
2

Sending and Receiving Email Messages

Entering an address directly in the To field

On the New Message screen, tap or navigate to the To field.

Enter an address using one of
the following methods:

Single address in To field Enter
the address, and then select
Done.

Multiple addresses in To field
Enter a semicolon (;) and then a
space between recipient names.

Single address on Recipient
List Tap To and enter the
address on the Recipient List
screen, and then select Done.
Use the shortcut buttons at the
bottom of the screen for quick
address entry.

Multiple addresses on Recipient
List Enter a semicolon (;) and
then a space between recipient
names.

i Done

_. Message =l

mfarsi@farsi.com|

(Send )(Outbox ) (Drafts ) (Cancel)

To: Recipient List (i)

M. Farsi: Ang Yed|

[:]e [com].net].org].edu].gov]
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Entering an address using Contacts

You can enter a recipient’s address by using the Lookup screen to select the address. The names
and addresses on the Lookup screen come from Contacts.

Addresses longer than 1
one line are shown on a

single line with an ellipsis

symbol to the right of the

address line. To view or

edit the address, tap the

To field to display the full

Open the Lookup screen:
a. Onthe New Message screen, select the word To.

b. On the Recipient List screen, select Lookup.

address. 2
Enter the address:
Joanna, Kwan jkwan@ jkwan.net
a. On the Address Lookup Tsai, Lee tsailee@example.com
screen, select the address you
want, and then select Add.
b. Select Lookup and repeat
step a for each address you
want to add.
Look Up:| (Add ) (Cancel
i Done
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Smart Addressing is
turned on by default. To
turn off Smart
Addressing, open the
Options menu, select
Preferences, and then
check the Advanced tab.
Deselect the Enable
Smart Addressing box.

Entering an address using Smart Addressing

Smart Addressing completes a recognized email address. Smart Addressing automatically fills in
fields when the recipient’'s name and email address are in your Contacts list.

1
2

On the New Message screen, tap in the To field.

Start entering the person’s name,
such as Joe Smith.

Once the name is recognized
from your Contacts list, the name
and email address are
automatically completed on the
recipient list. For example, if you
have a Joe Smith and a Joan
Smith in Contacts (and no other
names starting with J), once you
type “Joe,” the entry “Joe
Smith” is completed with the
correct email address.

Select the name when it appears.

i Done

New Message

: To:
Joanna.Kwan <jkwan@ jkwan.net>
Joe Sadusky <joe@jmswordsmith.co...

(Send )(Outbox ) (Drafts ) (Cancel)
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Attaching a personal signature

You can attach a personal signature, with info like your company’s address and fax and telephone

numbers, to the bottom of all messages you send.

1

Open the VersaMail Preferences:

a. From the Inbox or on another
folder screen, open the
menus.

b. Select Options, and then
select Preferences.

Add a signature:
a. Select Signature.

b. Check the Attach Signature
box.

c. Enter your signature

information, and then select
OK.

i Done

General [Advanced|System

Get w Subjects Only
[ Ask Every Time

 Confirm Deletions
O Delete Msgs on Server
™ Download Attachments

Receive Format: JzRNV(8

OK Cancel

 AttachSignature:
J.5. User

Marketing Director
555-555-5555]
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Send retry

If a send attempt fails for any reason after you select Send (for example, your handheld is out of
range, or the application cannot connect to the mail server), you can choose to have the
application move the message to the Outbox and keep trying to send the message every 30
minutes, a maximum of three times.

Send retry doesn’t work
for VPN or SSL
connections, or for

accounts for which your If you put a message in the Outbox, you must select Send to send the message on the first try. The

ISP requires you to log in VersaMail application attempts automatic send retry only after the first send attempt fails. Keep in

to the mail server before mind the following regarding automatic send retry:

sending mail. It also

doesn’t work if you have e Automatic send retry occurs only if you select Send to send the message manually. It doesn’t

configured the security work if you select Get & Send.

preferences on your

handheld to encrypt o ;I'qlszlect automatic send retry, select Yes in the dialog box notifying you that manual send has
ailed.

databases on the

handheld. . .
e |f automatic send retry succeeds, the message is moved to the Sent folder.

o e |f automatic send retry fails after the third try, you have to send the message manually.
Select the notification to

view a detailed error

message. Viewing the Send retry notifications
error message deletesthe If automatic send retry fails after the third try, a notification appears on the Reminders screen.
notification from the Send retry notification features include the following:

Reminders screen.
e A broken envelope icon L shows that automatic send retry has failed. A separate notification
appears for each email account.

¢ You can choose to disable notifications for send retry failures.

e The Reminders screen shows only the most recent notification for an email account, no matter
how many automatic send retries have been attempted for that account.
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Modifying messages in the Outbox

A message in the Outbox waiting for the next automatic send retry can be edited, moved, or
deleted. However, if you edit the message, you must manually send the message. If the manual
send fails, you can choose to store the message in the Outbox to wait for the next automatic send
retry.

If you perform a soft reset
or synchronize during
send retry, the retry
cancels. You must

During automatic send retry, any message that the VersaMail application is trying to send is in a
manually gend any locked state. You cannot edit, move, or delete these messages. If you try to modify a message in
messages in the Outbox. the locked state, an error message appears.

If a send retry fails after the third try, the message is stored in the Outbox in the error state. You
can send the message again manually, or edit, move, or delete the message. However, if you edit
the message, you will need to manually send the message. If the manual send fails, you can
choose to store the message in the Outbox to wait for the next automatic send retry.

Outbox icons in the VersaMail applications
The icons to the left of a message in the Outbox show the message’s status.

| Message is waiting either to be manually sent or to be sent during the next send retry. You
can edit, move, or delete a message in this state.

IEI Send retry is currently in process; you cannot edit, move, or delete a message in this state.

ﬂ Third automatic send retry has failed. You must manually send a message in this state by
selecting Get & Send.
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Working with email folders

By default, the VersaMail application displays the messages in a given account’s Inbox folder. You
can easily view the messages in a different folder. You can also customize the appearance of the
message list in your email folders, move messages between folders, and create and edit folders.

Viewing another folder

1

In the Inbox or on another folder
screen, select the folders pick list
in the upper-right corner of the
screen.

Edit Folders...

((New ) GetMail )(Display )

Select the folder you want to view.

i Done

Tungsten™ T5 Handheld

319



CHAPTER 15 Sending and Receiving Email Messages

Customizing the appearance of the message list

You can change display options on the message list, as well as the size of columns in the list.

The customization
options you choose apply
to all email folders, not
just the one you are in. 1

2

RINOTE Changing column size is available for one-line message view only.

In the Inbox or on another folder screen, select Display Options.

Customize any of the following:
. . Sortby: w Date  + Descend

Sort by Select the Sort by pick list, Show: ~ 2line view

and then select the column name. ¥ Date

O Size

Default is Date.

Sort order Select Descend or

Ascend. Default is Descend. Unread: ~ Black

Read: ¥ Black
One- or two-line column view

Select the Show pick list, and then
select one-line or two-line view. Default is two-line.

Columns shown Check the box under the Show pick list for each column you
want to show. The column options change depending on whether you choose a
one-line or a two-line view. Defaults are Sender, Date, and Subject.

Font Tap the Font field. Select each pick list in the Select Font dialog box (Font,
Size, Style) and select the option you want. Default is Palm 9 Plain.

Read and unread message color Select the Read and Unread pick lists, and
then select the color you want for each type of message. Default for both is
black.

M Continued
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Select OK.

If you selected one-line summary
view in step 2, change the size of
columns in the message list:

a. Tap the column divider.
b. Drag the column divider to

change the width of the
column.

i Done

w |Inbox

o [ revised instruc...
o [ these are funny
¢ [ review comme...
¢ [ cool site

¢ [ ALC Account Fo...

Les Ne...
Travis...
Angela...
Travi..
monica...

5:36a
5:30a
5:28a
5:2...
3:33a

((New ) GetMail )(Display )

- Column divider
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Moving messages between folders

You can move one or more email messages between folders.

You can use the b-way to

move a single message.

Select the message you 1
want to move, press Right

to open the Message

In the Inbox or on another folder
screen, select the folder pick list
in the upper-right corner and
menu, and then select select the folder containing the
Move To. Then select the message(s) you want to move.
folder you want on the

destination list.

Edit Folders...

To select a group of (New ) (" GetMail ) (Display )
adjacent messages, drag N Continued

the stylus to the left of the
message icons.

You can also open the

Message menu and select
Move To.
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2 Move a single message:

a. Tap the envelope icon to the left of the message you want to move, and then
select Move To from the list.

Les Ne... |5:36a o [8 revised instruc... [Les Ne... [5:36a
Travis... |5:30a © 8 these are funny [Travis... [5:30a
¢ [ review comme... |Angela... |5:28a © [ review comme... |Angela... |5:28a
¢ [ cool site Travi... © ™ cool site Travi.. |5:2...

& ALC Account Fo... |/monica... " [ ALC Account Fo... Imonica... |3:33a

o [ revised instruc...
o [ these are funny

Mark Unread

Reply...
Fofws;rd Edit Folders...
m\D}el\eteﬂ e isplay ((New )(_ GetMail )( Display )

b. On the folders list, select the destination folder you want.

3 Move multiple messages:

a. Tap to the left of the icon for each message you want to move. A checkmark
appears next to each selected message.

b. Tap a message icon next to a selected message, and then select Move To on
the list.

c. On the folders list, select the destination folder you want.

M Continued
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4 Select OK.
i Done

Creating and editing mail folders

The VersaMail application has certain preset folders, such as Inbox, Outbox, Drafts, and Trash. You
can create new folders so that you can store email messages by subject, person, or project.

1 In the Inbox or on another folder screen, select the folder pick list in the upper-
right corner, and then select Edit Folders.

M Continued
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2 Select any of the following:

a. To create a new folder, select
New, and then enter the new
folder name.

b. To rename a folder, select the
folder name from the list on the
screen, select Rename, and then
enter the new folder name.

(New ) (Rename ) (Delete )

c. To delete a folder, select the folder name from the list on the screen, and
then select Delete.

RINOTE For IMAP accounts only, check the box if you want the change (create,
rename, delete) to take place on the server as well as on your handheld.

3 Select OK.
i Done
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Working with email messages

When you receive an email message, you can reply to it or forward it to someone else. You can
also open web addresses (URLs) within messages.

Forwarding an email message

You can forward email 1
messages from any

folder other than the

Outbox folder.

On a folder screen, select the folder pick list in the upper-right corner, and then
select the folder that contains the message you want to forward.

2 Select the message to forward:
| M s 5> E
Forwarded messages are . From: "Travis Washington" +
always sent as text only, a. Select the email message to <trwashjr@hotmail.com>
. . i Subj: coolsite
even if you received the open it.
i i heck this out:
original message in ¢
HTML format. b. Select Forward (FWd) www.futurefacing.com
9
There are now three new levels of

(Done ) (Reply) (Delete)
[ Select Forward

3 Address and send the message.

i Done
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Replies are always sent as
text only, even if you
received the original

message in HTML format.

From the message
screen, you can also
select Reply from the
Options menu.

To reply to a message
from the message list, tap
the envelope icon next to
the message you want,
and then select Reply on
the list. Or open the
Options menu and select
Reply.

CHAPTER 15 Sending and Receiving Email Messages

Replying to an email message

You can reply to an email message as you are reading it, or you can start the reply when you are
viewing messages in the message list.

1

Create the reply:

a.

Select the message you want to reply to.

b. Select Reply.

Select reply options and send your reply:

a.

Reply Options

 Include Original Text
O Prefix with">'

In the Reply Options dialog box,
select options for replying to the
sender only or to all email
recipients; for including

original message text with your
reply; and for inserting a “>" character at the beginning of each line in the
original message included with your reply.

Select OK.

Enter a reply.

. Select Send to send the reply now, Outbox to send it later, or Drafts to work

on it later.

i Done
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Email addresses appear
in the form “username @
mailservice.com” (or
other three-letter
extension such as .net,
.org, and so on).

Sending and Receiving Email Messages

Working with URLs

You can tap a URL in a received message to view the web page or file associated with the URL.
Tapping the URL opens your handheld’s web browser to view the page or file.

You can also tap an embedded email address to open a new message screen with the address in
the To field.

Depending on whether the received message is displayed in HTML or plain text format, URLs and
email addresses appear in slightly different forms, as follows:

HTML URLs and email addresses appear as blue underlined text.

Plain text Most URLs begin with “http://" or “www.” Simply tap to view these types of URLs. To
view a page or file associated with a URL that does not begin with “http://” or “www.,” select the
URL, copy it, and paste it into the address bar in the web browser.

Deleting a message

You can delete email messages from any folder. For example, you can delete old messages in the
Inbox or messages that you were working on in the Drafts folder. When you delete a message, it is
placed in the Trash folder.

1 In the Inbox or another folder screen, select the folders pick list, and then select
the folder that contains the message you want to delete.

2 Tap the bullet next to the icon of each message that you want to delete. To
select adjacent messages, drag the stylus so it hits the bullet to the left of each
message. Lift the stylus and drag again to select more adjacent messages.

M Continued
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To delete messages on 3 Delete the message or messages:

the server when you

empty the trash on your a. Open the menus.

handheld, select the

Delete Msas on Server b. Select Delete from the Message menu.

setting in the VersaMail
Preferences. Many email
providers have size
restrictions for mail
storage. If your mailbox
on the server becomes

full, messages are d. Select OK.
returned to the senders.
i Done

c. Select Also delete message(s) on server, if you want to delete the messages
from the server now.

[ ¥ IMPORTANT If you delete a message on the server, you cannot retrieve it
and view it again later.

You can also tap the
message icon next to a

selected email message De|eting old messages
and then select Delete.

1 Open the Delete Old Messages dialog box:

a. Open the menus.

b. Select Delete Old from the Message menu.

M Continued
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M delet . .
essages you delete 2 Choose settings for deleting old
from a folder move to the .
) messages:
Trash folder and remain Delete all messages in the
there until you empty the a. Select the Folder pick list, and Folder: ~ Inbox
trash. then select the folder that Older than: ~ One Week
contains the messages you
want to delete.
b. Select the Older than pick list,
and then select One Week,
One Month, or Choose Date. If
you select Choose Date, select
a date from the calendar.
3 Delete messages: Delete Confirmation

@ Delete message(s) from
the handheld?

a. Select Delete.

O Also delete message(s)

b. Select Also delete message(s) on server.

. OK ) (Cancel
on server if you want to delete
the messages from the server
now.

[ ! IIMPORTANT If you delete a message on the server, you cannot retrieve it
and view it again later.

c. Select OK.

i Done
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You can set a preference
to automatically empty
the trash.

Many email providers,
such as Yahoo!, have size
restrictions for mail
storage. If your mailbox
on the server becomes
full, messages are
returned to the senders.

Sending and Receiving Email Messages

Emptying the trash

When you delete a message, it moves to the Trash folder. Deleted email accumulates in the Trash
folder and takes up space on your handheld. To increase memory, you should empty the trash
regularly.

1 Open the Empty Trash dialog box:
a. Open the menus.
b. Select Empty Trash from the Message menu.

RINOTE If Auto-Empty Mail from Trash is selected in VersaMail Preferences, a
message asks if you want to delete the trash.

2 [ &] OPTIONAL Select Details to see how many messages are in the trash and
whether the messages are set to be deleted on the server.

3 Select one of the following options for emptying the trash:

To delete messages from your handheld as well as from the server Select
Both. Select Yes if you want to update the server now.

To delete the message from only your handheld now Select Handheld.

i Done
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Setting the trash to be emptied automatically

By default, Auto-Empty 1
Mail from Trash is

selected, and the time

interval is set at Older

Than 1 Week.

Open the VersaMail Preferences:

a. Open the menus.

b. Select Options, and then select Preferences.

2 Select the settings for automatically

emptying the trash: General | Advanced|System
[ Enable Smart Addressing
a. Select the Advanced tab. [ Auto-Empty Mail from Trash:
w Older Than 1 Week
. Timeout: 45 secs
b. Check the Auto Empty box if it is O Auto-Disconnect
not selected. O Disconnect on Exit

Modem Wait: 0. . secs

c. Select the pick list, and then
select one of the following: (COK ) (Cancel )

e Email messages are automatically emptied from the trash immediately
when they are deleted from a folder.

e Messages are automatically emptied from the trash after the time interval
you specify: one day, three days, one week, or one month.

d. Select OK.

i Done
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Marking messages as read or unread

When you select a message to read it, it is automatically marked as read. You can also manually
mark messages as read or unread.

In one-line view, read 1
messages appear in plain

text in the message list;

unread messages appear

in bold text.

Select the message or messages to mark:

a. Inthe Inbox or on another folders screen, select the folders pick list, and then
select the folder containing the message you want to mark.

b. Tap the icon next to the message you want to mark. To mark multiple
messages, tap the bullets next to the messages you want to mark.
POP mail servers do not

support the read or

unread message feature. 2 .
For POP accounts Do one of the following to mark —
¥ InboXx
’ the message or messages: 0/5
messages that you mark o B8 revised instruc... 5:36q

© [8 these are funny |Travis...

appear in plain or bold o [ review comme...

Single message Select Mark

text on your handheld, R